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INTRODUCTION 
 

Overview 

¢ƘŜ DŜƴŜǊŀƭ LƴǎǳǊŀƴŎŜ {ǘŀǘƛǎǘƛŎŀƭ !ƎŜƴŎȅΩǎ όDL{!Ωǎύ {ǳōƳƛǎǎƛƻƴ aŀƴŀƎŜƳŜƴǘ ŀǇǇƭƛŎŀǘƛƻƴ ǇǊƻǾƛŘŜǎ 

reporting companies with information and tools to help manage statistical data submissions. By using 

the various modules within the application, companies will be better able to monitor and analyze data 

submissions, thereby avoiding unnecessary deficiency fees. 

The Submission Management application includes access to Submission Analysis, Error Analysis, Test 

Analysis and Error Correction modules. 

 

Submission Analysis 

¶ Provides details on data submissions. 

¶ Summarizes reporting balances over a three- or five-year period. 

¶ 9ƴǎǳǊŜǎ ǊŜǇƻǊǘƛƴƎ ŎƻƳǇŀƴƛŜǎΩ ōŀƭŀƴŎŜǎ ŀǊŜ ŎƻƳǇƭŜǘŜ. 

 

Error Analysis 

¶ Provides reporting companies with summarized and detailed information regarding error 

transactions to improve the quality of data submissions. 

¶ Assists reporting companies to identify error trends and tracking progress of process 

improvements. 

 

Test Analysis 

¶ Allows reporting companies to check the quality of data submissions prior to submitting to 

production systems. 

¶ Features the ability to move test data submissions into production without having to resubmit the 

file. 

 

Error Correction 

¶ Allows reporting companies to identify and correct specific error transactions via an online facility. 

¶ Features automatic and complete editing of submitted transactions. 
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Getting Started 

Browser Requirements 

The Submission Management application is available through the GISA Portal. To access the GISA Portal, 

a browser that supports 128-bit encryption is required. 

The GISA Portal and its applications are supported on Microsoft Internet Explorer 11+. 

Other browsers are not supported. 

 

Application Availability 

The Submission Management application is available 24 hours a day, 7 days a week. However, the 

system may occasionally be unavailable for very brief periods of time to conduct routine maintenance 

and/or implementation of application enhancements.  

Notification will be provided in advance. 

 

Obtaining Access 

To obtain access to the Submission Management application, a GISA Portal User ID must be obtained by 

the insurer. Insurers can request GISA Portal User IDs by contacting their assigned Data Quality Analyst 

(DQA) for the User ID Request Form. 

If users believe the security of their passwords have been compromised, DL{!Ωǎ ǎŜǊǾƛŎŜ ǇǊƻǾƛŘŜǊΩǎ 

Service Desk should be contacted immediately at servicedesk@ibc.ca or 416-644-3100. 

For further information, please contact your Data Quality Analyst. 

 

Logging In 

Access the Submission Management application via the GISA Portal at www.portal.ibc.ca. This URL will 

display the Portal log-in screen. Log in to the Portal by entering the user ID and password provided by 

DL{!Ωǎ ǎŜǊǾƛŎŜ ǇǊƻǾƛŘŜǊΣ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{ƛƎƴ Lƴέ ōǳǘǘƻƴΦ ¢ƘŜ ŦƛǊǎǘ ǘƛƳŜ ƭƻƎging in, users will be 

prompted to change the password provided. 

  

http://www.portal.ibc.ca/
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Password Requirements: 

¶ Minimum of 8 characters and a maximum of 14  

¶ Contain characters from three of the following four groups: 
o ¦ǇǇŜǊŎŀǎŜ ƭŜǘǘŜǊǎ ό!Σ .Σ /Χύ 
o [ƻǿŜǊŎŀǎŜ ƭŜǘǘŜǊǎ όŀΣ ōΣ ŎΧύ 
o bǳƳŜǊŀƭǎ όмΣ нΣ оΧύ 
o Symbols (! @, #, $, %, etc.) 

