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EMPLOYER SELF- SERVICE

eOne System
¢100% Control

eSearch Engine

eImport Files



@ ESS Overview



ESS OVERVIEW

Employer Self Service (ESS) runs on any high
speed Internet connection, but runs best on
Mozilla Firefox with the preferred version ESR
60.8.0.

ESS is used by employers to:
= Report to:
= 32BJ Funds
= SEIU Local

» Update Roster Information, add new hires,

create and pay invoices, upload invoice files.



ESS OVERVIEW - HOME PAGE

ESS Homepage has 6 sections

2. Shortcut Menu

4001 - ACME JANITORIAL SERVICES

Shortcuts Home

Create Invoice
Process New Hire

o

Upload a File News
Help and Support

~

3. Navigation Menu

Menu

Roster -
Invoices

Payment Processing
Transactions

Uploaded Files

Employer Administration B Fiter [@Export
Her | o]
Accounts i

Employer Information Account Name Work Location Name

Last Logon 09/21/2014 | Account | Logout

1. Account Settings

Welcome Robert Brown 09/24/2014

5. Alerts

Alerts

= August 19, 2014 Reminder: You have Delinguent Accounts. You have not X
released and/or paid BCls for all of your accounts for the July reporting
period and they were due on July 20, 2014, you may aiso have delinquent
401(k) Invoices.

= August 19, 2014 Reminder: You have not released and paid BCls for all of X
your accounts for the last July reporting period and they are due on August
20, 2014

= Your request via Contact Us has been routed to the appropriate X
department, WF # 200027

Account # [ Balance . Actions

Motify Us ACME JANITORIAL SERVICES
3100 Horizon Drive-Suburban 3100 Horizon Drive 29673
Reports Contractors Agreement

ACME JANITORIAL SERVICES
2500 Renaissance Bivd-Suburban 2500 Rensissance Bivd 20674
Contractors Agreement

ACME JANITORIAL SERVICES
2201 Renaissance Boulevard- 201 Rensissance Boulevard 29683
Suburban Contractors Agreement

ACME JANITORIAL SERVICES
1001 Cedar Hollow Road-Suburban 1001 Cedar Hollow Road 29684
Contractors Agreement

ACME JANITORIAL SERVICES
100 Chesterfield Parkway-Suburban 100 Chesterfield Parkway 29685
Contractors Agreement

r Account Summary

50.00 Transactions | Profile
S0.00 Transactions | Profile

S0.00 Transactions | Profile




ESS OVERVIEW

Account Settings
Las’[Lngngnut

9522 - InvestGroup 1 [Change Employer] Welcome John Doe 04472014

Account Settings

You can update your pazsword, email as wel az 3 variety of other settings that affect your user accourt.

Reset Password Ipdate Email Address

FlEF=ErememBer to frequently update your password.  Your e aoidress 1T our primary means of
communicating with you. Please make sure that you keep

Update Security (Questions

Your SECTRY quemns are used when you forget your

it upto date.
pasaword.

Haome



ESS OVERVIEW
Roster

View employees by individual
account or select “All” to see all
employees

9522 - InvestGroup 1 [Change Employer] Welcome ESS USERTH 04172014

Shorteuts

[ Create Invoice Roster

L Process Mew Hire

The information belovy represents vour employes roster. You can use the fiter options to across all accounts, oF narrowy it down

& Uplosd = File to & specific accourt. Click an Details to view information about any On Leave records and Wage

]
Help and Supp Account: A&l v

Menu O~
Home ] ]
@ E Filber (8] Recaords (= Frint £ Export
Termination Termin ati
, []  action D # 5N Hame Status Hire Date | - ool Eminaien Job Type
Irvoices [ ate Reason
Paymert Processing ) ) .
[] Detail: »+ 15709040 7909 GARCIA, RAHMAN & Fuctive 0201/1936 Full Time
Tranzactions
Uplozced Files [ Details + 41579080 3002 FERREIRA, LUIGI Active 10/11/2012 Full Time
Employer Adminiztration
Accounts [l Details » 1578051 3518 MOROCHD, MARINDER Active 0932010 Full Time
Employer Information
i [ Details » 1578220 1895 HERMANDEZ, JOSEFH A Active 02 42004 Full Time
Motify Us
Reports
[]  oDetail v 1570186 2124 VELEZ JR., JASON Active 0301/1936 Full Time
£ [ 3

