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e-Audit Login  
 

1. Log in to https://webaudit.mem-ins.com 

NOTE: Use a Google Chrome or Mozilla Firefox browser for the best experience.   

2. Reference the e-Audit Request letter or email and locate the Pin Number and Pass Code.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Enter the Pin Number. 

4. Enter the Pass Code. 

5. Select Login Now.  

 

https://webaudit.mem-ins.com/
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Dashboard 

Complete the audit by progressing through the dashboard arrow tabs and their subheadings. The active 
timer begins at 28 minutes for each arrow section and will reset as you progress through the arrow tabs.   

Utilize the Audit Preparation Checklist for a list of documents needed for your audit.  

Business Info  

The business information section contains contact information, insured information, description of 
operations, policy questions and locations.  

 

 

 

 

 

https://www.mem-ins.com/resource/audit-preparation-checklist/
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Contact Information  

1. Review the listed Contact, Phone #, and Email. Add or Update any missing information.   

NOTE: This contact information will be used to answer any questions regarding the audit.  

2. Select Next.  

 

 

 

 

 

Insured Information  

1. Review the Address, Phone Number, and Email for the primary business location. Add or 
Update any missing information.   

NOTE: The information listed can be the same or different from the contact information. It is 
possible that the business address is not the same as the mailing address. If there is a different 
mailing address, it can be entered later in the audit process.  

2. Leave the Entity as listed.  

NOTE: If the entity has changed, please contact your agent, who will submit the updated 
information to MEM. Select Agent Info from the top menu if you need help finding your agent's 
information.  

 

 

 

 

3. Select Next.  
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Description of Operations  

1. Enter a Detailed Description of what the business does daily.  

NOTE: A good description is necessary to determine the correct classification code and ensure 
the proper premium is charged. 

2. Select Next.  

 

 

 

 

 

Policy Questions  

1. Enter an Answer to any questions on the screen.  

NOTE: This screen may be blank or not show for some businesses.  

2. Select Next.  
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Locations 

1. No action is needed on this screen. Select Next.  

NOTE: Please do not add, edit or delete any locations from this screen. Each location listed is 
numbered according to the MEM policy management system.  

 

 

 

 

 

 

 

 

Payroll 

Once an arrow section is complete, it turns green, and the completion progress is updated on the 
dashboard. Audits are automatically saved each time a section turns green. Once a section is green, you 
can log out and complete the audit later, if necessary.  

The payroll section contains principal payroll information, employee payroll information and verification.  
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Principal Payroll Information  

This screen displays the principals on the policy (owner/officer/member/sole proprietor).  

 

 

 

 

1. Review the Title listed for each principal, but do not change any information.  

2. Correct any principal misspellings in the Name column by clicking into the name field.  

NOTE: If any principals have changed, leave as listed and contact your agent to submit updated 
principal information to MEM. This change requires policy endorsement and cannot be completed 
during an audit.  

3. Review the Code Description for each principal. Use the Code Description Drop-Down to 
select the correct Classification Code for each principal.   

NOTE: The code description drop-down lists the classification codes assigned to the business. 
The description title may not fully describe the business; however, business operations are noted 
within the scope of the classification. The classification code determines the best fit and rate for 
the type of business performed.  

NOTE: A code description of 0000 is not valid and should be updated to another code listed 
within the drop-down menu. If unsure of the classification code, it can be left at 0000, and an 
auditor will review the information.  

4. Leave the Exact Duties column blank.  

5. Update the Gross Payroll based on the amount paid to the principals for the audit period by 
clicking in the gross payroll field.  

NOTE: The gross payroll initially displayed was provided as an estimate at policy issuance or the 
last audit and needs to be updated.  

6. Review the Included column for accuracy, but do not change any information. A yes in the 
included column means the principal is covered on the policy, and a no means no coverage is 
provided.  

NOTE: If any changes need to be made, contact your agent to send the updated principal 
information to MEM. This change requires policy endorsement and cannot be completed during 
an audit.  

7. Leave Days Active and % Owner information as listed.  

8. Select Next.  
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Employee Payroll Information  

The employee payroll information section lists all employees’ gross payroll. 

NOTE: Do not include the principal’s wages entered on the previous principal payroll information screen.  

1. Answer each Yes/No Question.  

 

 

 

 

NOTE: An additional column will populate on the table for any yes answers.  

2. Enter the Employee Name in the Name Field.  

3. Select a Code Description from the Drop-Down Menu.  

4. Enter a Summary of Employee Duties in the Exact Duties Field.  

5. Enter Employee Gross Wages in the Gross Payroll Field.  

NOTE: Gross wages should include all monies, including overtime, double-time, tips, and 
severance pay. 

6. If applicable, enter Employee Overtime Wages in the Overtime Field.  
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NOTE: Overtime payroll should be included in the gross payroll, and that same amount should be 
listed in the overtime column.  

7. If applicable, enter Employee Doubletime Wages in the Doubletime Field.  

8. If applicable, enter Employee Tips in the Tips Field. 

9. If applicable, enter Employee Severance Wages in the Severance Pay Field.  

10. Repeat steps 2-9 for each Employee.  

 

 

 

 

 

NOTE: Select Add or Insert Rows at the bottom of the screen for businesses with more than 
eight employees.   

 

 

 

NOTE: For businesses with over 10 employees, summarize the payroll by job function instead of 
listing employees individually.  

11. Select Next.  
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Verification 

Employer quarterly reports (IRS Form 941) or state unemployment compensation reports filed every 
quarter will be needed to complete this section.  

1. Select Payroll Reports Used to Complete the Audit from the drop-down.  

NOTE: The Payroll Total field automatically displays the total payroll from the Principal and 
Employee Payroll Information screens.  

