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A. Online OCIP Enrollment Process 
 
All eligible Contractors and Subcontractors, of every tier, will not be permitted to start any 
construction work until they have submitted all of the required online OCIP enrollment 
information and received confirmation of receipt from CR Solutions (CRS).  Insurance certificates 
validating contractor insurance coverage for Supplemental Insurance not provided by NJSDA 
OCIP should be attached at the appropriate location during the online enrollment process. 

PLEASE NOTE: For each additional project, the Contractor will be required to complete the 
entire online enrollment process. 

It is the General Contractor’s responsibility to obtain, validate, and submit to CR Solutions 
insurance certificates from ineligible subcontractors of every tier (validating insurance coverage 
for ineligible contractors/subcontractors).  

Once the Notice to Proceed has been issued to the General Contractor, the General 
Contractor should notify the NJSDA and CR Solutions which subcontractors they will be 
using, and provide their basic contact information including contact person, email, 
telephone, and address.  Please email this information to csorhaindo@njsda.gov and 
Steven.Petonic@c-r-solutions.com.  

If the Contractor does not have adequate web access to complete the online enrollment process, 
the Contractor can complete the “OCIP Enrollment Form” (Form 1101) and fax the information to 
CR Solutions at 866-339-5690, attention Steven Petonic. A copy of the form can be found on the 
NJSDA website:  http://www.njsda.gov/Business/Doc_Form/pdfs/1101.pdf. 

 

Please remember that before you begin, you should have your Certificate of 
Insurance and Ratings Pages for Workers’ Compensation, General Liability 
and Excess Liability policies saved onto your computer and ready for upload 
for Step 9.  Please keep in mind that the online enrollment process may take 20 
to 35 minutes to complete. 

 
 
 
 
1. You will receive an email from CR Solutions with a link to the CR Insight 

Contractor Portal.  Please log in with the username provided in the email. 
(Sample Link - https://crsolutions.cr-insight.com/v2/contractor.php/user/login) 
 
After you click the link, you will be prompted to set your own password for 
login. 
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Once in the portal, you will follow the 10 step online enrollment process.  
Please complete all the fields as any missing information may impede your 
company’s enrollment into the OCIP. Contractors should contact their 
respective brokers or agents for this information.  If you cannot scan and 
upload, please fax these documents to CRS at 866-339-5690, attention Steven 
Petonic.   
 
Please have your Certificate of Insurance and your Rating Pages for your 
Workers’ Compensation, General Liability, and Excess Liability policies saved 
and ready to upload during the online enrollment process on Step 9.   

 
                               Please find below the 10 step overview below where the following information 
         will be provided: 
 

 Step 1: Company Information 

 Step 2: Payroll Contact 

 Step 3: Insurance Contact 

 Step 4: Project Site Contact 

 Step 5: Broker/Agency Contact 

 Step 6: Contract Bid 

 Step 7: Payroll Estimate 

 Step 8: Insurance Cost 

 Step 9: File Upload  (Ratings Pages/Certificate of Insurance) 

 Step 10: Agreement 

 
                               Please note once you complete the step, you cannot go backwards and modify 
         the information.  If you made a mistake or need help with any of the steps,  
         please contact Steven Petonic at CRS at 866-732-7413. 
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Step 1. Please enter your company’s Federal ID Number. Contractors new to our system will be 

directed to Step 1.A. Contractors previously in our system will be directed to Step 1.B. 
 
 

 
 

Step 1. A- Company Information for New Contractors- For contractors new to our system, please 
complete all the contact information boxes. 
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Step 1. B- Company Information for Exisiting Contractors- For contractors previously in our 
system, please select the correct street address for your company location. 

 

 
Step 2.- Payroll Contact- Please select or list the person from your company who will be handling 

monthly payroll reporting for the project. 
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Step 3.- Insurance Contact- Please select or list the person from your company who handles your 
insurance documents such as ratings pages and certificates of insurance. 

 

Step 4.- Project Site Contact- Please select or list the person from your company who will be 
handling project management duties on site for the project. 
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Step 5.- Broker/Agency Contact- Please list your insurance agent/broker and provide their contact 
information. 

 

 

Step 6.- Contract Bid- Please list your contract bid information which will include your work 
description, estimated start date, estimated completion date, contract/bid amount, and percent of 

work self-performed percentage. 
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Step 7.- Payroll Estimate- Please list your overall payroll estimate, the average number of people 
on site, select the corresponding WC code for your work, and the total estimated work hours on 

site and payroll estimate for each WC code selected. 

 

Step 8.- Insurance Cost- Please list your estimated insurance cost for what you would expect if the 
NJSDA OCIP did not provide coverage. 

 



 

                 Online Enrollment Procedures (ed. 08/2012)     9

Step 9.- File Upload- Please upload your ratings pages for workers’ compensation, general 
liability, and excess liability policies, and also upload your certificate of insurance for the project. 
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Step 10.- Agreement- Please read, check, sign, and submit the agreement page which will 
conclude your online enrollment.   
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Completion- Once complete, your company will receive a confirmation email detailing the completed 
enrollment similar to the screenshot below. Please save and store for your records. If there are any 
issues with your online enrollment, CR Solutions will contact you accordingly. 

