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Overview 
 

Data Overview—Detailed Claim Information (DCI)  
 

 Detailed Claim Information (DCI) is a data collection program managed by NCCI, whereby insurance 
companies furnish specific information on workers compensation indemnity claims for NCCI and 
independent bureau states.   

 
 Carriers are required to report all Death and Permanent Total disability claims along with a specified 

percentage of open and closed indemnity claims per state sampling ratio table.  
 

 If indemnity benefits have been incurred or reserved as of loss valuation, the claim may be eligible for 
reporting.  

 
 For NCCI states, the 18-month valuation report level must be sent to NCCI within 90 days after the 

valuation date. For Texas, the initial reporting occurs with the 6-month valuation report level.  
 

 Subsequent valuations must take place every 12 months thereafter until the claim is closed, has 
reached the 138-month report level, or has been reclassified as: 
 Medical-only 
 Federal Act 
 Non-DCI jurisdiction state 

 
 Error-Free and DCI reports containing default errors will be placed on the production database.  

Reports that reject continue to be expected and may be considered overdue. 
 
 
DCI Process Flow 

 
 DCI reports are submitted to NCCI. 
  
 The claim records go through NCCI’s editing process. 

 
 DCI Submission Results Report is produced.  

 
 DCI data that rejects remains in the staging database until the specific report is corrected and 

resubmitted, reaches 120 days from the submission date, or the carrier opts to delete the reject from 
the system.  

 
 DCI data with default errors moves to the production database awaiting possible correction. 

 
 DCI Data Collection displays both production data and rejected data. 
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DCI Data Collection   
 

DCI Data Collection is a comprehensive Web-based tool used to easily search, view, and print claims 
with a Reported to Insurer Date of September 2009 and later. Subscribing to the update capabilities 
allows you to add, update, and delete DCI claims. Using the tool, you can also:  
 
 Add subsequent valuation report levels for NCCI states and Texas  

 Import DCI data files for processing 

 Extract production data to update your source system 

 Monitor your DCI submissions that have been accepted or rejected 

 Access NCCI-Generated Reports and customize your own Data Reports 

 
Additional benefits include: 

 
 Available to NCCI affiliates at no charge via ncci.com 

 Real-time processing of online submissions 

 Electronic file of your transactions returned in a data file to your Data Transfer via the Internet 
mailbox for updating your database 
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DCI Data Collection—Logging In 
 

 To access the DCI Data Collection tool, enter your User ID and Password (1) in the Login box. 
Check the Remember me box and click Log In (2). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 From the Data Reporting page, you can select the task tile labeled Access DCI Data Collection.  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 Alternatively, you can select the DCI Data Collection link from the Tools section on the Detailed 
Claim Information Data Reporting page.  

 
 
 

 
 
 
 
 
 

1 

2 
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DCI Data Collection—Home Page Features 
 

 Once the DCI Data Collection link or task tile is selected, the main page displays.  

 Each section displays information from other NCCI products for your Carrier Group:   
 
 Timeliness (1) displays a Timeliness chart representing Expected Claims, Claims Received on Time, 

and Estimated Outstanding Claims.  
 You can toggle between First Valuations (default) and Subsequent Valuations by clicking the link 

in the bottom right of the Timeliness widget. 
 Clicking the title for this section will bring you to the Data Manager Dashboard tool. 

 
 System Alerts and Information (2) provides up-to-the-minute information on system or processing 

issues.  
 
 Latest Enhancements (3) displays the latest updates made to the tool.   

 View Release Notes provides a detailed description of the latest enhancements to the tool. 
 
 Quality Summary (4) displays the Number of Outstanding Rejected Edits and Claims by month. 

 Clicking the title for this section will bring you to the Data Manager Dashboard tool. 
 
 Latest 5 NCCI-Generated DCI Reports (5) displays the 5 most recent NCCI-Generated DCI reports.  

 Clicking the title for this section will bring you to the Data Reports feature. 
 
 Latest 5 DCI Circulars (6) displays the 5 most recent DCI related circulars or FYIs released. 

 Clicking the title for this section will bring you to the Circulars. 

4 

5 

6 

1 

2 

3 
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The Manage My Data tab also allows you to:  
 
 Import your DCI file through the tool (using the proper naming convention) to submit your data to 

production  
 
 Track the status of your submissions to see whether they have been accepted or rejected 
 
 Extract claim data from our database to update your systems or to create subsequent reports  

 
 View NCCI-Generated Reports 

 

DCI Data Collection—Manage My Data 
 

The DCI Data Collection tool’s Manage My Data menu option allows you to search and view Detailed 
Claim Information that is in NCCI’s production and staging databases. If you signed up for the update 
capability, you can create new claims, enter subsequent and replacement claims, and update and 
resubmit rejected data.  
 