¶ Not the same as the five previous passwords 

¶ Does not contain ǘƘŜ ǳǎŜǊΩǎ name, user ID, or either of these spelled backwards 

¶ Logon ID cannot be used for password 

¶ No more than 3 sequential, neighboring digits (i.e 123, 1212, 98767) 

¶ No more than 2 sequential, repeated characters (i.e. aaa, 111, etc.) 

¶ At leave 5 distinct characters 
 

Users will be locked out after attempting to log in three consecutive times with incorrect 

username/password combinations. 

 

 
GISA Portal Log-in Screen 
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The first time logging in, users are presented with the GISA Portal Security Statement. Please read it 

carefully and click on the ACCEPT button to access the application.  

 

 

GISA Portal Security Statement 
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Common Features 

The application screens for the Submission Analysis, Error Analysis, Test Analysis and Error Correction 

modules are organized in the following areas (the numbers in the following list correspond to the 

numbers in the figure below): 

Portal Menu 
The Portal Menu provides access to general application features such 
as selecting language preference and changing passwords. 

Main Menu 
The Main Menu provides access to the modules within the Submission 
Management application. Ability to access specific modules is based 
on individual user profiles. 

Report Window The Report Window is the area where selection criteria and reports 
are displayed. (Note that this is not applicable to Error Correction). 

Messages Window The Messages Window is where notices will be communicated. 
System outage messages and warnings are displayed here.  

 

 
General layout of the GISA Portal screen 
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Portal Menu 

The Portal Menu provides access to general application features such as language preference and 

changing passwords. The following table describes each menu option. 

Option Description 

My GISA Portal Provides access to features that allow users to: 

¶ Change password. 

¶ {ŜƭŜŎǘ ǎŜŎǳǊƛǘȅ ǉǳŜǎǘƛƻƴ ŀƴŘ ŀƴǎǿŜǊ ǘƘŀǘ ǿƛƭƭ ōŜ ǳǎŜŘ ǘƻ ǾŜǊƛŦȅ ŀ ǳǎŜǊΩǎ 
identity if forget password is selected. 

¶ View Security Statement. 

Français Enables the user to switch the application language preference. 

Help Provides access to the Submission Management Application User Guide. 

Contact Us Provides contact information to the service desk. 

Logout Enables users to log out of the application. 

 

 

Main Menu 

The Main Menu, located on the left portion of the screen, provides access to the various modules within 

ǘƘŜ {ǳōƳƛǎǎƛƻƴ aŀƴŀƎŜƳŜƴǘ ŀǇǇƭƛŎŀǘƛƻƴΦ ! ǳǎŜǊΩǎ ŀōƛƭƛǘȅ ǘƻ ŀŎŎŜǎǎ ǎǇŜŎƛŦƛŎ ƳƻŘǳƭŜǎ ƛǎ ōŀǎŜŘ ƻƴ ǘƘŜ 

ǳǎŜǊΩǎ ƛƴŘƛǾƛŘǳŀƭ ǇǊƻŦƛƭŜΦ  

To select a report from the Main Menu, expand the module by clicking 

on the corresponding  icon and select the desired report from the list 

displayed.  

 

 

Report Window 

The Report Window occupies the main portion of the screen. Selection Criteria and corresponding report 

results are displayed within this area. (Note that this is not applicable to Error Correction. 

 

Report Criteria Screen 

There is a custom Report Criteria screen for each report. Selecting a report from the Main Menu will 

result in the corresponding report criteria being displayed. 

(Note that clicking on the RESET button will return the criteria fields to the default values). 
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Sample Report Criteria Screen 

 

To generate a report, select the desired criteria to include in the report and click the SUBMIT button. 

The criteria will be validated once the SUBMIT button is clicked. Any error messages will be displayed at 

the top of the Report Criteria screen. To resolve error messages, users must revise and resubmit the 

criteria selected.  