Showing Records 1 -5 of &



PROCESSING ROSTER CHANGES

1. Shortcut menus enable you to Process a New Hire
2. Drop down menus allow for changes in status for existing employees

4551 - ACME JANITORIAL SERVICES 1' Add NEw em ployees Welcome ROBERT BROWN 11/01/2014
to a roster by using
Shortcuts
s Roster these shortcut menus
Process New Hire
The information below represents your ep gster. You can use the filter options to view this across all accounts, or narrow it down
= Uploddarie to a specific account. Click on Details ormation about any On Leave records and Wage Rates.
? Help and Support
Account: All Ds
Menu fo 3 I
Home :
Process New Hire . : : . !
Roste inati inati
SSN Name Status Hire Date Eel;mlnahon ;ermnnatlon Job Type
Invoices e gason
FapmentEsocessig Delails 31008 - GABROSA SHELLY Active  02/01/2009 Part Time
Transactions Job Change
Uploaded Files etails Terminate AN Active 06/10/2013 Part Time
Employer Administration
Details |y Transfer 1A Active 11/18/2013 Part Time
New Leave /End Leave
2. Use drop down menu to Lo Active 050172014 Part Time
New Wage Rate
make changes to existing Mocify  Delee Wage Rate MY actve 05012014 Part Time
employees on a particular Modify Job Type / Class
¢, ESTHER Active 10/02/2014 Full Time
roster Modify / Delete Leave
Modify / Delete Hire Date e SipRm e




PROCESSING A NEW HIRE

Shortcuts

Please search for Participant using both Participant SSN and DOB together or Person ID.

[ Create Invoice

L Process New Hire

& Upload a File
Date of Birth:

7 Help and Support 01/01/1990 =
SSN: 999998888

Menu Person ID:

; Back Reset
Invoices

Shortcuts

Create Invoice Enter Member Information

]
2
& Upload a File

7 Help and Support

Process Mew Hire
This member does not exist in our records. Please refine your search or click "Mext’ if you wish to create a new Participant.

Back Cancel

Shortcuts

[7 Create Invoice

Select Participant

Process Mew Hire
£ One or more records were found that matched your search. Please select a participant and click "Next' button.

& Upload a File

7 Help and Support
. ep 'E Fiter [£] Records B Export
Person ID Name Date of Birth City State Current Employment Status
Menu —

Invaices

Payment Processing Back Cancel -

Transactions

Uploaded Files

. . If you wish to create a new Paricipant click here.
Employer Administration



ESS OVERVIEW

Invoices

4522 - InvestGroup 1 [Change Employver] Welcome ESS USER10M 04472014

Shorteuts Pending Invoices

[ Create Invoice

Below iz a list of invoices that are in 'Pending' status. That means that the invoices have not vet been submitted to the fund office and they
] are availahle for editing. Pleaze click Detailz=Edit to modify the invoice data. When yau wish to send the invaice to the fund office, please
& Upload a File click the 'Submit' button.

7 Help and Suppart

L Process Mew Hire

Accounts: Al w
Menu
Invoices
Home
Roster i AT i intiar: | Al
Activity Date Range: Ime % Ireeoice & Trans, Description: bt
ParymrEm F Filter I.‘EHFIDTIZ
Tranzactions |:| Actions Trans# Inwaice & Trans, Descriptio Trans Type Rpt. Period Start Rpt. Period End

ploaded Files
Emplover Adminiztration |:|
Accounts

279104 Bl Original 00152014 OH30/2014
Emplaver Information
Matify Us

Reports

Detail= 379100 BCI

New Invoices in ESS:

ADF Invoice
Pending invoices have not

yet been submitted, and . , UDI Invoice
; Release Create [nyvoice Create Adustment

may be edited by clicking
on “Details” 10



ESS OVERVIEW
Adjustments/Rebills

4522 - InvestGroup 1 [Change Employver]

Shorteuts

% Create Invoice

2L Process Mew Hire
& Upload a File

7 Help and Support

Menu

Home

Tranzactions

ploaded Files
Emplover Adminiztration
Accounts

Emplaver Information
Matify Us

Reports

Pending Invoices

Welcome ESS USERT01 04472014

Below iz a list of invoices that are in 'Pending' status. That means that the invoices have not vet been submitted to the fund office and they
are availahle for editing. Pleaze click Detailz=Edit to modify the invoice data. When yau wish to send the invaice to the fund office, please
click the "Submit' buttan.

