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1 INTRODUCTION

The EIT Employer Self-Service (ESS) website has been designed to work with all modern browsers
including Google Chrome, Mozilla Firefox, Microsoft Internet Explorer and Microsoft Edge. We
recommend that you keep your browser up to date with the auto-update feature included in most
browsers. While we cannot guarantee compatibility with all future browser versions, the Java platform
on which the site is built allows for the most flexibility across different browsers. Our preferred browser
for performance and the fewest issues is currently Google Chrome.

When using the User’s Guide please keep in mind that some of the screen shots might be slightly
different and minor changes to the steps may not be reflected in this version of the guide. We will be
constantly updating the user guide as the new information is available and/or changes are made. The
updated User’s Guide will be posted on our web site as soon as possible. Please visit our website on
regular basis to check if a new version is available. The updated version numbers will be posted and
titled accordingly.

2 FIRST TIME LOG-IN PROCEDURE

Your Username is the seven-digit account number that will be provided by EIT when you are setup as an
employer in the benefit administration system (usually starts with 000 or 00). If you have not logged in
before, your temporary password when your account is first setup will be your FEIN number, including
the dash, plus the letters “EIT” (i.e. 34-9984321EIT). You will be prompted to change the password once
logged in. Your new password will need to be between 8 and 20 characters long and include at least one
letter, one number and one special character such as “-“ or “@".

The login screen will appear as below. Please keep in mind that there are only five attempts allowed to
enter the correct password. Your on-line account will be disabled after the fifth attempt of entering the
incorrect password. Please contact EIT to enable your account if this happens.

A E T

This site is for the use of Contractors whom
are signatories of the collective bargaining
agreements with Local No. 134, LB.EW. You
may use this site to enter Work Reports for the
employees and agreements which have been
setup for your company.

if you forget your usemame or password,
please contact the EIT Benefit Funds IT Group
at (312)782-5442 X275 during the hours of
8:30am to 4:30pm Central Time.

@ Vitech Systems Group, Inc. Al Rights Resenved
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After logging in and going through the password reset procedure the first web page you will see is the
Home page below. Please contact Dan Sheffield at dsheffield@fundoffice.org or 312-782-5442 x275 if
you have trouble logging in for the first time. Please make sure to include your seven digit EIT account
number if you are contacting us via e-mail or leaving us a voice message.

va V3 Employer Self Servic X+ - o x
& =0 ‘E, fundoffice.org *‘ = Y O

0090010 Sample Electric Co | Logout

\_/J'\\ I BENEFIT  SAMPLE ELECTRIC CO. (0090010)
Nt E I FUNDS
e e !

SERVING THE CHIEAGD ELECTRICAL INDUSTRY SiNcE1930

Home Transactions  Employer Information ~ Rester  Documents

Open Work Reports News and Alerts
Tools Report Id Report Status | Identifier ® e to the new portal
Actions 6818667 Prebil 2017-03 RESIDENTIA 017: Welcome to the new Employer Self-Service (ESS) portall
Actions 6318668 Prebil 201703 communics NOTE:

Using the browser's back button within this site may cause your session

Actions 6818669 Prebill 2017-03 CONSTRUCT N " J
to become invalid and cause data loss. Please navigate between pages

Actions 6818670 Prebill 2017-03 WORKING DI h ]
using the tabs and utilize close buttons for the pop-ups.
Actions 6818674 Initial 2017-04 RESIDENTIA )
Adions 6818675 Initial 201704 communicA 1 he site will function best if you add https://portal.fundoffice.org to your list of
allowed pop-ups.
Actions 6818676 Initial 2017-04 CONSTRUCT loyer Self-Service User Guide
Actions 6818677 Initial 2017-04 WORKING DI — Employer Information Website
Important Agreement Information: Employer Downloads Website (Rates, etc.)
Actions 6818680 Initial 2017-05 RESIDENTIA| By logging in and submitting your payroll report(s) through the EIT Employer Self- 1134
Actions 6818681 Initial 2017-05 COMMUNICA  Service web site, you agree to the be bound by the following statement: & IBEW
Aclions 6818682  Indtial 2017-05 CONSTRUCT 16 1ogged in contractor, if not already a signatory, hereby becomes a signatory
Actions 6818683 Initial 2017-05 WORKING DI to the applicable collective bargaining agreement with Local No. 134, IB EW |
covering the work of the listed employee(s), and agrees to be bound by each tly Asked Questions
agreement and declaration of trust, and amendments thereto, establishing the
funds for which payment is made, including any resolutions adopted by the ch
Trustees of said funds. The informatien contained in the report(s) submitted is a
full and accurate statement of hours and wages paid of all employees subject to earch Term ... X

the collective bargaining agreement.
g 920 ftegory Question

pensioh Benefit
Retirement Eligibility
Beneficiaries
Address changes
Redprodity

863596 863598

On the Home screen, you will be prompted with an important message regarding the use of the
browser’s back button and a site usage agreement. Once you have read this message, you may close
the box by clicking on the “X” in the upper right corner.

3 USER PROFILE

Once logged in on the site, you can access your User Profile by clicking on your username in the upper
right corner of the screen as in the picture below.

T w|

00010381 Mew Emplover | Logout
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The following User Profile window will open. On this screen, you have the ability to Change Password,

Change Security Questions, View Login History and Change Accessibility (not currently used).

User Profile
User Mame: 0010391
Name: NEW EMPLOYER, 00010391
E Mail: newemployer@fundoffice_org
Last Login:
Change Password Change Security Questions iew Login History | Change Accessibility Close

3.1 CHANGE PASSWORD

From the User Profile screen click on the Change Password button to open the ESS Change Password
window. On this screen you will enter in your Current Password, which you used to login, and a New
Password. When creating a new password, the password must comply with the complexity rules that
are listed on the screen. The security rules in the system have changed from what was acceptable in the

past and may change in the future so always be sure to read what is on the screen.

As you are entering the new password, the three bars to the right will show the strength of the new
password to help you pick a password that is secure. Once you are happy with the strength of the new
password, you can enter it in the Confirm New Password box. If you wish to continue with the password

change, click on the Change button and confirm or click on the Cancel button.
ESS Change Password

Passwords must match the following rules:

Password should have a minimum of & characters

Password should have a maximum of 20 characters

Password should have a minimum of 1 alphabetic characters
Password should have a minimum of 1 numeric characters
FPassword must have & minimum of 1 non alphanumeric characters
Password cannot be set to any of the previous 3 passwords

Current Password: T
New Password: . Strong
Confirm New Password: PrTT——

Cancel Change
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3.2 CHANGE SECURITY QUESTIONS

From the User Profile screen click on the Change Security Questions button to open the ESS Change
Security Questions window. On this screen you will be able to select 3 security questions that will be
used to verify your identity when utilizing the Forgot Password link on the login screen. Once you have
selected the Security Questions and entered answers, you may click on the Change button to save or the

Cancel button to discard the changes.