 
 
 
This user’s guide explains the functionality of each menu option.  
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Manage My Data—Search 
 

The Search option allows you to: 
 Locate All Claims, Expected Claims, and Overdue Claims from NCCI’s database 
 View Claim Detail 
 Create Subsequent Reports 
 Create Replacement Reports 
 Delete Claims 
 Generate DCI Reports 
 
Locating DCI Claims 

 
 
 To locate claims in the DCI Data Collection tool, select Search from the Manage My Data drop-

down menu. 
 

 
 The following search screen displays.   
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Select All Claims from the drop-down menu to view all claims within a selected search 
criteria with a Reported To Insurer Date (RTI) of September 2009 and later—including 
original, subsequent, and replacement reports—that have been accepted by NCCI.  
 
Texas Note: Search includes all claims with an RTI Date of September 2010 and later. 

You have several options when performing a search from the search screen: 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Select Overdue Claims from the drop-down menu to view subsequent reports that were due 
to NCCI but not received.     

 
 
 
Select Expected Claims from the drop-down menu to view subsequent reports that are to be 
valued or are due to NCCI. 
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 To perform a general search, select All Claims from the drop-down menu. 

 
 The Search Claims screen offers the following filter criteria:  

 Claim Number 
 Reported to Insurer Date (range) 
 Coverage Provider ID 
 Valuation Level 
 Jurisdiction State 
 Policy Number 
 Claim Status 
 Edit Number 
 Submission ID 

 
 
 
 
 
 
  

 

 
To search using All Claims, enter the Claim Number, Policy Number, or Reported to 
Insurer Date. Additional fields are optional. 
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 Enter your search criteria, such as Claim Number (see below), and click Search.  
 

 
 

 Search results appear at the bottom of the screen.  
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 Click the plus sign (+) next to the Cov Provider ID to view all Valuation Levels received for a specific 
claim.  
 

 
 
 
 

 To see details of a specific DCI claim valuation, click the underlined Valuation Level number.  
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 The following claim detail screen appears.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
  

General Claim 
Information 

Claimant and 
Employer 
Information 

Claim Expense 
and Payment 
Information 

Edits received 
for claim 
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 When searching for Overdue Claims, a search filter is not required; however, using a filter will narrow 
your search results.  
 

 To search for claims that were expected but not received by the due date to NCCI, select Overdue 
Claims from the drop-down menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 The Search Claims screen appears with the following optional filter criteria:  
 Reported to Insurer Date (range) 
 Coverage Provider ID 
 Valuation Level 
 Jurisdiction State 
 Months Overdue 
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 In this example, Coverage Provider ID is used for the search filter. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Search results appear at the bottom of the screen. 

 

 
 
 
 
 
 
 
 
 
 

The Months Overdue column 
lets you know how many months 
overdue the claim is. 

The Claim Rejected column lets you 
know if the claim is overdue because it 
rejected and needs to be updated and 
resubmitted. 
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The Expected Search screen has an additional search filter drop-down menu:  
 

   
This option allows you to search for all claims that are expected at NCCI (with various valuation and due 
dates). 
 

   
This option allows you to search for all claims that have already been valued and are due to NCCI within 
three months. 

 

   
This option allows you to search for claims that will be valued within three months of the date you are in 
the tool. 

 To search for claims that NCCI is expecting to receive, select Expected Claims from the drop-down 
menu. 

 
 The Search Claims screen appears with the following optional filter criteria:  

 Reported to Insurer Date (range) 
 Coverage Provider ID 
 Valuation Level 
 Jurisdiction State 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 When searching for Expected Claims, a search filter is not required; however, using a filter will narrow 
your search results.  
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 In the following example, the search is performed by using Coverage Provider ID 45856.  

 
 
 The following search results appear at the bottom of the search screen. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Report Valued column lets 
you know what month the claim 
should be valued. 

The Report Due column lets 
you know what month the report 
is due. 

Valuation Level Due is the 
valuation level NCCI is expecting to 
receive. 
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Regardless of the type of search selected, once you are at the DCI Claim Detail screen, you have the 
option of being able to create a subsequent, create a replacement, or delete a claim.  
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Creating a Subsequent Report  
 

 To create a subsequent report, click Create Subsequent.    
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 The Subsequent Report template displays with certain fields prepopulated from the previous 
valuation.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Valuation level is 
automatically 
incremented to 
the next 
valuation level. 
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Once you’ve entered your subsequent claim information, you have three options:  
  
 

 
If you are unable to submit the claim immediately, you can Save your work for up to 7 calendar days. 

 
Once you’ve completed all of your updates, you can Submit your claim to production. 
 
To clear all of your changes, you can Reset the page and start over. 