 
 

 
 

B. Online Payroll Reporting Process 
 
All enrolled Contractors and Subcontractors, of every tier, are required to report monthly payroll 
each month through the CR-Insight Contractor Portal for each NJSDA contract.  If the Contractor 
does not have adequate web access to complete the online payroll reporting, the Contractor can 
complete the “OCIP Project Site Payroll Reporting Form” (Form 1103) found on the NJSDA 
website: http://www.njsda.gov/Business/Doc_Form/pdfs/1103.pdf.  This form must be provided 
to CR Solutions by the 10th of each month. 

 
1. On the 5th of the first month following your start date and/or enrollment, you will 

receive a separate email from your CRS team.  This email will contain your username, 
a link to the payroll reporting site, and some instructions about the payroll reporting 
process. (Sample Link- https://crsolutions.cr-insight.com/v2/contractor.php/user/login ) 
 
 

2. Click on the link in the email or copy/paste the link into your browser and feel free to 
add it your browser favorites for future reporting. You will be directed to the following 
screen on step three.   

               
 

3. If this is your first time logging in as the payroll contact, you will need to set up your 
password.  Otherwise, enter your username and password to continue.  If you forget 
your password, you can click the request password button and enter your login name 
where a link will be provided to reset your password. 
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4. If you have more than one contract being managed by CR Solutions, you will be able to 
access each one from this section. Choose the appropriate contract from the drop down 
menu.  

 
 
 
 
 
 
 
 
 
 
 

5. Next, you will need to select the month for which you are entering payroll.  If you have 
more than one month of outstanding payroll, you will be able to enter payroll for each 
month until all payroll has been submitted. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6.  
 

6. The workers’ compensation codes identified at the time of your enrollment will be 
available for payroll entry.  Supply the total on-site man hours and total payroll for 
each code for the selected month. The average dollar per hour rate will auto populate 
after filling in the two required fields.  
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Payroll should be raw wages without burden, fringes, or overtime premium, but should 
include sick, vacation, holiday pay, and imputed income.  Earnings for overtime should 
be included only at straight hourly rates.  Please do not include the extra wages paid for 
overtime hours.  Overtime means those hours in excess of 8 hours worked each day, 40 
hours in any week or on Saturdays, Sundays or holidays, but only when there is an 
increase in the hourly rate to work such hours.  Hours should be shown on overtime but 
pay should be for a straight wage.   
 
Even if your company does not have payroll for the month requested, you are required 
to report 0 for payroll for that specific month. 
 

 
 

a. Once you have submitted the payroll, you will receive an online confirmation 
of your submission.  
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C. Online Notice of Substantial Completion Reporting Process 
 
Each enrolled Contractor or Subcontractor will indicate if work has been completed when they 
complete their final monthly payroll on the CR-Insight Contractor Portal.  The Contractor will also   
list their final contract value and completion date.  If the Contractor does not have adequate web 
access to complete the online work termination reporting, the Contractor can complete the “OCIP 
Notice of Substantial Completion Form” (Form 1104) found on the NJSDA website: 
http://www.njsda.gov/Business/Doc_Form/pdfs/1104.pdf. 
 

1. Located in the center of the online payroll reporting screen is a check box that can 
be used to notify us of completion of on-site work. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. When this box is selected, the screen expands as shown below.  Once this online 
form is completed and submitted, all OCIP coverage will be terminated and the 
requests for payroll will cease (assuming there is no outstanding payroll).  Before 
completing this section, please be sure that you have completed your contracted 
work and do not plan to return to the site for anything other than warranty work as 
per the NSJDA OCIP requirements.   

Please note that should your company be required to return to the site after 
submission of this form, you must notify NJSDA and CR Solutions where your 
company will either be re-enrolled into the program or your own insurance will be 
primary depending on the nature of your work. 
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D.  Questions 
 
If you have any questions regarding the online reporting processes, please feel free to contact 
Steven Petonic at CR Solutions: 

Steven Petonic 
Consolidated Risk Solutions 
2400 Lakeview Parkway, Suite 275 
Alpharetta, GA 30009 
 
Main number:    866-732-7413 
Direct number:   678-893-7481 
Fax number:       866-339-5690 
 
Steven.Petonic@c-r-solutions.com 
 
 
 
 
 
 
 
E.  Certificate of Insurance and Ratings Page Samples  
 
 
Below, you will find the certificate samples for each contract.  Please follow the correct, 
applicable certificate sample for your contract as the certificate samples have different 
requirements regarding wording, policies, and policy limits for each specific contract.  
 

 Eligible General Contractor, Subcontractor and Design Build Contractor  
Certificate Sample 

 Ineligible General Contractor, Subcontractor and Design Build Contractor  
Certificate Sample 

 Eligible Construction Manager and Subconsultants Certificate Sample 
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Ratings Page Sample 

 

   Example of Workers’ Compensation Rates from Ratings Pages 
 

Example of General Liability Rates from Ratings Pages 
 

                                                                                                                                                                                    
 

 

 

 

 

 

 

 

 

 

 

 

 