Change Security Questions

Security Question 1:
Security Answer 1:
Security Question 2:
Security Answer 2:
Security Question 3:

Security Answer 3:

Cancel

3.3 VIEW LOGIN HISTORY

Smith

Chicago

‘What is your mothers maiden name?

In what city were you bormn?

‘What was the name of your first pet?

Duke

Change

From the User Profile screen click on the View Login History button to open the window below which
will show the history for logins to your account. Click Close when finished.

Login History

Tools

Close

Event Name
Logs into Application
Logs into Application

Failed to log into Application

Log out of Application
Logs into Application
Log out of Application

B om e Pl Mmoo _aio

Login Date
06/20/2017 05:10 PM
06/20/2017 04:25 PM

06/20/2017 03:04 PM

A e T AL e e

Logout Date

06/20/2017 0336 FM

06/20/2017 03:.04 PM

IP Addres
174.22
174.22
174.22
174.22
174.22
174.22

-
PRI

»
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4 CONTACT OPTIONS

On the right side of the screen, you will see a blue widget titled Chat or Call. By clicking on this widget,
it will expand to show several methods of contacting EIT.

News and Alerts

Welcome to the new portal

07/01/2017: Welcome to the new Employer Self-Service (ESS) portall

Links

B Employer Sel-Service User Guide

The contact methods include Email, Phone, Secure Message and Chat as shown below.

News and Alerts

Welcome to the new portal

07/01/2017: Welcome to the new Employer Self-Service (ESS) portall

Need help? We're here for you. X
® Send Us a Secure Message

L Call 312-782-5442

Links
= EmailUs

Employer Seli-Service User Guide|
CI = Employer Information YWebsite

When support staff are not currently available online, you will have the option to Send Us a Secure
Message. Clicking on this link will open the secure message window where you can select a topic and
enter a message. This messaging is contained within the software and can be used to transmit personal
information such as social security numbers. Type your message and click Send.

New Message [=]|E
Topic: | |v
Subject: File Upload Help

General Questions
Message: Roster Help

Website Errors

Wish-List Suggestion

Work Report Help

v

=
I
111
i
|
I

Cancel Send
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When support staff are available online, the messaging option will change to Chat live with a

representative. Click on the link to initiate a Chat session with the EIT support staff.

News and Alerts

Welcome to the new portal

07/01/2017: Welcome to the new Employer Self-Service (ESS) portall

Meed help? We're here for you. X
 Chat live with a representative

. Call 312-782-5442

Links
= EmailUs
) Employer Self-Service User Guide
EIT Employer Information Website -
Select a Topic for the help session.
Live Help
Topic: x | ¥
) File Upload Help
Question: General Questions
= <t Assist Roster Help
L sislang ‘Website Errors
Wish-List Suggestion
Work Report Help
Enter your question.
Live Help
Topic: File Upload Help b
Question: Work Dues file help|

Request Assistance

Wait for the next available support representative to accept the Chat session.

Live Help

Dues file error™.

Send Print

*» Please wait while we route your call to the next available agent who will help you with your question: "Working

End Chat
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To chat with the representative, simply enter your comments in the text box and click the Send button.
The chat session is secure so you may enter private information such as social security numbers.

Live Help v
* Please wait while we route your call to the next available agent who will help you with your question: "Working
Dues file error”.

» Agent Dan has received your message and will be right with you
0090010 Working Dues file error 09:58:18
Dan How may | help you. 02:59:30

I am getting an error for S5S5N 989-99-98999%9 saying
they do not exist.|

Send Print

End Chat

When your chat session is complete, you can Print the session or just click on the End Chat button

Live Help %
» Please wait while we route your call to the next available agent who will help you with your question: "Working
Dues file error™.

» Agent Dan has received your message and will be right with you.
0090010 Working Dues file error 09:50:18
Dan How may | help you. 08:58:30
0090010 | am getting an error for SSN 999-99-9999 saying they do not exist 10:01:06
Dan OK, please call me at 312-782-5442 x275 10:01:32
| Send Print End Chat
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5 HOME TAB

The Home tab was designed to provide you the majority of everything you need in one spot. From this
tab, you will be able to complete your work reports as well as access help and important news.

va V3 Employer Self Senvic X | = - o x
& = 0O ‘ﬁ fundoffice.org 1‘."(‘ = Z O

0090010 Sample Electric Co | Logout

J’\\ EI I BENEFIT  SAMPLE ELECTRIC CO. (0090010
\\—_4/ s ¢ )

FUND

SERVING THE CHICAGO ELEGTRICAL INDUSTRY SINCE 1930

_Home Transactions Employer Information Roster Documents

Open Work Reports News and Alerts
Tools Report Id Report Status | dentifier Total Due Tolal Balance | Activity Date Welcome to the new portal
Actions 6818667 Prebill 2017-03 RESIDENTIAL $2,127.30 $2,127.30 03/01/2017 07/01/2017: Welcome to the new Employer Self-Service (ESS) portal!
Actions 6818668 Prebil 2017-03 COMMUNICATION NECA $4,264.00 $4,264.00 03/01/2017 -
Actions 6818669 Prebil 2017-03 CONSTRUCTION §2,144.66 §2,144.66 03/01/2017 iv:
Actions 6818670 Prebil 2017-03 WORKING DUES $100.00 $100.00 03/01/2017 H
Actions 6818674 Initial 2017-04 RESIDENTIAL $0.00 50.00 040172017 5
Actions 6818675 Initial 2017-04 COMMUNIGATION NECA $0.00 50.00 04/01/2017 Links
Actions 6818676 Initial 2017-04 CONSTRUCTION $0.00 50.00 040172017 Employer Seff-Service User Guide
Actions 6818677 Initial 2017-04 WORKING DUES $0.00 50.00 04/01/2017 EIT Employer Information Website
Actions 6818680 Initial 2017-05 RESIDENTIAL $0.00 50.00 05/01/2017 EIT Employer Downlozds Websie (Rates, etc)

Local 134

Actions 6818681 Initial 2017-05 COMMUNICATION NECA $0.00 50.00 05/01/2017 NECA & IBEW
Actions 6818682 Initial 2017-05 CONSTRUCTION $0.00 50.00 05/01/2017
Actions 6818683 Initial 2017-05 WORKING DUES $0.00 50.00 05/01/2017

Frequently Asked Questions

O, Search
FAQ

Enter Search Term . &
«| Category Question

All

Pension Benefit

Retirement Eligibility

Beneficiaries

Address changes
Reciprocity

8,635.96 8,635.96

5.1 OPEN WORK REPORTS

The section of the Home tab labeled Open Work Reports has been setup to show you only the work
reports which are at either Initial or Prebill status. These are the work reports which you will need to
process for the month.