Accounts: Al

Invoices

Activity Date

F Filter I.‘EHFIDTIZ

Ireenice & Trans. Description; | Al

b

|:| Actions Trans# Inwaice & Trans, Descriptio Trans Type Rpt. Period Start Rpt. Period End
|:| Detail= Fraim Bl Original 00102014 Q302014
|:| Detail= 379100 BCI Original 00102014 Qp302014
£ ] >
Showing Recards 1 - 2 of 2
Delete Releaze Create [nvoice

Create Adustment

11



ESS OVERVIEW

Payment Processing

9522 - InvestGroup 1 [Change Employer] Welcome ESS USERTM 04172014

Shortcuts = = t

rocess Fayments
[ Creste Invoice y
4 FProcess New Hire Below iz a list of released invoices with an open balance that need to be paid or allocated. To apply a paymentiallocation to the invaice,
&, Upload & File zelect one or many invoices of the same invoice type and click the Make Paymert’ button. If you wish to review the invoice details plesse
> Help and Support click the “iew Detailz' link in the action calumn. If you wish to reviewy prior monetary allocations for the invoice please click the "“iew
Balance' link in the action column

Payment

Processing :
Hotne tivity Date Range: | Al Time b

Menu

E Filter (Bl Recards & Frine &0 Export

D Dretails Inaice & Tranzsaction Imr-:-lu?e & Trans. Due Date | Acoountd - Hame Original Am-:-.
Type Crescription Amount Fai

Uploaded Files

Employer Administration

40332 - InwestGroup 1-1 East 66th Street-RAB

Accournts F]
Apartment Building Agreement haster

A0 K Invaice 072094
Employer Information
Motify Us

Fepartz

0333 - InwestGroup 1-1 East 66th Street-RAB

esident ManagersfSuperintendents
nz it

D Wi 37107 Original A0k Invaice Bl

£ | i

Check the box and click -
“View” to see details of a

released invoice that

needs to be paid 12



ESS OVERVIEW

Payment Processing

9522 - InvestGroup 1 [Change Emplayer] Welcome ESS USERT01 0441772014

Shorteuts C | t P t
[ Creste Invoice omplete Faymen

4 Process New Hire Pleaze review your list of invoices included inthis payment. If correct, pleaze zelect the 'Complete Payvment: ACH' button to intiste your

& Upload & File secure payment process. If you would ke to change your included transactions, please click the 'Back' buttan.

" Help and Support Employer; 09522-InvestGroup 1

Menu (B Records & Frine & Export

Home Invoi Total D
ales Reporting Feriod Star Date Reporting Feriod End Date Cue [rate Transaction Type  Invoice Type phal s

Roster # Amount

Invoice 278104 03012014 03312014 042002014 Original BCI $5,002 60
379105 03M01/2014 03/31/2014 04202014  Qriginal BCI $1,250.65

Tranzactions m

plogded Files

Employer Administration

Accourts

Employer Infarmation Tetal Due Amourt: $6.253.25
Motify Us

Reports

Back Complete Payment; ACH

13



ESS OVERVIEW

Transactions

4551 - ACME JANITORIAL SERVICES

Shortcuts

[} Create Invoice
2 Process New Hire
& Upload aFile

Transactions

Home

Welcome ROBERT BROWN

Transactions

Below is a list of Transactions and Released Invoices. You can filter this page using a variety of criteria. You can alsc view the
payment/allocation details of an individual transaction. If you wish to pay a Released Invoice, click on the ‘Pay link in the actions column.

65432 - ACME JANITORIAL SERVICES -1001 Cedar Hollow Road-Suburban Contractors ;¥

Roster
Invoices

4 Transactions

Uploaded

Balance: _ All Balanoes

Transaction Types: | All

Check the box and click
“View” to see details of a

Activity Date: All Time

[ [ ] [E] [&]

Status: Open

Employer Administration
Accounts
Employer Information

Original Balance:  $1,244.50 released inVOice that
Remaining Balance: $1,252.84 needs to be pald

Motify Us Ia Fiter (2] Records | % Export I

Reports

E] Actions Trans # | Trans Type | Invoice & Trans. Descriptiop St Bacd: | F5. Daro

Start Stop
29684 - EASTERN JANTORIAL SERVICES-1001 o
= Cedar Hollow Road-Suburban Contractors 0S/01/2014 09/30,
View Allocation Details Agreement
Pay Lo Duies and Fess 29684 - EASTERN JANTORIAL SERVICES-1001
O ‘ e Cedar Hollow Road-Suburban Contractors 09/01/2014  09/30,

View Participant Details | Agreement

14



ESS OVERVIEW
Uploaded Files

9522 - InvestGroup 1 [Change Employer] Welcome ESS USER101 044172014

Shortcuts

[ Create Invoice
2 Process New Hire

Uploaded Files

The grid below contains all uploaded files by users in your organization. If you are processing a file and you find errors, you can use the
& Upload aFile ‘File Details’'section to make corrections. Once you have corrected all errors, click the Validate® button. If the system validates the file
2 Help and Support without errors, you can then click the ‘Process’ button to load the data into the system. Please note that data rows in the file will process
even with Warning' messages, but will not process with ‘Exceptions’.