 

 
Sample of Error Message on Report Criteria screen 
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Report Viewer Screen 

After submitting criteria, the report will be generated based on that criteria and the Report Screen will 

replace the Report Criteria screen. 

aŀƴȅ ƻŦ ǘƘŜ ǊŜǇƻǊǘǎΣ ŎŀƭƭŜŘ άǇŀǊŜƴǘ ǊŜǇƻǊǘǎέΣ ƻŦŦŜǊ ƭƛƴƪǎ ǘƻ ƳƻǊŜ ŘŜǘŀƛƭŜŘ ǊŜǇƻǊǘǎΦ ¦ǎŜǊǎ Ŏŀƴ ƴŀǾƛƎŀǘŜ 

directly to these details by clicking on the links available. 

To generate a different report, choose the appropriate report name from the Main Menu. 

 

 
Report Viewer screen displaying resulting Report from selected criteria 

 

All of the reports have a standard Report Viewer toolbar with the following functions (the numbers in 

the list correspond to the numbers in the figure below): 

Navigating within a report 

Navigating back to a parent report 

Changing the report display  

Searching within a report 

Exporting a report 

Refreshing a report 
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Navigating Within a Report 

 

The Report Viewer toolbar (pictured above) includes page navigation functions. Users can: 

¶ Navigate to a specific page by entering a page number in the text box and hitting the ENTER key 

on the keyboard.  

¶ Navigate to the next or previous page of a multi-page report using the  and  arrow icons on 

the toolbar 

¶ Navigate directly to the first or last page of a multi-page report using the  and arrow icons 

on the toolbar. (Note that page breaks are explicitly defined by the report itself and cannot be 

changed.) 

When navigating multi-page reports, ǘƘŜ άǇǊŜǾƛƻǳǎ ǇŀƎŜέ arrow button on the Report Viewer toolbar 

must be used ǘƻ ǾƛŜǿ ǇǊŜǾƛƻǳǎ ǇŀƎŜǎΦ 5ƻ ƴƻǘ ǳǎŜ ǘƘŜ άōŀŎƪέ ōǳǘǘƻƴ ƻƴ ǘƘŜ LƴǘŜǊƴŜǘ 9ȄǇƭƻǊŜǊ ǘƻƻƭōŀǊΦ 

Using the άōŀŎƪέ ōǳǘǘƻƴ on the Internet Explorer toolbar is not supported by the application and may 

result in unpredictable navigation results or on-screen errors.  

 

Navigating Back to a Parent Report 

 

To return to a parent report, users must use the icon pictured above located on the Report Viewer 

toolbar. 

 

Changing the Report Display 

  

The Report Viewer toolbar provides a standard zoom functionality (pictured above). This allows users to 

zoom in or out of a report, making the text larger or smaller. 

 

Searching Within a Report 

  

The Report Viewer toolbar includes a search field (pictured above) to find specific text within a report. 

Search for content in a report by typing a word or phrase and clicking FIND. To search for subsequent 

occurrences of the same word or phrase, click NEXT. 
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Note that the search is not case-sensitive and begins at the top of the page or section that is currently 

selected. Wildcards and Boolean search operators are not supported. 

 

Exporting a Report 

  

To export a report, users must click on the icon pictured above and select PDF. Currently the only format 

supported is PDF. Users have the option of opening or saving the report. 

 

Refreshing a Report 

 

To refresh a report, click the REFRESH icon pictured above. The report server will then reprocess the 

report using the most recent data.  
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SUBMISSION ANALYSIS 
 

Users can generate the following reports using Submission Analysis: 

¶ Company Balance Report 

o Company Balance Report ς country-wide 

o Company Provincial Balance Report 

¶ Company Provincial Summary Report 

o Company Provincial Summary Report ς individual reporting company 

o Company Group Provincial Summary Report 

¶ Company Summary Report 

o Company Summary Report ς individual reporting company 

o Company Group Summary Report 

¶ Out of Tolerance Report 

¶ Submission Detail Report  

¶ Submission Status Report 

¶ Statistical Submission Status Report 

These reports present both detailed and summarized information about statistical data submissions. 

This includes detailed file information, summarized Batch details and summarized Reporting Unit (RU) 

details. (A Reporting Unit, or RU, consists of a unique combination of Company, Plan, Kind and Entry 

Date.) 

After successfully logging in to the application, users can access the Submission Analysis reports via the 

Main Menu. Once a report is selected, the corresponding report criteria will be displayed. 