The work reports are generated for all employers on the first day of the month with an activity date for
the prior month for regular payroll reports and the next month for PPlan reports. The work reports will
be generated either at Initial or Prebill status based on whether you fill out the reports online or print
them out and manually fill in the report to send with your payment.

While at the Initial status, the employer may make changes to the report. When a report has advanced
to Prebill, only staff at EIT may make changes.

Once a report has been processed by EIT and payment applied, the status will move to Released and the
report will no longer show up in the Open Work Reports screen. At this point, no changes may be made
to the report and any updates to hours or wages must be processed by EIT staff through the creation of
adjustment reports.
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5.1.1 EDITING A WORK REPORT

The employer may modify only work reports that are at the Report Status of Initial. To edit a specific
report, click on the Actions menu next to the report you wish to work on and select Edit as in the screen
below.

vs V3 Employer Self Servie X+ - o x

« > 0O |a fundoffice.org *| =

0090010 Sample Electric Co | Logout

\JL\ BENEFIT  SAMPLE ELECTRIC CO. (0090010
~NEI 010

FUNDS

SERVING THE CHIEAGE ELECTRICAL INDUSTRY SINCE 1930

_Home Transactions  Employer Information ~ Rester  Documents
Open Work Reports News and Alerts
Tools Report Id Report Status  Identfier Total Due Total Balance  Activity Date Welcome to the new portal
Actions 6818667 Prebill 2017-03 RESIDENTIAL $2,127.30 $2,127.30 03/0122017 07/01/2017: Welcome to the new Employer Self-Service (ESS) portall
Actions 6812668 Preb) 2017-03 COMMUNICATION NECA $4,264.00 $4,264.00 03/01/2017
Actions Prebil 2017-03 CONSTRUCTION §2,144.66 52,144.66 03/01/2017 o
Actions 6812670 Prebill 2017-03 WORKING DUES £100.00 $100.00 03/01/2017 H
Actions 6818674 Initial 2017-04 RESIDENTIAL $0.00 50.00 04/01/2017 5
Details 818675 Initial 2017-04 COMMUNICATION NECA $0.00 50.00 04/01/2017 Links
Edit 818676  Initial 2017-04 CONSTRUCTION $0.00 50.00 040172017 Employer Sefi-Service User Guide
Submit 218677 Initial 2017-04 WORKING DUES $0.00 50.00 04/01/2017 EIT Employer Information Website
Actions 6818680 Initial 2017-05 RESIDENTIAL $0.00 50.00 05/01/2017 ELTC;T;];WE[ Dovnloads Websie (Retes, etc)
Actions 6812681 Initial 2017-05 COMMUNICATION NECA $0.00 50.00 050112017 NECA & IBEW
Actions 6318682 Iniial 2017-05 CONSTRUCTION $0.00 50.00 05/01/2017
Actions 6812683 Initial 2017-05 WORKING DUES $0.00 50.00 05/01/2017

Frequently Asked Questions
Q, Search
FAQ

Enter Search Term . .

When the report opens for data entry, the first thing you will need to do is enter a Date Received either
by keying it in or selecting a date using the dropdown calendar. The Date Received should be the date
that you are completing the report.

v3 V3 Employer Self Servic X+ - 0 x
&~ = 0O ‘E, fundoffice.org, kg ‘ =

0090010 Sample Electric Co | Logout

\JL\ BENEFIT  SAMPLE ELECTRIC CO. (0090010
" ~El o0

FUNDS

SERVING THE CHIEAGE ELECTRICAL INDUSTRY SINCE 1930

Work Report Editor =[x

Save Apply | Cancel

0 contractor SAMPLE ELECTRIC CO.
Billing Entity: 0090010 SAMPLE ELECTRIC,

eport Type: Regular Report Period 04/01/2017 - 04/30/2017 #of Participants: 2
Report Status: Initial Identifier: #B818676 - 2017-04 CONSTRUCTI  # of Rows! 2

Summary  Detail
Date Received: MM/ddfyyyy (] Created By: EXEBATCH on 06/23/2017 Contribution Date: MM/ddyryyy ] Date Released MM/ddfyyyy (]
Due Date User Released Analyst v Report Source: payrolls -
Batch No

2 3 4 5[8] 7
Financial Summary 9 10 11 12 13 14
Fund Name DueCd 16 17 18 19 20 21 bunt Owed
HWCONS 23 24 25 26 27 28 $0.00
HWCOMM $0.00
PEN2 Today 50.00
PEN4 $0.00
PLANS $0.00
ASBCON $0.00
ASBCOM $0.00
suB 50.00
LMcC $0.00
NI MCE 000

$0.00

Page |11



EIT Employer Self-Service User’s Guide

Once the Date Received has been entered on the Summary tab, you can click on the Detail tab to begin
the entry of hours and wages for each employee. For employees that are already on the roster, click on
the Hours field and enter in the number of hours that the employee has worked in the pay period. Next,
you will enter in the Capped wages for the employee.

As you are entering data, it is best to click on the Apply button as you go along. The Apply button will
save what you have entered while keeping you in the active report.

va V3 Employer Self Senvic X | = - o x
& > 0O ‘ﬁ fundoffice.org. T‘-\'«" = o

0090010 Sample Eleciric Co | Logout

\JL\\ EI I BENEFIT  SAMPLE ELECTRIC CO. (0090010}
Nt FUNDS

Serving THE CHIGAG! InpusTRY Since1930
Work Report E.m.,,/ 5%
Save Apply ancel
0 contractor SAMPLE ELECTRIC CO. Report Type: Regular Report Period 04/01/2017 - 04/30/,2017 # of Participants: 2
Billing Entiy. 0080010 SAMPLE ELECTRIC CO.  Report Status Initial Identifier: #6818676 - 2017-04 CONSTRUCT|  # of Rows 2
Summary Detail
Barg Unit ld: CONSTRO1 - CONSTRUCT1|  Job Category: All ~ | Exception Filter | Please Select -
Add Member | Delete Selected
00ls [7] SeaNo SSN Name Job Category  Start Date Stop Date Work Status Hours Wages
Adions [] @ LTe) 999-99-9998 SAMPLE, EM... Joumeyman 0410172017 04/302017 Active 100.00 $1,000.00
Acions [] @ o 099-95-9986 SAMPLE, EM..  Joumeyman 04/01/2017 041302017 Active [100.00[ §1,000.00

5.1.2 ADDING EMPLOYEES TO A WORK REPORT

To add an employee to the report, you must first select the Job Category of the employee and then click
on the Add Member button. This will add a new line at the top of the grid. To search for the employee,
you can either enter the SSN or a Name in the Name field. It is recommended that you utilize SSN to be
sure you are reporting for the correct employee.