Menu
Status: Al I~
i Date R Al Ti [v]
Activity Date Range: ime
Roster Y )
Invoices Upload New File Refresh
Payment Processing f£] Fiter (] Records (& Bxport
ot Imported Process | [ [ Processed | . . ol
Date | status | Status File Type | Date ‘ File Description Records Descnptlon: Action
Not UDI and ADF Employee roster as of 3
11/01/2014 Ready 3 1 Details /Process
Accounts Processed Invoice Import Nov. 5, 2014
Employer Information Not UDI and ADF
l-) ¥ 10/24/2014 Ready Processed Invoice import Test of File uplead 4 Details /Process
Motify Us

Reports




ESS OVERVIEW

Uploaded Files

Shortcuts

[ Create Invoice

£ Process New Hire
&, LUpload a File

? Help and Support

Menu

Home
Roster
Invoices
Payment Processing
Trapnsactis —
Uploaded Files

Accounts

Employer Information
Matify Us
Repors

9522 - InvestGroup 1 [Change Employer] Welcome ESS USER1M

Upload a File

File Type: | UDI and ADF Invoice Import [=]

File: Mo fle selected.

File
Description:

Employer 1D:

Account | Logout

04172014

SEIU Local 328J Privacy Policy and Terms of Use | 32BJ Funds Privacy Policy and Terms of Use

16



ESS OVERVIEW

Uploaded Files

Upload | Pass the validation checks to ensure the file

meets the specifications

Process Correct any validation errors to ensure the details
meet the file specifications

Release Submits pending invoice to ESS; this completes
the file submission. Invoice is ready for payment

17



ESS OVERVIEW- EMPLOYER ADMINISTRATION

Employer Administration

9522 - InvestGroup 1 [Change Emplayer]

Shorteuts
[ Creste Invoice
L Process Mew Hire
& Upload & File
Help and Support

Menu

Home:

Foster

Inwoices

Payment Processing

Tranzactions

Accounts

Emplayver Infarmation

Motify Us
Feparts

Welcome ESS USERTO1 044772014
Employer Administration
Thiz page allows you to add, delete, and update contacts.
Employer Contacts
Add
(8] Records & Fring & Export
User HMamea Hamea Statuz | Role ok Phone  Email Actions
ESSUSER101  SANCHEZ, SUSAM  Active  Primany General Contact ESSUSERI0M @WITECH.COM Edit | Delete
USERDA DOE, JOHH Aotive  Primary General Contact ESSUSEROT@WITECHINC.COM Edit | Delete
Account Contacts
Account: 40332 InvestGroup 1-1 East B6th Street-RAB Apartrment Building Agreement b azter ¥
Add
(8] Records & Frine & Export
User HMamea Hamea Status Rola ok Phone Email Actions

18



ESS OVERVIEW
Accounts

5527 - InvestGroup 1 [Change Employer] Welcome ESS USER10 04417720114

Shorteuts A .
[% Create Invoice cocounts

L Process Mew Hire

) Accourt: | 40332 InwvestGroup 1-1 East B6th Street-RAB Apartment Building Agreement b aster 0
& Upload a File

7 Help and Support
Account Information

Select work address location to view

Menu

A, it Ioi: 40532 . H

) Erou different accounts for this employer
Qme Cocde: 40332

Roster Account Mame: InvestGroup 1-1 East 6Eth Street-RAB

Invoices Apartment Building Agreement Master

Parytment Processing Accourt # a522-114250-225 Status Date:

Tranzactions Account Effective Date: Jun 1, 2013 Account Stop Date:

Uplosded Files Diztrict: Mewe York Metro Type Of Wiark: Residertis|

Employer A ompinisteation
S ———— e —

Sector: Apartment Sub-Sector:

 Acocounts # of &ctive Participants: 4
Empln:q.-'e IPTTOT PRI
Hatify Us
Reports Work Location Address

1 EAST BETH STREET
MEMN Y ORK, MY LS 10021 -0000

Contacts

The followwing people and organizations are designated az official account contactz.