To view a report, the following steps are required: 

1. Choose a report type. 

2. Select the desired criteria. 

3. Generate the report. 

The next few sections of this user guide will provide details about the reports that can be generated 

using Submission Analysis. 
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Company Balance Report (Countrywide or Provincial) 

About the Report 

The Company Balance Report provides a history of Reporting Unit (RU) balances for a given company, at 

either a countrywide or provincial level. Users may access this report by selecting the Company Balance 

Report option under Submission Analysis in the Main Menu. 

Based on the criteria specified in the Province field, the Company Balance Report (countrywide) or 

Company Provincial Balance Report will be displayed. 

 

Note that in order to display the Company Balance Report (countrywide), the province selection must be 

ƪŜǇǘ ōƭŀƴƪΦ {ŜƭŜŎǘƛƴƎ ƻƴŜ ƻǊ ƳƻǊŜ ǇǊƻǾƛƴŎŜǎ ƻǊ ŎƘŜŎƪƛƴƎ ǘƘŜ ά!ƭƭέ ŎƘŜŎƪōƻȄ ƴŜȄǘ ǘƻ ǘƘŜ /ƻƳǇŀƴȅ ŦƛŜƭŘ ƛƴ 

the Report Criteria screen will generate a separate Company Provincial Summary Report for each 

province.  

 

  
Company Balance Report ς Countrywide     Company Balance Report ς Provincial 

 

Entering Selection Criteria 

The results of the Company Balance Report or the Company Provincial Balance Report can be 

customized by expanding or narrowing the selection criteria and clicking the SUBMIT button. Table 1 

describes the criteria and selection options found numbered in the screenshot below. 
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Company Balance Report ς Selection Criteria 

 
Table 1: Company Balance Report ς Selection Criteria 

No. Criteria Description Selection Options 

 Company  
(mandatory) 

List of available reporting 
ŎƻƳǇŀƴƛŜǎ ōŀǎŜŘ ƻƴ ǳǎŜǊΩǎ 
profile 

¶ No default value 

¶ At least one company must be selected 

¶ ChŜŎƪƛƴƎ ǘƘŜ ά!ƭƭέ ŎƘŜŎƪōƻȄ ǿƛƭƭ ǎŜƭŜŎǘ ŀƭƭ 
companies in the list 

 Plan 
(mandatory) 

List of available plans ¶ 5ŜŦŀǳƭǘǎ ǘƻ ά!ƭƭέ όǘƘŜ ά!ƭƭέ ŎƘŜŎƪōƻȄ ƛǎ 
checked) 

¶ One or more plans can be selected  

 Kind 
(mandatory) 

List of available Kinds ¶ 5ŜŦŀǳƭǘǎ ǘƻ ά!ƭƭέ όǘƘŜ ά!ƭƭέ ŎƘŜŎƪōƻȄ ƛǎ 
checked 

¶ One or more Kinds can be selected 

 Province List of Canadian provinces and 
ǘŜǊǊƛǘƻǊƛŜǎ ŀǎ ǿŜƭƭ ŀǎ ŀƴ άh¢-
hǘƘŜǊέ ƻǇǘƛƻƴ 
όάh¢-hǘƘŜǊέ ƛƴŎƭǳŘŜǎ ŀƴȅ ǊŜŎƻǊŘ 
reported with an invalid 
statistical territory code) 

¶ Defaults to blank (no selection) 

¶ Selecting one or more provinces, or 
ŎƘŜŎƪƛƴƎ ǘƘŜ ά!ƭƭέ ŎƘŜŎƪōƻȄΣ ǿƛƭƭ ƎŜƴŜǊŀǘŜ 
a separate report for each province 

¶ Not selecting a province and unchecking 
ά!ƭƭέ ǿƛƭƭ ƎŜƴŜǊŀǘŜ ŀ ŎƻǳƴǘǊȅǿƛŘŜ ǊŜǇƻǊǘ 

 Entry Date 
(mandatory) 

