employer+xg

Portal Administrator Guide

IBEW9-MSECA Fringe Benefits Trust Funds
One Westbrook Corporate Center, Suite 430
Westchester, IL 60154
www.myfundoffice.com

Welcome to IBEW 9 MSECA’s EmployerXG reporting portal.



About This Slideshow...

» This slideshow is your instructional reference guide to the EmployerXG
reporting system

» It provides a comprehensive, step-by-step guide to using the app, including how
to sign up, add members, frequently asked questions, user solutions, how to
manage payments, and much more

» Please refer to the “notes section” at the bottom of each slide by using the
PowerPoint menu items, File>View>Notes




Getting Started — Home Page
<
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The fastest solution for employer remittance
. Submit your remittance information easily
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Access Home Page. First time users will begin by clicking the “Sign Up” hyperlink located on
the bottom right of the screen. From here, you will create a user name and profile for
future use. After you create your user name and password you will access the Sign In
feature going forward.



Signing Up
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Begin by entering your company’s Federal ID number and your first and last name (exactly
as it appeared on your Portal Authorization sheet). We suggest copying and pasting the
invitation code, which will be emailed to you. Move to the next step with the “continue”
button.



Entering User Credentials

Here you will create a username, password, and security questions. To view the
requirements for your username and password, hover your mouse over the blue icon to
the right of to the entry fields. After selecting a username, password, and two security
questions, view the Terms of Use, and check the “Yes, | agree to the Terms of Use” box.
Then you may continue.

Note: You will receive notifications when your password expires periodically and must be
changed.



Assistance with User Credentials

Forgot Password?
# You will be able to create 3 new password after we
/ match an to your usermname. 3
™ T Pack123 S
Username A Foraot Password?
/ You will be able to create a new password after we
4 match an 3ccount to YOUr USemame.
Password L Foret Username? : . k123
i | We will e-mail your usemame to you after verfyng
/ - @ match for your e-mail address. What was the name of your first pet?
' E-mad
@ What is your mother's maiden name?
¥ i Confiem E-mad
Eorgot Password? / [Ccancer |
E ., ane security code.

Don't have a Username ? Sian Up
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In the event that you need assistance retrieving your username and/or password, use the
above tools for retrieval.



Vo Bt gy Eoe
LT -
Date e

BARUI
FIARUH
WIABLET b
TARET e
40D g
BLRET b
)
BUARISL g
TIAOLET e
T
BILGAST b
FILOIEL B
T

b e
e
WKL) e
B D
WARLT e
=aoue e
BA0L03 D

[GRRGE | FLOREIA CEMENT MASOHS

i heml wm M

Your Home Page
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After logging in, the Home Page will appear with displays of the reports that are currently
due. If there are delinquent reports, they will be marked with red exclamation points. If
you are reporting late, you will be given the option to pay the delinquency charges along

with the benefits.



Home Page — Customer Service Help
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Access Customer Service by locating the “Frequently Asked Questions” tab and selecting a
topic that matches your inquiry. From the drop down menu, search question topics.

Phone numbers and contacts for further assistance are located at the bottom of the
“Customer Service Information” pages.



Your Employer Profile

Here you will access your Employer Profile by clicking on the “Employer Profile” tab at the
top of the page. Listed here are people who have been invited as EmployerXG users, along
with their status.



Editing Employer Profiles
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To edit/manage an individual contact, click Edit underneath the “Employer Contacts”
heading. Notice that First/Last Name and E-mail address are required fields. The option to
send an EmployerXG invite is located here as well. The PA will manage the account and add
users and send them an invitation code so they may begin the sign-up process here.



Setting Your Employer Preferences

Your Preferences.

Copy Remittance Options * = Required
+ Employee ID, Name and Quantities P e e s T
+ Employee ID, Name B

Defauk Group®:

FLORIDA CEMENT MASONS X o
Alert Preferences Schedulad Payment Confimaton®;
Scheduled Payment Confirmation ey Svan e
and Remittance Processed Alert choices are: Ramttance Processad Alrt*:
+ Primary Contact S -

« Employer Administrator
+ All Portal Users

Set Employer Preferences by clicking “Your Preferences” tab on the upper right side of the
screen.

You can select which option you would like copied if you were to use that function.
Default group will be Construction Contractors if you are under the construction
agreement.

Notifications for scheduled payment confirmations will be emailed to the contact
highlighted.