vs V3 Employer Self Servie X+ - o x

& =0 ‘ﬁ, fundoffice.org *‘ = Y O

0090010 Sample Electric Co | Logout

\JL\\ E I BENEFIT  SAMPLE ELECTRIC CO. (0090010)
=¥ FUNDS

SERVING THE CHICAGO ELEGTRICAL INDUSTRY SINGE 1930

Work Report Editor =[x

Save Apply | Cancel

0 contractor SAMPLE ELECTRIC CO. Report Type: Regular Report Period 04/01/2017 - 04/30/,2017 # of Participants: 2
Billing Entity: 0090010 SAMPLE ELECTRIC CO.  Report Stalus Initial Identifier: #6818676 - 2017-04 CONSTRUCT|  # of Rows 2
Summary  Detail
Barg Unit ld: NSTROL - CONSTRUCTI | Job Category- Jui] % || Exception Filter | Please Select -
Al
Add Member | Delete Selected 5
Apprentice 40%
ools [F] SeqNo SSN Name Apprentice 45% it Date Stop Date Work Status Hours Wages
1 Apprentice 50%
Adions [] @ LTe) 999-99-9998 SAMPLE, EMPL 012017 041302017 Active 100.00 $1,000.00

Apprentice 55%

Adions [ @ O  995.99.0096 SAMPLE, EMpL “PPTenUce 60% /2017 043002017 Active 100.00 $1,000.00
Apprentice 65%

Apprentice 70%

Apprentice 75%

Apprentice 80%

Apprentice 90%

Joumeyman
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&« > 0 mx| =

\\/R EI I BENEFIT  SAMPLE ELECTRIC CO. (0090010}
FUNDS

SERVING THE CHIEAGE ELECTRICAL INDUSTRY SINCE 1930

‘ﬂ portal.fundoffice.org/v3prod/app#*

0090010 Sample Electric Co | Logout

0 contractor: SAMPLE ELECTRIC CO. Report Type: Reqular Report Period:  04/01/2017 - 043012017 # of Parficipants: 2
Billing Entity- 0090010 SAMPLE ELECTRIC CO.  Repori Status:  Initial Identifier #6818676 - 2017-04 CONSTRUCT|  # of Rows: 2

Summary Detail

Barg Unit Id: CONSTRO1 - CONSTRU Job Category- Exception Filter | Please Select

Add Memper | Delete Selected |

Tools l SeqNo ‘ SSN | Name ‘ Job Categary | Start Date ‘ Stop Date | Work Status ‘ Hours Wages

Actions 999-93-9997] % | Joumeyman 041012017 0413012017 Active 50.00

Acions [ @ W@ 999090998 SAMPLE,EMPLO.. Joumeyman 0410122017 0413012017 Active 100.00 $1,000.00

« > 0 m¥| =

\A E ITEENEFIT SAMPLE ELECTRIC CO. (0090010)
2 FUNDS

SERVING THE CHIEAGE ELECTRICAL INDUSTRY SINCE 1930

‘ﬂ portal.fundoffice.org/v3prod/app#*

0090010 Sample Electric Co | Logout

Work Report Editor

| save  Apply | Cancel
0 Contractor: SAMPLE ELECTRIC CO. Report Type:  Regular Report Period: 041012017 - 0413012017 #of Participants: 2
Biling Entity: 0090010 SAMPLE ELECTRIC CO. ReportStatus:  nitial Identfier #6818676 - 2017-04 CONSTRUCTI  # of Rows: 2

Summary Detail

Barg Unit Id- CONSTROL - CONSTRUCTI|  Job Category- Exception Filter | Please Select

Add Member | Delete Selected |

Tools l Seq No ‘ ssN | Name ‘ Job Category | Start Date ‘ Stop Date | Work Status ‘ Hours Wages

Actions sampld * | Joumeyman 04012017 04302017 Active 50.00

adions [ @ WO 999-09-9098 SAMPLE EMPLO.. Joumeyman 04012017 04302017 Active 100.00 $1,000.00

Adions [ B W 999-09-9986 SAMPLE EMPLO.. Joumeyman 040172017 043072017 Aciive 100.00 $1,000.00

When entering a name, if more than one member is found, a selection box will appear and you can
select the employee by clicking on their name.

va V3 Employer Self Servic >

€ > 0

‘ 8 portalfundoffice.org/v3prod/app#

[search | searn)

Tools

| ssN

Birth Date

'999-99-9998
'999-99-9997
'999-99-9396
'999-99-9995

SAMPLE, EMPLOYEE A
SAMPLE, EMPLOYEE B
SAMPLE, EMPLOYEE C
SAMPLE, EMPLOYEE D

01/01/1960
01/01/1960
01/01/1960
01/01/1960
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If the employee you are trying to add to the report does not exist, you will need to contact either Sharon
(x280) or Meg (x220) in the Contribution Accounting department to add them to the benefit
administration system. In the future, you will be able to add these employees yourself through the

Roster functionality.

5.1.3 DELETING EMPLOYEES FROM A WORK REPORT
You currently have two options for removing employees from a work report. If you wish to remove the
employee from the current month report, but wish to have them remain on the roster, you will click on
the checkbox next to the Actions link for the employee(s) and then click on the Delete Selected button.

va V3 Employer Self Servic X+

« > 0O |a

A E T e

SERVING THE CHICAGO ELEGTRICAL INDUSTRY SINGE 1930

fundofiice.org

SAMPLE ELECTRIC CO. (0090010}

Work Report Editor
Save Apply | Cancel

B contractor: SAMPLE ELECTRIC CO. Report Type: Regular ReportPeriod:  04/01/2017 - 04/30/2017 # of Participants:
Billing Entity: 0090010 SAMPLE ELECTRIC CO.  Report Stalus Initial Identifier: #6818676 - 2017-04 CONSTRUCTI  # of Rows

Summary  Deail

Barg Unit Id- CONSTRO1 - CONG#TT1 Job Category: Al ~ Exception Filter: Please Select -

Add Member | Delete Selected
o0ls [[] SeqNo ssl Name: Job Category  Start Date Stop Date Work Status Hours Wages

Adions [] @ 5 999-99-9998 SAMPLE, EMPLO... Joumeyman 04/01/2017 041302017 Active 100.00 $1,000.00

Actions 8 o 999-95-0996 SAMPLE, EMPLO... Joumeyman 04/0172017 0413072017 Active 0.00 50.00

2
2

- o x
| = 4o

0090010 Sample Electric Co | Logout

Your second option will be to terminate the employee, which will permanently remove them from the
roster. To do this, click on the dropdown menu in the Work Status box and change the employee from
Active to Terminated. Enter zero for both hours and wages. Once this has been done, the employee

will be removed from the next month’s reports.

