AGENT QUICK REFERENCE GUIDE

LUB A@ Agency Loss

WORKERS’ COMP Runs Report

A CASUALTY INSURANCE COMPANY Step-by-step instructions for generating and exporting Agency

Loss Runs from the LUBA Connect Portal.
n @ Log In & Navigate to Reports

* Go to lubawc.com, click Sign In, choose Agent Profile, and enter your credentials.
* From the dashboard, select the Reports tab from the main menu.

‘ Dashboard Explore Resource Center Reports ’
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n = Open the Agency Loss Runs Report

* In the left navigation panel, select Agency Loss Runs.
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= Select the Policy

¢ In the Choose Policy Number drop-down menu, enter the appropriate policy number(s).

n Select Policy Year(s)



» Check the box next to each Policy Year you want to include in the loss run. (i.e. policy number ending

123 = 2023, 124 = 2024)
+ Click View Report.

File Home  View

Y Parameters

Choose Policy Number 300515| ~

[ Select All

[] 027000300516122
[] 027000300516123
027000300516124
027000300516125

027000300516126

4 Export the Report

* Once the report is displayed, click the Export drop-down menu.
» Select the desired export format.
» Save the file to your preferred location.

File Home View

‘ I— Export “  d 4

| @ Microsoft Excel (xlsx)

[ PDF (pdf)

Accessible PDF (.pdf)

@ Comma Separated Values (.csv)
@ Microsoft PowerPoint [.pptx)
@ Microsoft Word (.docx)

& Web Archive (mhtml) I

[3] XML (eml)

4 Tip: Policy numbers ending in 123 correspond to 2023, 124 to 2024, and so on — select every year you need
before clicking View Report.
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