 

         
If you submit a claim that has been rejected in our database, the following message appears:  

 
 
 
 
 
 
 

 
If you select Yes, a screen to update the rejected fields displays. 

 
If you select No, the claim displays. 

         
If you choose to save your entry, the following message appears:  

 
 
 
 
 
 

 Ensure that all fields are valued correctly and select Submit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



DCI Data Collection Tool User’s Guide          
 

 

 
22 

© Copyright 2021 National Council on Compensation Insurance, Inc. All Rights Reserved. 
 

Creating a Replacement Report  
 

 To create a replacement report, click Create Replacement. 
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   Required fields to complete the following types of replacement transactions:  
 
 Key Field Replacements—Enter the new current key(s); previous keys are auto-populated   
  
 Non-Key Field Replacements—Enter all fields that are changing 

 

 The Replacement Report template displays with certain fields prepopulated from the previous claim 
screen.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 Once all updates are complete, click Submit.   
  

Replacement “R” 
indicator is  
auto-populated. 

Valuation level 
remains the 
same.  
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Deleting a Claim  
 

 To delete a claim, click Delete.  
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 Caution: Be careful using the delete transaction! 

 
 When you submit a delete transaction, you are not simply deleting the specific valuation level; 
 you are actually deleting the entire claim (all valuation levels) from our database.  

 The following pop-up window displays: 

 
 If you choose to continue, the following pop-up window will appear requesting a reason for the 

deletion: 
 

          
 
 
 
 
 
 
 
 
 
 
 
 

Once you’ve entered a reason 
for deletion, click Delete. 
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Generating a Report 
 

 This function allows you to generate the following types of reports at your convenience: 
 DCI Reject Report 
 DCI Expected Subsequents Report 
 DCI Overdue Subsequents Report 
 DCI Saved Claims Report 
 Claim Detail image 
 Customized reports for specific claim criteria 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 The steps for generating a report are the same from any search results screen. In the example below, 
an Overdue Report in all three formats is generated. 
 

 Enter your search criteria and click Search (in this example, Coverage Provider ID 45856 was 
selected). 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

 
Reports are available in the following formats: Adobe® PDF, Microsoft® Excel, and CSV 
 
Each search gives you the option to: 

  
 Export details of an individual claim to a PDF: 

 
 Export a list of all claim rows to Microsoft® Excel, PDF, or CSV: 
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Once your results are present, select which format you’d like to use to export your report. 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 To export all rows on the screen to a PDF, select the PDF option from the second row. 

 

 
 

 

Tip:  
 
To sort your results, click the header name that you want to sort by:  

 Click once to sort in ascending order 
 Click twice to sort in descending order 
 Click a third time to go back to the original order 
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 The following is an example of the report exported as a PDF.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Cover 
page 

Report 
details 

Benefits:  
Provides 
summary 
results 
and print 
image. 
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 The following is an example of the report being exported as a Microsoft® Excel spreadsheet.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 The following is an example of the report being exported as a CSV file. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Benefits:  
Provides 
sorting and 
filtering 
capabilities. 

Benefits:  
Can be 
uploaded 
into your 
system. 
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 You can export the details of a claim from any search results screen.   
 

 For this example, Coverage Provider ID 45856 was selected with a Reported To Insurer Date (RTI) 
range of 01/01/2014 to 01/31/2014. 

 
 
 

 To export details of a particular claim, place a check mark next to the claim and select the Adobe® 
PDF icon. 

  
   
 

 
 
 The print image of the detail screen for the claim appears. 
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Manage My Data—Create 
 

With update capability, you can use the Create option from the DCI Data Collection tool’s menu to enter 
an original 18-month valuation claim into NCCI’s production database. For Texas claims, you can enter 
an original 6-month valuation claim.   
  
Once an 18-month (or 6-month) valuation report (original, updated, or replaced) is in the database for a 
particular claim, a subsequent report can be submitted via that valuation report level.  
 
Creating DCI Claims 

 
 
 To create a claim in the DCI Data Collection tool, select Create from the Manage My Data drop-

down menu.  
 
 

 
 The following screen displays. 

 

 



DCI Data Collection Tool User’s Guide          
 

 

 
33 

© Copyright 2021 National Council on Compensation Insurance, Inc. All Rights Reserved. 
 

 In the open fields under Current Keys, enter the link data for the claim and click Next.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You must enter the month and 
day as two-digit fields.  
 
The year may be entered with 
either two or four digits.  

 

Points to Remember:   
 
Date fields are strictly numeric and should not include dashes (-) or slashes (/). The tool automatically 
updates the date field when either of those marks is used. 
 