άCǊƻƳέ ŀƴŘ ά¢ƻέ 9ƴǘǊȅ Date 
years with the option to display 
a three- or five-year history 

¶ Default to three-year history report with 
ǘƘŜ ȅŜŀǊ ƛƴ ǘƘŜ ά¢ƻέ ŦƛŜƭŘ ōŜƛƴƎ ǘƘŜ 
current year 

¶ {ŜƭŜŎǘ ǘƘŜ ŘŜǎƛǊŜŘ ά¢ƻέ 9ƴǘǊȅ 5ŀǘŜ ȅŜŀǊ 
and the system will automatically adjust 
ǘƘŜ άCǊƻƳέ 9ƴǘry Date year according to 
whether the three- or five-year history 
has been selected 

 
Click the RESET button to return all criteria fields to the default values. 
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Viewing Report Details ς Company Balance Report (Countrywide or Provincial) 

After submitting the selection criteria, the Company Balance Report (countrywide or provincial) will be 
displayed. The Company Balance Report shows the monthly submission balances for the period and 
region(s) that were specified in the Report Criteria screen. Table 2 describes the report content found 
numbered in the screenshot below. 
 

 
Company Balance Report ςReport Details 

 
Table 2: Company Balance Report ς Report Details 

No. Content Description Links 

 View 
Exposure/ 
Claim Count 

Link to report displaying the 
Exposure/Claim Count totals 

¶ Links to the Exposure/Claim Count 
totals 

 Company, 
Plan, Kind 

As selected Display only 

 Entry Date 
Year and 
Month 

As selected 
The report heading displays the Entry 
Date year and the leftmost column 
displays the Entry Date months 

Display only 

 Dollar Amount Countywide: Total dollar amount of 
the accepted RU Batches  on the 
Company Balance Report 
 
Colours of the dollar amounts: 

¶ Red ς indicates that the RU is out 
of tolerance 

Countrywide: 

¶ The dollar amount of the 
Company Balance Report links to 
the Monthly Submission Detail 
Report which displays all of the 
RU Batches that have been 
received for the selected RU 
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No. Content Description Links 

¶ Green ς indicates that the RU has 
been confirmed by the insurer 

 

¶ For more information, please see 
Monthly Submission Detail Report 

  ¶ Blue ς indicates that the RU is 
within tolerance and no action is 
necessary 

 
 
 
 
 
 
Provincial: Total dollar amount for 
accepted RU Batch Provinces on the 
Company Provincial Balance Report 
 

¶ The icon next to the dollar 
amount  opens a window where 
users can view remarks history 
and confirm out of tolerance 
balances (red) 

¶ For more information on 
confirming a balance, please see 
Out of Tolerance Confirmation 

 
Provincial: 

¶ The dollar amount in the 
Provincial Balance Report links to 
the Reporting Unit Batch 
Provincial Detail List, which 
displays all the RU Batches that 
have been received for the 
selected RU Province 

¶ For more information, please see 
Reporting Unit Batch Provincial 
Detail List 

 Prior Year 
Variance (%) 

Variance (in %) between the balance 
for the particular Entry Date 
year/month as compared to balance 
for the previous Entry Date year/same 
month 

Display only 

 Semi-annual 
Totals 

Total dollar amount for the 6-month 
term (JanuaryςJune total and Julyς
December total) 

Display only 

 YTD  
(Year to Date) 
Total 

Total dollar amount for the 12-month 
term 

Display only 

**  Province As selected 
(this field is only applicable to the 
provincial report) 

Display only 

 
  

5 

6 

7 



   
   

GENERAL INSURANCE STATISTICAL AGENCY 

 

GISA Submission Management Application User Guide  Page 22 of 123 

 

Viewing Report Details ς Exposure/Claim Count Report 

After selecting the View Exposure/Claim Count link from the Company Balance Report (or the Company 
Provincial Balance Report), the Exposure/Claim Count Report will display. The Exposure/Claim Count 
Report shows the monthly Exposure/Claim Count balances corresponding to the information in the 
Company, Plan, Kind, Province and Entry Date fields that were displayed in the report from which the 
link was selected. Table 3 describes the report content that you find numbered in the screenshot below. 
 