va V3 Employer Self Servic X+

< > 0O A

fundofiice.org

4‘\\ EI I BENEFIT  SAMPLE ELECTRIC CO. (0090010)
g FUNDS

SERVING THE CHICAGO ELEGTRICAL INDUSTRY SINGE 1930

Work Report Editor

Save  Apply | Cancel

B contractor: SAMPLE ELECTRIC CO. Report Type: Regular Report Period:  04/01/2017 - 04/30/2017 # of Participants:
Billing Entity: 0090010 SAMPLE ELECTRIC CO.  Report Stalus Initial Identifier- #6818676 - 2017-04 CONSTRUCTI  # of Rows
Summary Detail
Barg Unit Id: CONSTRO1 - CONSTRU |v | Job Category: All | Excepion Filter: Please Select v
Add Member | Delete Selected
Tools [[] SeqNo 85N Name Job Category  Start Date Stop Date Work Status Hours Wages
Adions  [] B ma 999-99-9998 SAMPLE, EMPLO... Joumeyman 04/01/2017 0413012017 Active 100. £1,000.00
Acions  [] B LTl 999-99-9996 SAMPLE, EMPLO... Joumeyman 04/01/2017 0413012017 [acivel ‘v 0.00 50.00
Active
Disability
Leave of Absence
Layoff
Terminated

Workmen's Comp

2
2

- o x
¥| = % QO

0090010 Sample Electric Co | Logout
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5.1.4 NO MEN (ZERO HOURS) WORK REPORT
If you have no hours and wages to report for an agreement, you will still need to submit the No Men
report. Edit the report as you normally would by entering a Date Received on the Summary tab and on

the Detail tab enter zero for hours and wages. Once saved, this report must be submitted along with all
of the others.

5.1.5 PRINTING A SUMMARY REPORT

Once all hours and wages have been entered on the report, you are now ready to print the Summary
Report for review prior to submission. While still on the Detail tab of the report, click on the Tools link,
select Reports from the menu and click on Summary Report.

va V3 Employer Self Senvic X | =+ - o x
& = 0O ‘ B portalfundoffice.org/v2prad/app* bd ‘ = Z O
0090010 Sample Electric Co | Logout
\_/4'\\ E I BENEFIT  SAMPLE ELECTRIC CO. (0090010)
pe-s \ FUNDS
SeavinG THE Bricaso ErecrricaL InbusTRY Since1930
Work Report Editor &%
Close
8 Contractor SAMPLE ELECTRIC CO. Report Type: Regular Report Period 03/01/2017 - 03/3172017 # of Participants: 2
Billing Entity: 0080010 SAMPLE ELECTRIC CO.  Report Status Prebill |dentifier: #6218669 - 2017-03 CONSTRUCTI  # of Rows: 2
Summary  Detail
Barg Unit la: NSTRO1 - CONSTRU ~ | Job Category: All ~ | Exception Filter: Please Select =
Add Memby Delete Selected
Tools 1 SeqNo SSN Name Job Calegory  StartDate Stop Date Work Status~ Hours Wages
@ Export 3 N
[ K¢l 999-95-9938 SAMPLE, EMPLO Journeyman 03/01/2017 03/3172017 Active 100.00 £1,000.00
18 Modify
D View Row [ Kol 999-93-9996 SAMPLE, EMPLO. _goumeyman 03/01/2017 03/3172017 Active 100.00 £1,000.00
£\ Revert Seftings
8] Advanced Sort
i Reports 3 Exception Report
& Refresh Summary Report

Depending on the browser you are using, the next screen will vary but will open a PDF file for the Work
Report Summary. This PDF can be printed or saved. Once you have reviewed the report to confirm the
hours and wages for each job category, you should click on the save button to return to the list of
reports.

3 export (2).pdf - Adobe Acrobat Reader DC
File Edit View Window Help

- X

Home Tools export (2).pdf x @ Sign In

® 8 =8 Q IR MO0 = RBBET| O L

Work Report Summary

Employer - Location:0090010 - 0080010
Billing Iltem:2017-03 CONSTRUCTION
Agreement: CONSTRO1 - CONSTRUCTION

Job Category: Journeyman

Member Name SSN Work Date Hours Wages HWCONS PENZ2 PLANS suB imMcc APPR ADMIN APPRSTIP  Funds Total
SAMPLE, EMPLOYEE A 090069998 03/01/2017 100 1000 31085 19523 512 20 456 16.27 8 542 107233
SAMPLE, EMPLOYEE C 999-99-9996  03/01/2017 100 1000 31085 19523 512 20 456 16.27 8 542 107233
Journeyman Totals: 200 2000 621.70 39046 1024 40 912 3254 16 10.84 214466
Grand Totals: 200 2000 621.70 39046 1024 40 456 16.27 8 10.84 214466
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5.1.6 SUBMITTING YOUR WORK REPORTS

Once all of your reports, including the no men, have been reviewed and completed you are now ready
to Submit. While in the Open Work Reports section, click on the Action link next to the report you wish
to submit. From the dropdown menu, click on Submit.

v3 V3 Employer Self Servic X - - O X
<« > O |8 *| =

0090010 Sample Electric Co | Logout

rial fundoffice.org,

l—\\ EI I BENEFIT  SAMPLE ELECTRIC CO. (0090010)
g FUNDS

SERVING THE CHICAGO ELEGTRICAL INDUSTRY SINGE 1930

_Home Transactions  Employer Information ~ Roster  Documents
Open Work Reports News and Alerts
Tools Report Id Report Status | dentifier Total Due Tolal Balance  Activity Date Welcome to the new portal
Actions 6818667 Prebill 2017-03 RESIDENTIAL $2,127.30 £2,127.30 03/01/2017 07/01/2017: Welcome to the new Employer Self-Service (ESS) portall
Actions 6818668 Prebill 2017-03 COMMUNICATION NECA $4,264.00 $4,264.00 03/01/2017 -
Actions 6812660 Prebill 2017-03 CONSTRUCTION $2,144.66 $2,144.66 03/01/2017 r'J:
Actions 6818670, 2017-03 WORKING DUES $100.00 $100.00 03/01/2017 -
Actions Prebill 2017-04 RESIDENTIAL $0.00 50.00 04/01/2017 E
Actions 6818675 Iniial 2017-04 COMMUNICATION NECA $0.00 50.00 04/01/2017 Links
Details 818676  Initial 2017-04 CONSTRUCTION $2,144.66 52,144.66 041012017 Bl Employer Self-Service User Guide
Edit 18677 Initial 2017-04 WORKING DUES $0.00 $0.00 04/01/2017 Bl BT Employer Information Website
Submit 218680 Initial 2017-05 RESIDENTIAL $0.00 50.00 05/01/2017 g ELTC;T;]LWE' Dounloas Webste (Raes, elc.)
Actions 6812681 Initial 2017-05 COMMUNICATION NECA $0.00 30.00 05/01/2017 Bl NECA & IBEW
Actions 6818682 Initial 2017-05 CONSTRUCTION $0.00 50.00 05/01/2017
Actions 6818683 Initial 2017-05 WORKING DUES $0.00 50.00 05/01/2017