 
 
 
 
 
 
Entering the data incorrectly displays the following error message: 
 
 
 
 
 
 
 
 
 
 
The default value for the Valuation Level field is 018. If you are entering a Texas claim, be sure to 
change the valuation level from 018 to 06.   
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The following claim detail screen displays for data entry: 
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 Enter the necessary information in the General Claim Information section. 
 

 
 
 
 
 
 
 
 
     
  

Helpful Hints When Entering:  
 
Accident Date and Closing Date—These fields are automatically defaulted to 00/00/0000. When 
updating this field, remember to omit dashes from the date:   
 

Example:  
 
 
Drop-down menu—Contains the code values for each of the fields for you to choose from. 
 
Look-up information icon    —Displays a pop-up window of the Look-Up Table with a description of the 
code value. To select your choice, click the arrow in the Select this value column next to the applicable 
value.     
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Helpful Hints When Entering:  
 
Fields with values that have been defaulted to zero should be updated as necessary. (In some cases, you 
may not have a value to enter here.)  
 
If the Jurisdiction State is Texas, this section will display additional Texas-only fields to be populated. 
 

 
     
 
 

 Enter the necessary information in the Claimant & Employer Information section.  
 

 

 
 
 
 
 
 
 
 
 
 
 
 
  

* 

* 
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 Enter the necessary information in the Claim Expense & Payment Information section. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To add additional Lump Sum Settlement and Weekly Benefit 
codes and amounts, click the plus sign (+).  

Helpful Hints:  
 
Fields with values that have been defaulted to zero should be updated as necessary. (In some cases, you may not 
have a value to enter here.)  
 
If the Jurisdiction State is Texas, the fields in this section will display differently, with additional fields to be 
populated.  
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After all of the necessary information has been entered, click Submit. 
 
 
 

                                          
 
 
 If there are any default errors, or if this claim rejected, they would appear at the top of your screen 

under the following section. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Note:   
If you find that you are not able to submit the data at the time of entering it into the tool, you always have the 
option to save your information and return within seven calendar days to submit it.  
 



DCI Data Collection Tool User’s Guide          
 

 

 
39 

© Copyright 2021 National Council on Compensation Insurance, Inc. All Rights Reserved. 
 

Manage My Data—Search Rejected and Saved Claims 
 

You can use the Search Rejected and Saved Claims option from the DCI Data Collection tool’s menu 
to search for claims that either rejected or were saved but not submitted.  
 
 To access these claims, go to Manage My Data and select the Search Rejected and Saved Claims 

option from the drop-down menu. 
 
 

  
  

 The following screen displays.  
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Saved Claims 
 

 To resume working on a claim that has been saved but not submitted, select Saved Claims from the 
drop-down menu and enter your filter criteria.  
 

 In this example, the claim number was used.  
 
 

 

Helpful Hints: 
 
The search and update screen has three types of searches that you can choose from:  
 
 
   
This option allows you to search for all claims that have been rejected and saved but not submitted. 
 
 
 
This option allows you to search for only claims that have been rejected. 
 
 
   
This option allows you to search for only claims that have been saved within the last seven calendar days 
but have not yet been submitted. 
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 Search results appear at the bottom of the screen. 
 

 
 If nothing needs to be updated, place a check mark in the box and click Submit.  
 
 

 If the saved claim will not be submitted, place a check mark in the box and click Delete. 
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 If you need to return to the claim to make updates, click the underlined Valuation Level number.  
 

 
 
 Click Update Claim at the top of the screen to make updates.  

  

 
 

 Once all updates have been made, click Submit. 
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Rejected Claims 
  

 To find a claim that has been rejected, select Rejected Claims from the drop-down menu.  
 

 In this example, the optional filter criterion of Reported to Insurer Date range was used.  
 

 Click Search. 

 
 Search results appear at the bottom of the screen.  
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Note: 

 The Errors section of the screen provides complete details of the edit(s) that the claim received during 
the editing process.   

 
 Field Name displays what element received the edit. 
 
 Error Description gives you detail on why the error was received. 
 
 For more information about the edit, you can look up the Edit Number in the DCI Edit Matrix.  

 To view the rejected claim, click the underlined Valuation Level number. 
 

 
 
 The errors for the claim appear at the top of the screen.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 Once the error(s) have been corrected, click Submit.  
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All Rejected and Saved Claims 
 

 To see all claims that have been rejected or saved but not submitted at once, select All Rejected 
and Saved Claims from the drop-down menu.  
 

 In this example, the Reported to Insurer Date range was used.   
 

 Click Search.  
 

 
 All claims within that date range appear in the search results portion of the screen. 
 

By selecting a claim(s), and clicking the Adobe® icon, you 
can export and print the claim details to a report.  
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Manage My Data—Import File 
 

The Import File option allows you to import data files for purposes of certification, production, and pre-
editing your data.  