Notifications for remittance processed notifications will be emailed to the group
highlighted.
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Your Bank Account

» Selecting hyperlink opens edit window
» Ability to add or change bank info

» Multiple logic checks in place to prevent errors

The last link on the right side is “Your Bank Account.” Click and you will be able to add/edit
your banking information.
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Adding and Editing Employer Contacts

» AddA Contact

» First Name, Last Name, and E-Mail Address are required fields

» Only registered users can access Employer XG, and are noted with blue checkboxes
» Editing A Contact

» Contact must be selected (or icon disabled)

» First Name, Last Name, and E-mail still required fields
» Deleting A Contact

» Removes User

» Confirmation pop-up will occur

» User must be selected (or icon disabled)

Portal Administrators (PA’s) are allowed to add and edit contacts
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Adding Employer Contacts

» Portal Administrator (PA) has rights to add contacts and assign specific user
roles to each contact added

» PA has rights to send invitation to contact via email
» Generates email to contact

» Updates employer contact in Contributions XG

PA’s are allowed to add roles to the users they have added. This is where the PA generates
the email to invite the new users to sign up for EmployerXG.
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EmployerXG-Generated
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Welcome to our dlectronic remittance website. Within 24 hours, please click on this link to set up your Employer
Portal user account

We take care to secure sensitive information. As a security measure, this link expires after 24 howrs. This is an
sutomated email Please do not reply. If you do not set up your account before the link expires, or if you believe you
ave received this email in emvor, please comtact your adminisrator st

Thank you

User clicks on the hyperlink and
launches the Create Account page
to choose a User ID, password
and 2 security questions.

Once complete, the user is taken
to the employer’'s home page.

This is a sample of the generated email that will be sent to the user once the PA generates

the email. They will follow the instructions on the

email to begin the sign-up process.
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Employer Profile — Account Status

Contact Information x
= Required = .

BUES i Account status is automatically set
Ana dianagbasys.com to ‘Enabled’

Last Name * Phone Number N i R
Mosier ] 4104128811 The PA is responsible for changing

. the account status.

Generation Phaone Number(Alt)

Tide : Contact Type
[¥] Portal User i
Account Status User Role 3
|Enabled 532 Operator L1h

ALg-1

PAs are responsible for keeping the users up-to-date.
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Your Personal Profile
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Information about passwords, usernames, and security questions are housed under the
“Personal Profile” tab.



Timing Out Vs. Signing Out

201009 9/1/2
X

» Timing Out

2
Your current session will expire in: 13 seconds. 2
\.p Do you want to keep the session alive? 3
» After 10 minutes of inactivity, you are timed out by .
the systen e I % ] 5

» A 1-minute warning will pop-up before you are . x
; ; : ; 3 ‘session has timed out. Clicking will

timed out and required to log in again q) b e cakaebelaler Hichin

» Signing Out

» To sign out, click “sign out” in upper left

Logged Out {x]
\v You have been successfully logged out

Either event closes the session and returns the user to the
Landing Page. Aug 16

Information about timing out of the session. These settings cannot be changed.
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Single Employer — Home Page
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Home Page for users.
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Your Remttances Due
L
Due Dot Stars
0642014 Due
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041772014 Due
06/172014 Due
4202014 Due
04302014 Due
4012014 Due
NI Do
052014 D
05T Do
05202014 Due
05202014 Due
05/132014 Due
0513014 Due
05062014 Due
05042014 Due
VB4 D
042014 Due
222004 Do
T Due
i Page (1

Personal Frofile

ABC STONE MASCRE - TEST GROLP
ABC STONE MASCRS - TEST GROLF
ABC STONE MASONS - TEST GROUP
ABC STONE MASORGS + TEST GROUP
ABC STONE MASONS - TEST GROUP
ABC STONE MASORE - TEST GROUP
ABC STONE MASCRE - TEST GROUP
ABC STONE MASCRS - TEST GROLP
ABC STONE MASOPSS - TEST CROLS
ABC STONE MASTRNS - TEST GROUP
ABC STORE MASORG - TEST CROLP
ABC STONE MASORG - TEST GROLP
ABC STONE MASORE - TEST GROUP
ABC STONE MASORNG - TEST GROUP
ABC STONE MASCRS - TEST GROLP
ABC STONE MASORE - TEST GROUP

a8 - TEST GROLP
ABC STONE MASCRS, - TEST GROLP
ABC STONE MASOPS - TEST GROUP
ABC STONE MASONS - TEST GROUP

Notice differences under “EMPLOYER NUMBER” heading. If you are an employer who
reports under both the Construction Agreement and the Cable/TV Agreement, be sure you
are selecting the correct agreement for the particular employees you are reporting.