Frequently Asked Questions

&, Search
FAQ

Once submitted, a Success message will appear with a note about submission. Click on OK and the
Report Status will change from Initial to Prebill.

v3 V3 Employer Self Servic X - - O X
<« > O |8 *| =

0090010 Sample Electric Co | Logout

rial fundoffice.org,

A BENEFIT SAMPLE ELECTRIC CO. (0090010)
\Jj E I l FUNDS

SERVING THE CHICAGO ELECTRICAL INDUSTRY SINGE 1930

_Home i Employer i Roster Documents
Open Work Reports News and Alerts -
Report Id Report Status  dentifier Total Due Tolal Balance  Activity Date Welcome to the new portal
6818667 Prebill 2017-03 RESIDENTIAL $2,12730 $2,127.30 03012017 07/01/2017: Welcome to the new Employer Self-Service (ESS) portall
6818668 Prebill 2017-03 COMMUNICATION NECA $4,264.00 $4264.00 03/012017
6318660 Prebill 2017-03 GONSTRUCTION $2,144.66 52,1466 030012017
6818670 Prebill 2017-03 WORKING DUES $100.00 $100.00 03/01/2017
6818674 Prebill 2017-04 RESIDENTIAL $0.00 $0.00 0410172017
6818675 Initial 2017-04 COMMUNICATION NECA $0.00 50.00 041012017 Links
6818676 Initial 2017-04 CONSTRUCTION $2.144.66 $2.144.66 0410172017 Bl Emniover Sef-Service User Guide
6318677 Initial 2017-04" ‘1.) Success mation Website

nloads Website (Rates, etc.)

6818690  Initial 2017-051 By submitting the electronic report, the undersinged contractor,if not alerady signatory hereby becomes signatory 'Party to current applicable.”
Actions 6812681 Initial 2017-05 oK

Actions 6818652 Initial 2017-05 CONSTRUCTION $0.00 $0.00 05/01/2017

Actions 6812683 Iniial 2017-05 WORKING DUES $0.00 $0.00 05/01/2017

Frequently Asked Questions

Q, Search
FAQ
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5.1.7 PRINTING A WORK REPORT FOR MANUAL SUBMISSION

If you have chosen to print out your work reports and complete manually, all of your reports for the
month will generate at the Prebill status. To print the blank report, click on the report to select and
then click on the Tools menu. Select the Reports option and the Employer Payroll Report.

va V3 Employer Self Servic X - o X
& O fa] fundoffice.org i = ¥Z O

0090010 Sample Electric Co | Logout

\JL\\ EI I BENEFIT  SAMPLE ELECTRIC CO. (0090010)
a1 FUNDS
e e |

SERVING THE CHIEAGD ELECTRICAL INDUSTRY SiNcE1930

Home Transacij Employer Information  Roster  Documents

Open Work News and Alerts
Tools Report Id Report Stalus I dentifier Total Due Total Balance  Activity Date Welcome to the new portal
@ Export » 367 Prebill 2017-03 RESIDENTIAL $2.127.30 £2127.30 03012017 07/01/2017: Welcome to the new Employer Self-Service (ESS) portall
B Modify 68 Prebil 2017-03 COMMUNICATION NECA $4,264.00 $4264.00 03012017
B View Row 69 Prebil 2017-03 CONSTRUCTION $2,144.66 52,144.66 03/01/2017

£\ Revert Settings
2} Advanced Sort

Bﬂu&mm 5000 50.00 04/0172017
@ Reports »| Employer PayrollReport Ly camion NECA 5000 5000 0410172017 Links

70 Prebill 2017-03 WORKING DUES $100.00 $100.00 03/01/2017

=
[4]
5
®
=
(=]

© Refresh -

6 Initial 2017-04 CONSTRUGTION 50.00 50.00 040172017 Bl Employer Self-Service User Guide
Actions 6818677 Initial 2017-04 WORKING DUES 50.00 $0.00 04/01/2017 B EIT Employer Information Website

Bl EIT Employer Downloads Website (Rates, efc.)

Actions 6812680 Initial 2017-05 RESIDENTIAL 50.00 30.00 05/01/2017 B Local 134
Actions 6818681  Initial 2017-05 COMMUNICATION NECA 50.00 50.00 050172017 B NECA & IBEW
Actions 6818692 Initial 2017-05 CONSTRUCTION $0.00 50.00 05/01/2017
Actions 6818683  Initial 2017-05 WORKING DUES 50.00 50.00 050172017

Frequently Asked Questions

@, Search
FAQ

Depending on the browser you are using, the next screen will vary but will open a PDF file for the
Employer Work Report. This PDF can be printed and saved. Once you have filled out the blank work
report you will mail it along with your check to EIT. If you have filled out your work report online and
submitted, you will need to send nothing but the check.

5.1.8 SENDING PAYMENT

EIT currently does not offer an on-line payment option through our web site. If you wish to setup ACH
for your payments, please contact the Accounting Group at EIT. If you are sending payment via check
please send to the following addresses based on type of delivery.

Via First Class Mail:

Electrical Insurance Trustees

75 Remittance Drive - Suite 1615
Chicago, IL 60675 - 1615

Via Courier: (i.e.-Federal Express, UPS, or Messenger)
Electrical Insurance Trustees

Lockbox Number: 91615

5505 N. Cumberland Ave., Ste 307

Chicago, IL 60656-1471

If you have completed your reports online, you do not need to send anything other than the check. If
you have filled out your report manually, send the entire report and the check.

Page |17



EIT Employer Self-Service User’s Guide

5.2 NEWS AND ALERTS

This section of the Home tab will show you important information such as changes to due dates etc. For
more detailed information about an item, click on the title.

News and Alerts
Welcome to the new portal/

07/01/2017: Welcome to the new Employer Self-Service (ESS) portall

5.3 LINKS

This section of the Home tab contains useful links to resources on the internet. Additional content will
be added to this page as it becomes available.

Links

Employer Self-Service User Guide

EIT Employer Information Website

EIT Employer Downloads Website (Rates, etc )
Local 134

NECA & IBEW

HEEHEE

5.4 FREQUENTLY ASKED QUESTIONS

Content for the FAQ section is currently being developed. Please check back soon for these online
question/answer documents.
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6 TRANSACTIONS TAB

The Transactions tab is used to view all transactions associated with your account. This includes work
reports, work report adjustments, liquidated damages, debit/credit memos etc.