 
Exposure/Claim Count Report 

 
Table 3: Exposure/Claim Count Report 

No. Content Description Links 

 Company,  
Plan,  
Kind 

As selected Display only 

 Entry Date Year 
and Entry Date 
Month 

As selected 
 
 

Display only 

 Exposure/ 
Claim Count 

Total Exposure/Claim Count of the 
accepted RU Batches for the Company 
Balance Report (countrywide) or the 
accepted RU Batch Provinces for the 
Company Provincial Balance Report 

Display only 

 Semi-annual Totals Total Exposure/Claim Count for the 6-
month term (JanuaryςJune total and 
JulyςDecember total) 

Display only 

 YTD (Year to Date) 
Total 

Total Exposure/Claim Count for the  
12-month term 

Display only 

**  Province As selected 
(This is only applicable to the provincial 
report) 

Display only 
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Viewing Report Details ς Reporting Unit Batch Provincial Detail List 

After selecting a dollar amount for a specific province from the Company Provincial Balance Report, the 
Reporting Unit Batch Provincial Detail List will display. The Reporting Unit Batch Provincial Detail List 
shows all the RU Batches that have been received for the selected province. Table 4 describes the report 
content found numbered in the screenshot below. 
 
(Note that selecting a dollar amount from the countrywide Company Balance Report will display the 
Monthly Submission Detail Report.) 
 

 
Reporting Unit Batch Provincial Detail List 

 
Table 4: Reporting Unit Batch Provincial Detail List  

No. Content Description Links 

 Company, 
Province 

As selected Display only 

 Entry Date As selected Display only 

 Plan As selected Display only 

 Kind As selected Display only 

 Batch # The unique Batch Number assigned by 
the system to the Reporting Unit 
within the submission file 

Display only 

 Submission Type Type of submission reported by the 
insurer: 

¶ Original 

¶ Nil 

Display only 

 Batch Status Current status of the RU Batch: 

¶ Accepted/Partially Accepted 

¶ Reversed 

¶ Hold 

¶ Deleted 

Display only 
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Company Provincial Summary Report (Individual Reporting Company or Group) 

About the Report 

The Company Provincial Summary Report provides monthly Reporting Unit (RU) Province totals, either 
for an individual company or for a group of companies.  Users can access this report by selecting the 
Company Provincial Summary Report option under Submission Analysis in the Main Menu. 
 
Based on the company information selected, the Company Provincial Summary Report or Company 
Group Provincial Report will be displayed. The company number(s) that correspond to the company or 
group selected will be displayed in the header portion of the report. 
 
Note that in order to display the Company Group Provincial Report, the ά!ƭƭέ checkbox must be checked 
for the Company field of the Report Criteria screen. Selecting multiple companies when there is no 
ŎƘŜŎƪƳŀǊƪ ƛƴ ǘƘŜ ά!ƭƭέ ŎƘŜŎƪōƻȄ ǿƛƭƭ ƎŜƴŜǊŀǘŜ ŀ ǎŜǇŀǊŀǘŜ ǊŜǇƻǊǘ ŦƻǊ ŜŀŎƘ ŎƻƳǇŀƴȅ. 
 
 

 
Company Provincial Summary Report and Company Group Provincial Report 

 
 
 

Entering Selection Criteria 

The results of the Company Provincial Summary Report or the Company Group Provincial Report can be 

customized by expanding or narrowing the selection criteria and clicking the SUBMIT button. Table 5 

describes the criteria and selection options found numbered in the screenshot below. 
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Company Provincial Summary Report/Company Group Provincial Report ς Selection Criteria 

Table 5: Company Provincial Summary Report/Company Group Provincial Report ς Selection Criteria 

No. Criteria Description Selection Options 

 Company 
(mandatory) 

List of available reporting companies 
ōŀǎŜŘ ƻƴ ǳǎŜǊΩǎ ǇǊƻŦƛƭŜΦ 
 
Note: to display the Company Group 
Provincial Report, thŜ ά!ƭƭέ ŎƘŜŎƪōƻȄ 
must be selected.  Selecting multiple 
companies without using the ά!ƭƭέ 
checkbox will generate a separate 
report for each company. 