2. Enter the Total Wages From Quarterly 941 Column 1, Line 5c or State Unemployment for 
any field beginning with Q1, Q2, Q3, or Q4 (i.e., Q4’24, Q1’25, Q2’25.  

3. Enter Monthly Gross Payroll for any Months Listed (i.e., June’24, Apr’25, May'25). 

NOTE: Once all boxes contain numbers, the Verification Total and the Payroll Total should 
match, and the Difference should show 0.  

4. Select Next.  

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: A warning will 
populate if there is a 
difference other than 
zero. If the amounts are 
correct and should not 
be updated, Explain the 
Difference in the box 
and select Override.  
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Subcontractors 

The subcontractors section contains information on insured and uninsured subcontractors.  

Insured Subcontractors  

Insured subcontractors have their own workers compensation coverage and provide the businesses they 
complete work for with a Certificate of Insurance (COI). The effective and expiration dates need to cover 
the period being audited.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Enter the Insured Subcontractors Business Name in the Business Name field.  

2. Enter the Total Amount Paid to the subcontractor in the Total Paid field.  
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3. Enter a Description of Work Performed by the subcontractor in the Describe Work Performed 
field.   

4. Enter the State Where the Business is Located in the State of Work field.  

5. Leave the Insurance Limits field Blank.  

NOTE: This information is not needed for the audit.  

6. Enter the Insurer in the Subcontractor’s Insurance Company field.  

NOTE: The company name is found on the COI in the Insurer Approving Coverage section.  

 

 

 

7. Enter the Policy Number in the Cert of Insurance Policy Number field.  

NOTE: The policy number is in the Workers Compensation and Employers Liability section on the 
COI.  

 

 

 

 

NOTE: If the workers compensation and employers liability section is blank, the company does 
not have work comp coverage and is considered an uninsured subcontractor.  

8. Enter the Policy Effective Date in the Cert of Insurance Effective Date field. 

9. Enter the Policy Expiration Date in the Cert of Insurance Expiration Date field.  

NOTE: The policy's effective and expiration dates are in the Workers Compensation and 
Employers Liability section on the COI.  

 

 

 

 

10. Repeat steps 1-9 for all Insured Subcontractors.  

11. Select Next.  
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Uninsured Subcontractors 

Uninsured subcontractors are companies or individuals that have worked for your business, but do not 
have work comp coverage, and are not company employees.  

 

1. Enter the Business or Individual Name of the Uninsured subcontractor in the Business Name 
field.  

2. Enter the Total Paid to the Uninsured Subcontractor During the Audit Term in the Total Paid 
field.  

3. Select a Code Description that best describes the work performed.  

NOTE: Do not select Code 0000.  

4. Enter the State Where the Business is Located in the State of Work field.  

5. Check the Labor Box if the uninsured subcontractor performed labor.  

6. Check the Materials and/or Equipment Box if any materials or equipment belonging to the 
uninsured Subcontractor were used.  

7. Repeat steps 1-6 for all Uninsured Subcontractors.  

8. Select Next.  
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Miscellaneous 

The Miscellaneous section is used to document changes made throughout the audit.  

 

 

 

 

1. Enter Yes or No to the “Do you use subcontractors or non-employee contract labor?” question.  

2. Select Yes or No from the Drop-Down menu regarding updated information entered during the 
audit.  

NOTE: If you select Yes, check any boxes of the changed information.  

3. Enter the Total Number of Employees for Your Business.  

4. Enter the Number of Employees during a normal workday.  

5. Enter Your Name in the Audit Completed By field.  

6. Enter Your Title in the Title field.   

7. Enter Your Phone Number in the Contact # field.  

8. Enter Your Email Address in the Contact Email field.  

NOTE: Audit completion information is collected, should we need to reach out to discuss the 
information in the audit.  

9. Select Next.  
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Upload Documentation  

Upload any supporting audit documentation in this section, including payroll reports used to complete the 
audit, verification documentation, and insured subcontractor COIs.   

 

 

 

 

1. Select Upload Files.  
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NOTE: Files must be uploaded one at a time.  

2. Locate the File on Your Computer.  

3. Select Open.  

 

 

 

 

 

 

 

 

 

4. Select Upload All.  

 

 

 

 

 

 

5. On the Uploading Dialog Box, leave the Document Type as Payroll Reports Used to Complete 
the Audit.  

6. Select OK.  
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7. Completed uploads will display under Uploaded Files.  

 

 

 

 

 

 

8. Repeat Steps 1-6 for each file to be uploaded.  

9. Select Next.  

 

 

 

 

 

 

 

 

 

Review  

1. Select OK on the Complete Dialog Box to review the audit information submitted.  
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2. Review all Audit Information entered for accuracy.  

 

 

 

 

 

 

 

 

 

 

3. If any changes need to be made, select Return to Edit. To print a copy of this page for your 
reference, select Print Page.  

 

 

4. Once all audit information is accurate, select Submit Audit to send the audit information for 
processing.  

 

 

5. The success screen indicates the audit has been submitted.  
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NOTE: Once the audit has been submitted, the e-Audit system cannot be used to change 
information. If you need help making a change, contact Premium Consultation at 573.507.4410 or 
eAudit@mem-ins.com.  

Change Audit Type 

If the e-Audit process is not right for you, you can switch to a remote audit with an auditor. A remote 
auditor will email you and send a hard copy letter within 2-3 weeks to schedule a date for your audit.  

1. On the Home Screen, select Request Mail Forms.  

 

 

 

2. Verify or update the Email Address listed.   

3. Select OK.  

 

 

 

 

 

 

 

 

 

 

Where to Get Help 

If your questions were not addressed within this document, please contact MEM Premium Consultation 
at eAudit@mem-ins.com or by phone at 573.507.4410. 
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