6.1 TRANSACTIONS

The primary section on this screen is Transactions. The top portion of the section allows you to filter the
transactions. First, select a Contract if you have more than one billing entity setup. Next, you should
select the type of transactions that you wish to view from the Trans Type dropdown menu.

va V3 Employer Self Servic X+

le > O |a

| 4‘\\ EI I BENEFIT  SAMPLE ELECTRIC CO. (0090010)
| g FUNDS

SERVING THE CHICAGO ELEGTRICAL INDUSTRY SINGE 1930

fundofiice.org

- 0o X
% = ¥ o

0090010 Sample Electric Co | Logout

| Home T Employer Roster  Documents
|| Transactions
|| contract: 0030010 SAMPLE ELECTRIC CO. ~ UploadFile  ~ File History
|
Trans Type: Al -
Status Al 8
| All Work Reports B
Report Stalus: Attorney Fee 2
Attorney Fees o
Attorney Filing Fee
Tools Report Id  Audit Administrative Costs Total Due Tolal Balance  Activity Date | Trans Type
Actions 63 Audit Fee L §2,127.30 §2,127.30 03/01/2017 WH Report
Actions g Audit Fees ATION NECA $4,264.00 $4,264.00 03/01/2017 WH Report
Audit Li. Damages
Actions 68 ) TION $2,144.66 $2,144.66 03/01/2017 WH Report
Balance Adj.
Actions B9 Court Costs UES $100.00 $100.00 03/01/2017 WH Report
Actions 68 Debit/Credit Memo L $0.00 50.00 040172017 WH Report
Actions 68 Indemnity Payment ATION NECA 50.00 50.00 04012017 WH Report
| Actions 5g Ivoice ToN 5§2,144.66 $2,144.66 04/01/2017 WH Report
Actions 6818677 Initial 2017-04 WORKING DUES 50.00 50.00 04012017 WH Report
Actions 6818680  Iniial 2017-05 RESIDENTIAL $0.00 50.00 08/01/2017 WH Report
v3 V3 Employer Self servic X+ - [m] x
&< > 0O A fundoffice.org *| = Z O
0090010 Sampie Eleciric Co | Logout
\_/!'\\ E I BENEFIT  SAMPLE ELECTRIC CO. (0090010)
N~~~ FUNDS
SERVING THE DHICABO ELEGTRIGAL INDUSTRY SINCE 1930
Home Ti Employer Roster Documents
Transactions
Contract 0030010 SAMPLE ELECTRIC CO. > UploadFlle ~ ~ File History
Trans Type: All Work Reports 5
Status fopen) ~
Report Stalus: A
Closed
Disputed
Hold
Tools Reportld | - Total Due Tolal Balance  Activity Date | Trans Type
en
Actions 6815001 Frem 201703 RESIUENTIAL $2,127.30 $2,127.30 030172017 WH Report
Actions 6818668 Prebil 2017-03 COMMUNICATION NECA $4,264.00 $4,264.00 0310172017 WH Report
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The final selection Report Status only applies to the work report transaction types. Select from the

dropdown menu. After each selection, the list of transactions will automatically filter based on the
selected items.

V3 V3 Employer Self Servic X+

- o x
< O |48 fundoffice.org *| = % O
0090010 Sample Electric Co | Logout
gjﬂ\ E ITELEIEEI;IT SAMPLE ELECTRIC CO. (0090010}

SERVING THE CHICAGO ELEGTRICAL INDUSTRY SINCE 1930

Home T i Employer i Roster Documents

Transactions

Contract 0090010 SAMPLE ELECTRIC CO. v UploadFile File History
Trans Type: All Work Reparts v
Status all - 8
5
Report Status: Al - =
Z
Al =
Prebill and Initial
Tools Report Id  prebil Total Due Tolal Balance  Activity Date  Trans Type
Actions 63 Released L $2,127.30 §2,127.30 03012017 WH Report
Actions 5g nitie! ATION NECA $4,264.00 $4,264.00 03/01/2017 WH Report
Actions 6812669 Prebill 2017-03 CONSTRUCTION $2,144.66 $2,144.66 03/01/2017 WH Report
Actions 6818670 Prebil 2017-03 WORKING DUES $100.00 $100.00 03/01/2017 WH Report

Once you have filtered to find the transactions that you want, you can click on the Actions link next to

an item. The action choices vary by transaction type. You may edit work reports from this screen using
the same method as was described in Open Work Reports section of this document.

6.2 UPLOAD FILE

To the left of the transaction filtering dropdown menus, you will see a dropdown menu button labeled

Upload File. Click on this button select Mapped Work Report or Work Report Import. The two types of
report imports are described below.

6.2.1 WORK REPORT IMPORT (LEGACY NO LONGER USED)

The standard work report import format has not changed from the current specification which is

documented in Appendix 10.1. To upload the standard format report, click on the Upload File menu
and select Work Report Import.

| v3 V3 Employer Self Servic X =+

- o x
: & = 0O ‘ fa] fundoffice.org i | = ¥ O
0090010 Sample Electric Co | Logout
\\__/R E I ES“EQT SAMPLE ELECTRIC CO. (0090010)

SERVING THE CHICAGO ELEGTRICAL INDUSTRY SINGE 1930

| Home T i Employer i Roster  Documents

Transactions

Contract 0090010 SAMPLE ELECTRIC CO. -~ Upload File - File Hi
|
Trans Type: All Wark Reports ~ Mapped Work Report
| Work Report Import
| Status: All ~
|
Report Status: All v

=
&}
5
k=
=
5}
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The Upload Work Report Wizard will open and allow you select the file to upload as well as give it a
description. Click the Browse button to find the text file that has been created using the standard
specifications in Appendix 10.1. Enter the Import Description and click the next button to proceed.

Upload Work Report Import

1  File Upload ¥ Processing

Import Filename: 2017-06-01 CONSTO1 Work Report.txt | Browse. ..

X

Impaort Description: June 2017 CONSTO1 Work Report] X |
Mo Parameters

Cancel Next

The Processing screen will open and confirm that the file has been submitted for processing. From this
screen click on the Details button.

Upload Work Report Import

e e
Results

The file has been submitted for processing.

Close Back Details

The Details screen will show all information for the report file that you have uploaded. Please review
the information carefully before proceeding. You may edit the information on a line by clicking in the
field you wish to change and updating the value. You may also Delete a line by clicking the Action link
on the line and selecting Delete. Once the file is satisfactory, you will click on the Process button.

v3 V3 Employer Self servic X+ - (m) X

& > 0O ‘ 8 fundoffice.org. Y ‘ = ¥Z O

0090010 Sample Electric Co | Logout
\J\L\\ E I BENEFIT  SAMPLE ELECTRIC CO. (0090010)

FUNDS

SERVING THE CHICAGO ELEGTRICAL INDUSTRY SINCE 1930

Details

Save Cancel

File Name Work Report Import File Load Dale  07/08/2017
Import Description June 2017 CONSTO1 Work Report
Import Status ot Processed Processing Status Ready