¶ No default value 

¶ One or more company numbers 
must be selected 

¶ /ƘŜŎƪƛƴƎ ǘƘŜ ά!ƭƭέ ŎƘŜŎƪōƻȄ ǘƻ 
select all companies is the list will 
result in the generation of the 
Company Group Provincial 
Report 

 Plan 
(mandatory) 

List of available plans ¶ 5ŜŦŀǳƭǘǎ ǘƻ ά!ƭƭέ όǘƘŜ ά!ƭƭέ 
checkbox is checked) 

¶ One of more plans can be 
selected  

 Province 
(mandatory) 

List of Canadian provinces and 
ǘŜǊǊƛǘƻǊƛŜǎ ŀǎ ǿŜƭƭ ŀǎ ŀƴ άh¢-hǘƘŜǊέ 
option 
όάh¢-hǘƘŜǊέ ƛƴŎƭǳŘŜǎ ŀƴȅ ǊŜŎƻǊŘ 
reported with an invalid statistical 
territory code) 

¶ No default value 

¶ At least one province must be 
selected 

¶ /ƘŜŎƪ ǘƘŜ ά!ƭƭέ ŎƘŜŎƪōƻȄ ǘƻ 
select all provinces  

 Year 
(mandatory) 

List of Entry Date Years ¶ Defaults to the current year 

 Kind 
(mandatory) 

List of available Kinds ¶ 5ŜŦŀǳƭǘǎ ǘƻ ά!ƭƭέ όǘƘŜ ά![[έ 
checkbox is checked) 

¶ One of more kinds can be 
selected  

 
Click the RESET button to return all criteria fields to the default values 
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Viewing Report Details 

After submitting the selection criteria, the Company Provincial Summary Report or the Company Group 
Provincial Report will be displayed. These reports show the monthly submission totals for the entry year 
selected. Table 6 describes the report details found numbered in the following screenshot. 
 

 
Company Provincial Summary Report/Company Group Provincial Report ς Report Details 

 
 
Table 6: Company Provincial Summary Report/Company Group Provincial Report ς Report Details 

No. Content Description Links  

 Company or 
Company Group; 
Plan, Kind, Entry 
Date Year, Province 

As selected Display only 

 Month List of Entry Date months containing 
data for the selected Entry Date Year 

Display only 

 Company and 
Company Number 

Reporting Company name and assigned 
unique reporting company number 
(Separately listed on the Company 
Group Summary Report. The reporting 
company name & number are displayed 
in the report heading when the 
Company Provincial Summary Report is 
generated) 

Display only 

 $ Amount Total accepted dollar amount reported 
for the RU Province. 
Monthly Totals and Grand Totals are 
provided.  

Display only 

 Exposure/ 
Claim Count 

Total accepted Exposure/Claim Count of 
the RU Province 

Display only 
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Company Summary Report (Individual Report Company or Group) 

About the Report 

The Company Summary Report provides monthly Reporting Unit (RU) totals for an individual company or 
a group of companies. Users can access this report by selecting the Company Summary Report option 
under Submission Analysis in the Main Menu. 
 
Based on the company information selected, the Company Summary Report or Company Group 
Summary Report will be displayed. The company number(s) that correspond to the company or group 
selected will be displayed in the header portion of the report. 
 
Note that in order to display the Company Group Summary Report, the ά!ƭƭέ checkbox must be checked 
for the Company field of the Report Criteria screen. Selecting multiple companies when there is no 
ŎƘŜŎƪƳŀǊƪ ƛƴ ǘƘŜ ά!ƭƭέ ŎƘŜŎƪōƻȄ ǿƛƭƭ ƎŜƴŜǊŀǘŜ ŀ ǎŜǇŀǊŀǘŜ ǊŜǇƻǊǘ ŦƻǊ ŜŀŎƘ ŎƻƳǇŀƴȅ. 
 
 
 

  
Company Summary Report and Company Group Summary Report 

 
 

  


































































































































































