 
 From the Manage My Data drop-down menu, select Import File.  
 

 
 
 The following screen displays.   
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Importing a File Into DCI Data Collection 
 

To import a file into DCI Data Collection: 
 Click Select File (1). 

 
 Search and select the correct file to submit (2). 

  
 

 
 Make sure the correct file name and extension appear in the file name box (3). 

 
 Click Send (4).  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

4 

3 

 

You must be certified to submit production files 
prior to being allowed to submit pre-edit files. 
 

Note: 
 
This screen functions very similarly to another data reporting tool on ncci.com—Data Transfer via the 
Internet.  
 
In order to submit any files to NCCI using the Import Files option, you must follow the proper file-naming 
convention or else the file will not be recognized.  
 
Production Files: V2DCI.*.txt 
 
Certification Files: V2DCI.*.tst 
 
Pre-Edit Files: V2DCIPR.*.txt 
 
 
 
 
 

1 2 
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Certification Files 
 

 Certification is a process that must occur prior to submitting any new data types.  
 

 Certification is also recommended whenever you have made any changes within your company’s 
reporting system. This helps to ensure that your changes have not affected your DCI reporting 
elements. 
 

 

Remember, when submitting certification files, you must use the V2DCI.*.tst file-naming convention. 

Pre-Editing Your Data 
 

 Once you’ve been certified to submit production files to NCCI, you will have the ability to submit DCI 
pre-edit files.   

 
 This functionality allows you to submit a DCI data file to pre-edit so that you have the opportunity to 

view rejects and errors, and to correct the source system prior to submitting the file to production.  
 

 After your file has been submitted to production, you will receive a data file of your submission.   
 
 

Remember, when submitting pre-edit files, you must use the V2DCIPR.*.txt file-naming convention. 
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Manage My Data—File Tracking 
 

The File Tracking feature allows you to monitor DCI file submissions received by NCCI and those sent 
by NCCI using Data Transfer via the Internet. With this feature, you can: 
 
 Monitor the files sent and received by you and your company for up to 120 days  

 View the status of your Production, Certification, and Pre-Edit file submissions 

 Use filters to find specific DCI files sent and received  

 Access submission results reports for most submissions 

 View receipt and download activity for files sent to you and others in your company  

 
Using File Tracking 

 
 
 From the Manage My Data tab, click File Tracking 
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 Selecting this option automatically brings you to Data Transfer via the Internet with the File 
Tracking feature highlighted:  

 

 
 If there are any system alerts or important notifications actively available, you will see a bell 

at the top of the screen. Clicking the bell displays this message: 
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 To view the different options for each of the filters, click the drop-down menus: 
 
 
 

 
 
 
 
 

Views:  
 

 
 
Files Sent—view all files sent to NCCI by you and your company 
 
Files Received—view all files sent by NCCI to you and your company 
 
Filters: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Default:  
 
File Type: DCI 
 
Received: Today 
 
View: My Files 
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Files Sent—My Files 
This view allows you to monitor the DTVI data file submissions sent to NCCI that are associated with your 
User ID.  
 
 To view your files, select the Files Sent tab, click the drop-down arrow under View, select My Files, 

and click Search. In this example, the View and Received by NCCI filters are set to search for all of 
your DCI file submissions received today by NCCI.  

  

File Type: This option allows you to select DCI, Financial, Policy, Pool, Unit Statistical, or Other 
submissions. 
 
Received by NCCI/ Received From NCCI: This option allows you to select a time frame for viewing 
submissions to and from NCCI. 
 
View: This option allows you to either view only your files (My Files) or all of your company files (All Files).
      



DCI Data Collection Tool User’s Guide          
 

 

 
53 

© Copyright 2021 National Council on Compensation Insurance, Inc. All Rights Reserved. 
 

 A screen similar to the one below displays. 

 
 

 
 
 
 
 

 
 

 

 
  

The screen above provides a snapshot of some key information regarding the DCI submissions received: 
 
 File Type—Lets you know the data type results you are viewing  

 
 Process Type—Lists which type of submission was received: Production, Certification, or Pre-Edit 

Service 
 
 File Name—File name you used to send your data to NCCI (name will match what you have stored 

in your system) 
 
  Received by NCCI—Lets you know when we received your data and completed the editing 
 
 Status—Indicates what stage of processing your file has completed; stages include:  

o Completed—File has completed editing and has no rejects 
o Completed with Rejects—File contains reject edits 
o Rejected—Entire file did not pass submission editing 
o In Progress—File has been received; however, file editing process has not completed 

 
 Submission ID—Unique number assigned to the file and assists you in identifying the associated 

submission results report    

 Clicking this icon displays a copy of the 
data file that was submitted.  