Summary Details

Import Detail Status: | All ~ | Exception Filter Al ~|  Display Rows: From To: Show Deleted Rows: [
Tools SeqNo  Import Message | Import Detall Status eeibod
ag
Actions 1 Not Processed
New Row  Set All o Resubmit | Set None to Resubmit || Process ~ Void || Download
Tools SeqNo  Import Message | Import Detail Status Elesubmil Header ID Contractor Code  Billing Entity Code Agreement Code  employee Type  SSN Last Name First Name
ag
Actions 2 Not Processed 0000000001 0080010 0080010 CONSTRO1 M 999989908 SAMPLE EMPLOYEE A
Actions 3 Not Processed 0000000001 0080010 0080010 CONSTRO1 M 999999996 SAMPLE EMPLOYEE 8
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After the report has processed, you will be able to see any errors that have occurred. If the header or a
detail line has produced an error, it will show in the Import Detail Status column. If a line has errored,
click on the Actions link and select Show Errors to be taken to the Import Errors and Exceptions screen.

v3 V3 Employer Self Servic X+

&< > 0O A

fundofiice.org

A E T

SERVING THE CHICAGO ELEGTRICAL INDUSTRY SINGE 1930

Details
Save  Cancel
File Name Work Report Import
Import Description June 2017 CONSTO1 Work Report
Import Status ot Processed

Summary Details

Import Detail Status: | All
Tools

SegMNo  Import Message Import Detail Status

Actiot 1 Not Processed

Tools SegMNo  Import Message Import Detail Status
Actions 2 Not Processed
Actions 3 Not Processed

New Row  Set All o Resubmit ~ Set None fo Resubmit | Process

SAMPLE ELECTRIC CO. (0090010)

File Load Date 07/08/2017

Processing Status Ready

~ | Exception Filter Al

Resubmit
Flag

Void | | Download

Resubmit Header ID Contractor Code
Flag

0000000001 0030010
0000000001 0090010

v

Billing Entity Code

0030010
0090010

Display Rows: From

Agreement Code

CONSTRO1
CONSTRO1

employee Type

JM
I

To:

SSN

999999998
999999996

- o x
*¥| = % QO

0090010 Sample Eleciric Co | Logout

Show Deleted Rows: []

Last Name First Name
SAMPLE EMPLOYEE A
SAMPLE EMPLOYEEB

If errors or exceptions have occurred during the processing of the report, they will show in the screen

below.

V3 V3 Employer Self Servic X 4

& > 0O |Aa

fundoffice.org,

FUNDS

SERVING THE CHIEAGD ELECTRICAL INDUSTRY SiNcE1930

QR E T eeneer

Import Errors and Exceptions

Close
Import Work Report Import Comment
Import Id 2173
Import Status: Not Processed Created By:
Processing Status: Ready Updated By
Messages
Tools Seq... Message
M| 4 Page 1 of 1 PM &
Errors
Tools SeqNo Msg Parms
M| 4 Page 1 of 1 [ | &
Exceptions.
Tools SeqNo Msg Pamms

SAMPLE ELECTRIC CO. (0090010)

June 2017 CONSTO01 Work Report

0090010 on 07/08/2017
0090010 on 07/08/2017

- 0o X
| = ¥ O

0090010 Sample Electric Co | Logout

He data to displz

He data to disple
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You may also create a formatted import report by clicking on the Tools link and selecting Standard
Import Report as below.

V3 V3 Employer Self Servic X 4

e« = 0O ‘E, fundoffice.org {(‘ =

| \JL\\ BENEFIT  SAMPLE ELECTRIC CO. (0090010
T EIT st

FUNDS

SERVING THE CHIEAGE ELECTRICAL INDUSTRY SINCE 1930

0090010 Sample Electric Co | Logout

Details &/ %
|

| save | Cancel

File Name Work Report Impart File Load Date  07/08/2017
| Import Description June 2017 CONSTO1 Work Report
Import Status Nt Processed Pracessing Status Ready

Summary Details

| Import Detail Status: [l ~ | Exception Filter all ~|  Display Rows: From To: Show Deleted Rows: [
|
Tools SeqNo  Import Message | Import Detail Status Resubmit
Flag
Actions 1 Not Processed

New Row et All fo Resubmit ~ Set None to Resubmit Process ~ Void Download

Tools SeqMo  Import Message | Import Detail Status Resubmit  Header ID Contractor Code Billing Entity Code Agreement Code  employee Type  SSN Last Name First Name
@ Export v (=
I—E,L Modify Not Processed 0000000001 0090010 0030010 CONSTRO1 JM 999999998 SAMPLE EMPLOYEE A

[ View Row Not Processed
£\ Revert Seftings
8} Advanced Sort

i Reports 3 Standard Import Report

0000000001 0090010 0080010 CONSTRO1 I 999999996 SAMPLE EMPLOYEE B

The report will open as a PDF file and will show the detail as below.

Standard Import Details Report
For 2173 June 2017 CONSTO01 Work Report

Parameters As Of Date: 07/09/2017
Detailed Record Status: All Generated On:  07/09/2017 21:37:31
Sort By: Record Seq No Page1of 1
Import Record Seq No Data String Detail Record Status Error Message
1 00000000010090010009001000002N06012 Processed Successfully
017
2 000000000100900100090010CONSTRO1  Processed Successfully
JM999999998SAMPL
3 000000000100900100090010CONSTRO1  Processed Successfully
JM999999996SAMPL
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6.2.2 MAPPED WORK REPORT
Instructions/Functionality for the Mapped Work Report import are currently being developed. Please
check back soon.

6.3 FILE HISTORY

Clicking on the File History button will open a screen where you are able to review files which have been
uploaded. If you chose to not process a given file, it will show on this screen and can be voided by
clicking on the Action link and selecting Void.

| va V3 Employer Self Servic X | + - o X

e« = O ‘E, portal fundoffice.org/v3prod/app# f}(‘ = ¥ & -

| \JJ—\'\ 'I BENEFIT  SAMPLE ELECTRIC CO. (0030010)
[ EI FUNDS

sssssssssssssssssssssssssssssss SiNcE1930

0090010 Sample Electric Co | Logout

File History =
i
| Close

Import Name: | 4l v|  DateRange: 05/10/2017 @To | o7j09/2017 [&]
| status Al -
I

Tools  ImportHeaderid Status ProcessFlag  ImportName  Import ImportStat  Process Start  Performance

= Description Date Date Report

| Actions 2173 Processed Su.. Completed Work Reportl.. June 2017 CO.. 07/0912017 07/0912017 O

/7 EMPLOYER INFORMATION TAB

Documentation To Be Completed Soon

7.1 BILLING ENTITY INFORMATION
TBD

7.2 EMPLOYER INFORMATION
TBD

7.3 EMPLOYER CONTACTS
TBD

8 ROSTER TAB

The Roster functionality is currently being developed by our vendor and will be added to the site once
complete. Please check back soon for this enhancement.
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9 DOCUMENTS TAB

Documentation To Be Completed Soon

9.1 FOLDERS
TBD

9.2 DOCUMENTS
TBD
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10 APPENDICES
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