Your Due Remittance — Select A Remittance
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This page shows the remittances that are due. Remember those with the red exclamation
mark are delinquent. Track progress on the right side of the screen under “Upload

Progress”

21



Selecting A Remittance

» Remittances can be opened two ways:
» Icon (shown here) _n m
» Double-clicking on the Remittance

» If the Remittance is In-Progress, the user is returned to the last screen the user
was on

» If the Remittance is Due, the user is taken to the Employee Details screen

How to open a remittance
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Employee Details Screen
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This screen is displaying employees that are entered manually or hand-keyed.
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Removing Members

Description: 286_1 - 0001 Work Penod: 301002 02/01/3010 - 02/28/2010
Umphoyee Detads
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To remove members, select members by checking box next to Employee ID and click the
Remove button above Employer ID.

24



Employee Details Screen —
Adding A New Member

If you are hand-keying the report and a member is a new employee, you will be required to
add the address, date of birth and telephone number as well as gender.

Keep in mind that whenever you add a new employee, you will be required to key in the
required demographic information.

If you are not entering a new employee and you are directed to this screen, there is a
possibility that the Employee ID is incorrect. Please double-check for errors.
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Employee Details Screen
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- Remittance Summary
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You can view a summary by employee



Employee Details Screen —
Remittance Summar

Summary screen - notice the amount due is calculated in the far right column.
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Payment Screen —
Bank Maintenance

Payment Method: | chack |~ Bank Account Maintenance ‘
n ck
Accept my rem erT ) on: - - ]
. ' — E— I 9 :
I C:'DKE]
/
Add [ £ Baak Lnformation .
= Naguered :
[ 2
Anubg Mt

When drop-down "
is not selected, a | (o=
disable/enable | (e (oD
button appears

EFT is the only option. If you haven’t added your bank information yet, you will be
prompted to add it here.
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Remittance Payment — Confirm

When reviewing amounts, please confirm that the onscreen amount matches your records.
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Reset Payment Information
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Hitting the reset button will delete the remittance information previously entered and
place the remittance in due status once again.
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Remittance Confirmation —
How to Print Information

T M eten gl

The confirmation will be a PDF document. Print or save for your records.
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Remittance Entry — In Progress
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After you have selected the remittance for payment and confirmed amounts, this screen
will show you that your remittance is in progress.
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Your Due Remittances — Copy

A pop-up window will provide a list of remittances to copy:
» Matching contracts will populate Member Number, Name, and Quantities
» Non-matching contracts will populate Member Number and Name only

» After selecting a remittance to copy and clicking ‘Continue,’ user is taken to the
employee detail screen

» Due Remittances Only

This option allows you to copy remittances from a previous work period to edit and
resubmit for another work period.
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Your Due Remittance - Copy

Blow [iom e Jymnes

EEEEEETETERERTER

T Pl b o Sesrpnon Tt
" .
e
BT
e
o . et e
M F50N MABCR - TEET SHOLP s UL -0
M TOCNE MASCHS - TEST GROLP LT - BALED

T S - T RO
A O AR < TEST RO
A £50 MaSCHS - ST CROL
A £30RE MaSCRS - ST CROLS
A 0N MASCRS - ST GO
AR TPONE MASCHS - ST GROLP
M TOONE MASCHS - TEST GROLS

e o
T
ST COMTRAST - TEIT GRS
ST COAMACY - TEET DAL

34



Your Due Remittance —
No Work to Report

> After “No Work” icon has been selected: & No Work
» Popup screen provides Reference Number, Relevant Dates and Status (Review)
» OK - proceedto next screen
» Cancel—returns user to dashboard

» Confirmation Popup screen provides the same information, but Status has been
updated to completed

» Download Receipt— initiates PDF receiptdownload

» Close-returns user to dashboard

» Due Remittances Only

If there is no work to report, this step is required.
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Your Remittance Due —
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Reporting a No Work report is simple.