Tip: Make use of open fields for a more 
specific search.  

Tip: To sort, click the column 
headers. 
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 To see additional submission details, click the expansion arrow:  

 

 
 For Rejected files, the expanded view will provide only the reason for the reject with no counts: 

 
Note: To obtain submission details for claims submitted using DCI Data Collection, use the PDF version 
of the DCI Online Submission Results Report. 

How to read expanded view:  
 
 Name—Under the My Files view, this will always be your name 
 Tracking #—Unique number assigned to the file and assists you in identifying the associated 

submission results report 
 Records Submitted—Provides the total number of records in the file 
 Accepted Records Count  

o With Default Errors and Records Error Free—Tells you how many records were loaded into 
our production database with Data Grades 3 (Default) and 0 (Error Free) 

 Rejected Record Count 
o Rejected and Rejected with Default Errors—Provides the total number of records within the file 

that rejected (with Data Grade 9), and those that contained rejects and default errors 
 Submission Results 

o If a submission results report is available, the status will display the Go to Report hyperlink 
o This hyperlink will take you to the Data Reports feature where you can select the format in which 

you would like to view the associated Submissions Results Report 
o If a report is not available, the status will display as  “Not Available”  
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Files Sent—All Files 
This view allows you to monitor all data file submissions sent to NCCI by anyone else in your company 
with DTVI access.  
 
 To view all files sent by your company, select the Files Sent tab, click the drop-down arrow under 

View, select All Files, and click Search. In this example, the View and Received by NCCI filters are 
set to search for all DCI files submitted in the last 30 days.  

 

 
 The following results will display:     

 
 
 By expanding the row, you can see the file submission details, as well as the name of the person who 

submitted the file.  
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Files Received—My Files 
This view is where you will find any data files that NCCI has sent to your DTVI mailbox. If you are unsure 
of what any of the files are, or what they are used for, refer to Part 5—Receiving NCCI Outbound Files of 
the Electronic Transmission User’s Guide.  
 
 To view the files that NCCI has sent to your DTVI mailbox, select the Files Received tab, click the 

drop-down arrow under View, select My Files, and click Search. 

 
 Search results will display.  

 

 

The screen above provides a snapshot of some key information regarding the DCI submissions received: 
 
 Tracking Number—Unique Tracking number that was assigned to the file that was sent to you   

 
 File Type—Data type the file is associated with  

 
 File Name—Name of the file  

  
 Received from NCCI—Date and time the files were received in your DTVI mailbox    
 
 Byte Count—Size of the file sent   

 
 Record Count—Number of records included in the file  
 

Note: Column labels are sortable, and the tracking number and File Name columns can be filtered.   
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 To view the last activity details for the files, delivered to your DTVI mailbox, click the expansion arrow 
  

 
 
 When a file has been downloaded, the message will display as follows:  

 
 
 

 
  

How to read expanded view: 
 
Recipient Name—This will always be your name in the My Files view 
 
Last Activity—Displays one of two status messages: 
 
o Notify Email Sent—This is when NCCI sent an email notifying you that the report was delivered to your 

DTVI mailbox 
 

o  File Downloaded From Mailbox—This shows the date the file was downloaded by you to your system 
 

 

Details regarding the download, can be accessed using this hyperlink, including:  
 

• File Name  
• Received from NCCI—Date and Time 
• Downloaded—Date and Time 
• File Size 
• Transfer Time—in seconds 
• IP Address—that received the file 
• Transport—Method used to send the file (HTTP or SFTP) 
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Files Received—All Files 
This view is where you will find all data files that NCCI has sent to all DTVI user mailboxes in your 
company. If you are unsure of what any of the files are, or what they are used for, refer to Part 5—
Receiving NCCI Outbound Files of the Electronic Transmission User’s Guide.  
 
 To view the files received by all DTVI users in your company, select the Files Received tab, click the 

drop-down arrow under View, select All Files, and click Search.   
 

 
 

 
 By expanding the row, you will see who in your company received the files and if there were multiple 

recipients, they will be displayed on multiple lines: 
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File Tracking Summary Views 
Both the Files Sent and Files Received tabs contain a link to a summary view of your file submissions to 
and from NCCI. This provides an alternative to the detailed views by allowing you to view the same 
information as a count or percentage.  
 