E Fiter (# Records © Fripe & Export

Hame Title Fhone Em ail Fender Actions

Showing Records 1 -0 of 0

Add Contact
19



ESS OVERVIEW

Employer Information

9522 - InvestGroup 1 [Change Employer] Welcome ESS USERTH 41T 2014

Shortcuts

[ Create Invoice

L Process Mew Hire
&, Upload a File

? Help and Support

IMenu

Harme

Roster

Invaices

Payment Processing
Transactions

Uploaded Files
Emplayer Administration
Account

Motify Us
Reports

Employer Information

Demographics

Employer #: 09522 Employer Mame: InvestGroup 1
Federal Tax koo 00-000:5001

*Displays employer Name, Employer
Number, Tax ID, Business Address

—
E dit

Address and Contacts

* . . .
1515 itor Drive Allows information to be edited
MEW Y ORK, MY 1S 1001 3-0000 o - S

E dit

Contacts

E Fiter (B Records & Frine 5 Enport

Hame Rale Fender ok Phone Em ail Action
Sanchez, Susan Frimary General Contact Female ESSUSER101@WITECH.COM Edit | Crelete
Doe, John Frimary General Contact hlale ESSUSERO1@WITECHINC. COM Edit | Delete

Showing Records 1 -2 of 2

Add Contact

20



ESS OVERVIEW

Notify Us

8522 - InvestGroup 1 [Change Emplayver)

Shortcuts
Notify Us

[ Create Invoice
X Process Mew Hire
X Upload a File
7 Help and Support

*Reason:

Work Location Code:
Menu Waork Location Name:
Home Account #
Roster ldiMew Employer Mames:
Invoices Comments:
Payment Processing
Transactions Add Mew

Uploaded Files
Employer Administration
Accounts

Employer Information

Reporis

* Effective Date (of Change):

Welcome ESS USER1M 044772014

Roster Information File must be
received within 20 days from the

effective date of the account
change.

21



ESS OVERVIEW

w=i) SEIU

BENEFITSE

10478 - InvestGroup22 [Change Employer]

Shortcuts

[ Create Invoice

X Process Mew Hire
& Upload a File

7 Help and Support

Menu

Home

Roster

Invoices

Payment Processing
Transactions

Uploaded Files
Employer Administration
Accounts

Employer Information
Contact s

>

Reports

Report ESS Account Status Change Report
ESS Account Status Change Report

Select

Employer ACA1095C Detail Report

Employe
P%%| Tnvoice Details 3281 FUNDS Report

Account . ]
Invoice Details 32B] UNION Report

Invoice 7
Motify Us Workflow Report

Transac

Participant Roster Change Report
Reporting Period Start Date: | mm/ddiyyy j

Report Period End Date: mmiddiyyyy j

Invoice Status: Released . . .
oleE S — e =] Select report criteria, such as Report
Transaction Status: Closed a 9
Type, Date of Reporting Period,
Invoice and Transaction Status
Show Report

22



Reports

ePre-payment Reports by One Account or
All Accounts for benefits or dues

ePost-payment Reports by One Account or
All Accounts for benefits or dues

eEmployer ACA 1095C Details

—
eNotify Us Workflow created / —
eMember Status Changes —

oESS Account Status Changes 23



AGENDA

,'j Chase Pay Connexion

24



32B]
Employer Self Service (ESS)

How to process payments using

Chase Pay Connexion

‘ > PLAY
_J VIDEO


http://www.32bjfundsemployer.org/Portals/3/ESS/ChaseVideo_10-27-2017.mp4

AGENDA

'j Demo Exercises
S

26



DEMO EXERCISES

ﬂ Processing Participant
ﬂ Processing Roster Changes

ﬂ Invoice Processing

ﬂ Payments

27



AGENDA

ESS Overview
Chase Pay Connexion

Demo EXxercises
¥4 Recap

28



RECAP

Process New Hire
Process Employee Status Changes

Create, Process and Pay an invoice, Review
Transactions

Account Changes —Notify Us
Reports

29



ONLINE INTERACTIVE TRAINING

Employer Self-Service (ESS)
"} ESS M. The Employer Self-Service (ESS) is a web- Quick Links

based system used by Employers to maintain
employee roster information, remittance of

] ) o m Schedule your Workshop for ESS Union
Maintain employee information and pay required Benefit Fund Contributions and 401

i Implementation
remittances — with a Click of a Button! (k) wage deferrals. In the near future, Union
Dues and ADF wage deferrals will also ESS Interactive Training
made via ESS. m Employer Seli-Service (ESS) Training

Powerpoint

m Employer Self-Service (ESS) User Quick
Guide

B Report A Change To Your Account
®  Proofpoint Encryption User Guide

30






Employer Self-Service Trainir
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- - o et ot et o
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