36



Your Due Remittance —
Create Remittance

» Create New Remittance window opens

» At a minimum the Employer, Payroll From Date, and Payroll through date much
be completed (additional fields available)

» Select ‘Get Agreements’ to return a list of available agreements

» Select an agreement from the list and click ‘Continue’ @ Ziosis i

» User receives confirmation and is returned to the dashboard

» New remittance should already be highlighted

This option is available if a report for a work period does not show up in the remittances
due. However, prior to creating a new remittance, please contact the Fund Office if your
monthly report is not available. Remember that only hours worked during that work period
should be reported. If there is another work period you need to report for, please contact
the Fund Office.
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Your Due Remittances — Upload

» Selecting the icon takes the user to the File Upload Wizard:

» Browse and Upload. If your Upload icon is not highlighted, please access the in
process file and delete the remittance. Upon deleting, the report will now be
classified as due.

» Data Integrity check

» Remittance Calculator

» Summary Ld’ Uljoad
» Open—Employee Detail

» Close - Return to Dashboard

» Due Remittances Only

The upload function will allow you to upload your .csv or .xls file (you must have the Fund
Office match your fields for uploading). File mapping will be performed prior to your first
remittance upload and will not change unless we receive notification from the PA via email
to teresa@ibew9mseca.org - otherwise the file will not upload. A screen will pop-up with
an error message along with the SSN of the employee who is missing information. If the
message indicates that a telephone number, or some other specific field, is missing,
chances are it is missing all the demographic information and the message wil keep
popping-up until all required information is entered.
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Your Due Remittances — Upload
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To upload, click Upload
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File Upload — Browse and Upload

File Upload Wizard - Browse and Upload:
To wpload, e the Browse buTton t et 3 e, VWhen 3 fie & selected, une the Upioad Fle button to upload your &,

The frit 10 rows of data n your fle wil Caoly for verfiaton,

= “samn
e uuns
Mllar
e

i
Bgsg
EERE ]

e
vimee

This is the screen where you will browse your computer for your .csv or .xls file and upload

the file.
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Required Fields When Uploading a File

Last Name
First Name
ID (employee’s SSN)
Address 1
Address 2
City

State

Zip
Country
Birth Date
Gender
Phone
Rate

Hours

v Yy ¥ L A 4 ¥ Y v v v Y ¥ ¥ v v

Gross Wages

These fields are required when uploading the file in EmployerXG; however, if the employee
is new to the contractor all required demographic fields will need to be filled in our the file
will not upload.

You will receive an error message with the member’s ssn indicating that there is missing
information. That message indication will mean that all or part of the required information
is missing.

You will have to edit the file to enter the missing information and upload again.

See next slide
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File Upload — Data Integrity Check

P Upload Wuzard

File Upload Wizard - Data Integrity Check:
In the e, your fie 8 arabaed for €253 PieQTy mtwes. Resuls are shown n the table Deow.

Araveng D

hata Integraty lusses
Locanon e

This process confirms that the information uploading matches the mapping previously

matched.

42



File Upload — Remittance Calculator

File Upload Wizard - Remittance Caloulator:
Fatte wat whis your feTRIINCE § Derg CaCUted - Tha My take B few mnutes.

Savng Cuta

Saving file

43



File Upload — Summary

e Uphosd Wizard

File Upload Wirard - Summary:
The tabies below contan 3 summary of the remEzance(s) n your fle. You may edit 2 remezance f needed.

| Wemattance Memmary
DueDate  Aseitarce @ Descrpton. noriberod Amourt Dt Engioyees | Aoton
LOUEM PN A STOME MASOHG - TESTGROLP 203411 1LBL - 1N/0 4 k.00 4 Bloo

Rememince Gand Totat $16.440.00

Furd At D
3 FORISS (3 Frmbe] —
WELPARE PO 000
PRSI PO BIR200.00

Summary of the remittance uploaded. Please confirm for accuracy.
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Upload Progress

» Provides the user the ability to view the status of remittances that are in-
progress

» Once the payment has been made (and processed), item will disappear from
the list

» Statuses
» Uploading
» Uploaded

» Error

Upload progress...
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Upload Progress