Summary Views—File Sent 
 To access the Summary view of all data files sent to NCCI that are associated with your User ID, click 

the Go to Summary Link 
 

 Results for all data types sent will display on one screen (default view is My Files): 
 

 
 A summary of all file types you’ve submitted will be listed here based on the age of the file.  
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 To access the Summary view of data files submitted by all invidivduals in your company, you can 
switch your view to All Files:  

 
 To view the counts by individual user, click on the expansion arrow 

 

 
 

A summary of all file types you’ve submitted will be listed here based on the age of the file.  
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Summary Views—File Received 
 To access the Summary view of all data files received from NCCI that are associated with your User 

ID, click the Go to Summary Link 

  

To exit this view, click on the back button                           and that will return you to the File Sent filter screen 
within the File Tracking Tab: 
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 Results for all data files by data type will display on one screen (default view is My Files): 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 To switch the data as a count, click the Count radio button and that will switch your view:  
 

 
  

A summary of all file types you’ve received from NCCI will be listed here by File Type, Age, 
and the number of files received and what percentage of those files were downloaded.  
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 To access the Summary view of of data files received by all invidivduals in your company, you 
can switch your view to All Files:  

 
 

 To view the counts by individual user, click on the expansion arrow 

A summary of all file types you’ve received from NCCI will be listed here by File Type, Age, 
and the number of files received and what percentage of those files were downloaded.  
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Manage My Data—Data Extract 
 

 
The Data Extract option allows you to search and extract claim data from our database to help you 
update your system or create subsequent report files to submit to NCCI.  
 
Using the Data Extract Feature 

 
 
 From the Manage My Data drop-down menu, select Data Extract. 
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 The following screen displays.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
  

You have three options to choose from when creating your Data Extract files:  
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 To create your extract, use the following fields: Extract Name, Coverage Provider ID, and Reported 
to Insurer Date range (additional fields are optional). 
  

 Click Create Extract.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Once you’ve submitted your extract request, the following message displays: 
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Manage My Data—Data Reports 
 

NCCI-Generated Reports are automatically created and distributed on a production schedule by NCCI. 
Each of these reports is available in the DCI Data Collection tool.  
  
 
Accessing NCCI-Generated Reports 

 
 From the Manage My Data drop-down menu, select Data Reports. 
 

 
 
 
 The following reports screen appears.  
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 When you click the down arrow, all of the available NCCI-Generated Reports display. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Each option will automatically return each specified report in the PDF, Microsoft® Excel, and CSV 

formats as seen below for the DCI Submission Results Report. 

 
 
 
 
 
  



DCI Data Collection Tool User’s Guide          
 

 

 
69 

© Copyright 2021 National Council on Compensation Insurance, Inc. All Rights Reserved. 
 

Manage My Data—Data Quality Observations 
 

The Data Quality Observations feature allows you to: 
 View and monitor DCI data quality observation results 
 Provide a comparison with overall industry results to identify possible data quality issues 
 Download extracts of the specific claims that make up the carrier results for each observation 
 
Using Data Quality Observations 
 
 To locate claims in the DCI Data Collection tool, select Data Quality Observations from the 

Manage My Data drop-down menu. 
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 The following screen will display:  

 
 
General Observations 
 
 There are several options for retrieving results from the General Observation screen:  

 Claims Details  
 Benefit Type 
 Attorney Indicator 

 
 This information can be filtered further using the following: 

 Start / End dates 
 Date Type: RTI Date or Received Date 

 
Note: The functionality within the Claims Details Tab, Benefit Tab, and Attorney Indicator are all the 
same.   
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Note: If any of the criteria are changed, you must click Generate Views to apply your selections on 
screen. 
 
To download observations: 
 
 Click on the observation needed by checking on the boxes on the left 
 Click Download to receive the extracts of the claims that make up the carrier results observations  
 

 

 

 

 

  

 
Search Criteria for Retrieving Data for General Observations: 
 
*Start Date—The first day for the data results (this date is 12 months earlier than the end date) 

 
*End Date—The last day of data results (this date is equal to the current date) 
 
Date Type—The data can be retrieved by Received Date or Reported to Insurer Date  
 
Generate Views—Once the data criteria are selected, click Generate Views for results  
 
Reset Criteria—Clears your selections 
 
*The maximum search result is one year of data.  
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 Results are provided in Microsoft® Excel format 
 Downloaded Observation Results will show on each individual tab in Excel  

Select observations to download by 
selecting the open boxes   
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Benefit Type Observations and Attorney Indicator Observations 
 

 Benefit Type Observations are state-specific and based on the periodic and/or lump sum payments 
for specific benefit types. The same steps work for the Benefit Type Observations and Attorney 
Observations for display and downloading results.   

 
 
 
 The Attorney Indicator Observations are state-specific and based on the reporting of the Attorney or 

Authorized Representative Indicator being reported as “Y,” which indicates that the claimant has an 
attorney or authorized representative and shows 
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Valuation Observations 
 
The Valuation Observations identify claims where the Paid Periodic or Combined (Periodic and Lump 
Sum) Benefit Type Amount Paid is reduced at a later valuation based on comparison across all submitted 
valuations.   
 
 When you select the Valuations Observations tab, the following screen appears.   
 

 
 

 
 
 
 
 

Search criteria for retrieving data for valuation observations: 
 

Start Date—The first day shown in the data results 

End Date—The last day shown in the data results  

Data Type—The data can be retrieved by Received Date or Reported to Insurer Date  

Payment Type—Reduced Periodic or Reduced Periodic & Lump Sum  

Generate Views—Once the data criteria are selected, click Generate Views for results 

Reset Criteria—Clears criteria for new search 
 
Note: The maximum search result is 6 months of data for Valuation Observations. 
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Once you’ve entered your criteria and clicked Generate Views, a screen similar to the following will 
provide results 
 

 
  
To download observations: 
 Click on the observation needed by checking on the boxes on the left 
 Click Download to receive the extracts of the claims that make up the carrier results observations  

 

 

 

 Once you’ve selected Download, the following report appears: 
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DCI Data Collection—Tools and Information 
 

The Tools and Information menu option provides a path for accessing additional tools for reporting DCI 
data. 
 
 Click the Tools and Information tab, and the following drop-down menu appears  

 
 To access the main page of any of the tools listed, click the respective drop-down option  
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DCI Edit Matrix 
 

The DCI Edit Matrix can be found in the Detailed Claim Information (DCI) Reporting Guidebook.  
 
 To access the guidebook, go to ncci.com and log in. 

  
 Once logged in, click the task tile labeled Access Data Manuals.  

  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 In the Manuals Library, you will see the following options. 
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Expand the Data Manuals option and select DCI Reporting Guidebook 2009 Edition. 
 

 
 Once your selection has been made, the Table of Contents appears to the left of the screen, and the 

guidebook appears to the right.  
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 To access the edit matrices, expand Part 7—Edits, Edit Messages, and Corrections (1), select 
Section F. DCI Edit Matrix (2), and click DCI Edit Matrix—All Edits in Production (3). A link to the 
DCI Edit Matrix—All Edits in Production will appear to the right of the screen. 

 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 A pop-up window will display, asking you what you’d like to do with the matrix. To open the file, select 
the first option—Open.  
 
 

 
 

  

 

1 

2 
3 
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 The Edit Matrix (in production) displays. 
 

 
 
 

 The DCI Edit Matrix gives you a more detailed explanation of the edit by Edit Number and Edit 
Message. 
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Supplemental Information 
 

Manage My Data—Carrier Information  
 
To view specific details regarding your company information, select the Carrier Information option from 
the Manage My Data drop-down menu. 
 

 
 The following Profile screen immediately displays. 
 

Group Tab 
The Group tab is the default screen and will provide you with FEIN and NAIC information for all coverage 
providers associated with your specific Coverage Provider Group ID. 
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Branch Tab 
To view branch codes and location information, select the Branch tab. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Contact Tab 
To view the data contacts we have on file for each data type, select the Contact tab.  
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History Tab 
To view any Buyout/Runoff Information for your company, select the History tab. 
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Data Reports 
 

NCCI provides reports to inform data providers about the results of data submissions for all data types, 
including the data expected to be reported to NCCI. The reports provide key details about data that may 
require corrective action as identified during the editing process. The reports are distributed through a 
variety of delivery mechanisms and are available in PDF, Microsoft® Excel, and CSV formats.   
NCCI Reports are accessible as NCCI-Generated or Customer-Generated. 
NCCI-Generated Reports are automatically created and distributed on a production schedule by NCCI. 
An email will be sent to you indicating that the report is available via the DCI Data Collection tool. 
Customer-Generated Reports are requested directly from the search screens within the DCI Data 
Collection tool. Most reports will be available to view immediately on the screen.  
 
Data Reports Guide 

 
For information on each of our reports, NCCI has a Data Reports Guide to assist you. This guide provides 
you with a complete listing of all NCCI-Generated and Customer-Generated data reports, including the 
report names, descriptions, schedule, and available formats.   
 
 
 
 
To access the Data Reports Guide from ncci.com, click the Data Reporting tab (1), which will bring you 
to the Data Reporting page. Then, under Resources, click Data Reports Guide (2).  

1 

2 
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 The Data Reports Guide page displays with a link to the guide at the bottom of the page.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Click the Data Reports Guide (Excel) link, and a pop-up window displays, asking if you would like to 

open or save the file. Click Open. 
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 The Data Reports Guide displays in Microsoft® Excel format. 
 
 To find a listing of the available DCI reports, select the DCI tab at the bottom of the screen.  
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Release Notes 
 

Release Notes provide the latest information on updates made to the tool and are accessible through the 
Latest Enhancements section of the main page of DCI Data Collection.   
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