Mistory Emplayer Prolile Personal Profile

DurDete  Stata

SOL201S InProgrem
04012015 InProgrems
03022015 1n Pregrems

GBS InPragren 201412 12000
120U InProgress wny pe ABC STONE MASCHGS - TEST GROUP 203411 11040
18304 Due KATE B ABC STOME MASCRG + TEST GAOLS 201410 100120
HOVNI4 Due KATIE_E anC -TEST GROWP
DRI Due aTE B anc -TEST GROUP
CADLII Due KATIE B s -TEST AL
0IRIA0I4 Due KATIE B anc - TEST GROLP
A Do KATIE B ABC STOME MASCRS - TESTGROLP 202403 050420
0303014 Due e pe e -TEST GROWP
AR Due | aTERe asc - TEST RGP
03NS Due | anepe ABC STONE MASOHS - TESTGROLP 201402 0104730
02033014 Dur | anEpe SBC STORE MASCRS - TESTGAOLF 301401 0101730
OLRIR0 Due | unepe TEST CONTRACT - TEST GROLP 02 oL
120301 D | anpe TEST CONTRACT - TEST GROLS o1 1oL
1OL0U Oue L} ATEE_Bv9 TEST CONTRALT - TEST GROUP 01310 HTLW
0OYND Oue L} WATE B TEST CONTRALT - TEST GROUP 010 HOL
09032013 Oue L} KATE_ B TEST CONTRALT - TEST GROUP 201308 220100
Page 1 o2 b M D Doy remstiances § - X of 38

Once upload is complete, the remittance moves from Remittance Due to Upload Progress.
Once your remittance is Uploaded, it is placed into the queue and will remain there until
the selected payment date. If you access an “In Progress” remittance it will remove it
from the payment queue and you will have to resubmit for payment.
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Partial Match Employee

wiription: 206_3 - 0001 Work Pariod: 201413 13/01/2014 - 12/31/3014
gty Detabs
= Lo Powm Dt 7501
Egurewe I Lol Lhaka Cmow L] ik ot D
Seeo0cy T Lt L TR 00 0 Ly
g
Valsate Umpheyes
{ Last Narmw™;
‘ | ron Gt
]
e Cancn.
- 2 Uagtevrg i 1of
et aew Sa——y

i)

If the systems finds a partial match with a Social Security Number, you will be prompted to
enter the last name of the employee and his/her date of birth to confirm the SSN.
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Remittance Transfer

» Happy Path

» The Fund Office system processes the remittance data immediately, or if you
scheduled it for a future date, at the daily scheduled time on that specified day

» The system then sends acknowledgement messages to
» the Fund Officeteam and
» the users configured by the PAin EmployerXG's Employer Profile
in the Portal Administration Tool

If no errors are reported ....
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History - Grid

» Historical Remittance Grid

» Displayed by Received Date (by year)

» Most recent year first

» Years without submissions will not show on dropdown
» Fund Detail Grid

» Only visible when a Remittance has been selected in the Historical Remittance Grid

» Provides breakdown of payment by fund

History ...
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Remittance History

Emplayer Profile Pernonal Profile

Swmesary

Year: 2014

Rurference famber Work Fered

FOT0 630001 | 01408 54/01/70:4 - DAV

08034 20640001 20012 1201013 - 1101

DTy 61 - 0001 01106 06TL01L - 0602011

Dazes 6_1-0001 201004 D4TL1L - G4V

L 28653 - 6001 01409 ADL0 - SO0

Lol 2] 043 - 0001 200431 LU0 - U004

o 2670001 20140202014 - 0TS

DT 610001 01108 HOLIAL - WAL

Dz 2410001 201033 LU0 - LB 59206
L 62 - 0001 01412 LLOUWEA - L0V VW LroB
WA Pem i ot WP Diachayrg remstarce |- 10af M
Hemittance Detads

Furd oot Due Damages Due Totsl Due TowsPad | Payment Method

oo #5900 ®o 990.21 $500.21 BFTSNeaM

PEMEION FUAD LT ©oe $1.750.00 BLTHL00 BTSN

History of remittances
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History — Receipts and Exports

> Receipt % Receipt
» PDF (cannot be edited)
» Can be saved and/or printed
» Limited version (header only) for No Work to Report Remittances
>

Can produce receipt for any remittance in the past, not just ones posted using
EmployerXG

» Receipt has employee details, unlike Confirmation
» Employee Export
» CSV (can be edited) @ Employees
» Can be saved and/or printed
» Not generated for No Work to Report remittances

Receipts and employee.csv can be printed.
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History — Receipt

FLORIDA CEMENT MASONS
Remitance Recegt
Employer Code: 128600000 Agreement REGRESSION 3
Employer Mo COMPANY Contract. RECRESSION 3
Reference Number: FO7860 Payrod Dates: W14 - BI04
Due Date: 9172014 Report 3 201408
Payment Dute: 41372004 User Name: COURTNEY
Scheduted Date. WA Grand Toeal: $2,340.21
Payment Method: [ ] Check #: [

BRlaam®A

Print for your records.



