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ESS Security Administration Rules

* Usernames are system generated.
 E-mail and Phone Number are required.
* Users are limited to only one security role.

* Access can be granted for all or specific accounts.



Content

Select any link to access the content of each section.

* New User Access O




New User A

- Roster
Invaices
S Payment Processing

|_|:| Transactions

2

Uploaded Files

Employer
Administration

Accounts

D &) m

Help and Support

L

Reports

Notify Us

1
dl

Employer Information

Create an Invoice >

Process a New Hire >

Upload a File >

Help and Support >

(B 12695 - InvestGroup1 )

s

News Alerts

Title Name
Date

No data found
No data found

From the Home page click on

Employer Administration

Account Name
InvestGroup1
InvestGroup1-211 MERRIMACK ST-MCNE Me Too Suburban Area Prevailing Wage Submaster

InvestGroup1-1121-1127 Broadway-Master RAB Commercial Building Agreement

32BJ Funds Privacy Policy and Terms of Use >

ESSUser01 a @ @ 2

Notifications  Help Center Profile Logout

Summary
Export Grid ‘o @
Filters
Work Location Name Account Status
Active
211 MERRIMACK 5T Active
1121-1127 Broadway Active



New User Access

':/E 12695 - InvestGroup1 \] ESSUser01 ‘ @ @ a

ks > Motifications  Help Center Profile Logout

A Home Employer Administration Add User Export Grid h|
Filters

"o
=% Roster Filter: User Access (ALL or SPECIFICA.. €  Sort: Full Name (Ascending) €

Invoices This page allows you to add and update contacts and users, user roles, and security access.
$ Payment Processing Full Name User Name Security Role User Access Registered
ESSUser01 ESSUser01 > ESSUSERO1 Employer Administrator ALL Yes
|_D Transactions
Jennifer Toomey > JTOOMEY Full Access Except User Management ALL No
Uploaded Fil
ploaded files User01 User01 > USERO1 Employer Administrator ALL Yes

E Employer
Administration

“ Accounts

E Employer Information

M) Help and Support

B Reports Click Add User in the top right corner.

=, Notify Us

32B.J Funds Privacy Policy and Terms of Use >



New User Access

Add User

Identification

Identification

Please enter the following infarmation so that the new user can register and create the account.

Search

First Name* I Last Name*

Enter the First and Last name, then
click select Search.

Cancel



New User Access

Add User

Verification

Identification
Please enter the following information so that the new user can register and create the account.

First Name* Last Mame*
. Search
james brown

No user was found matching the information provided. Please verify the information and search again. Otherwise, you can continue adding a new user.

No data found

Continue Adding a New User

~

No user is found matching the
information provided. To create a new
user, click Continue Adding New
User.

——

Cancel




New User Access

Add User

Confirm

Identification

Please enter the following information so that the new user can register and create the account.

Fim e r Search
Complete the New User Information
by entering the Contact Role, Phone

Number, and Primary Email.

No user was found matching the infor

No data found

Continue Adding a New User

First Narme Last Name
james Middle Name brown| Title Contact Role

Primary Billing Contact

Primary General Contact

Edit Contact Info
32B.J Union Billing

Country 32B. Funds 401 (k) Billing

I . .
us + Work Ext Primary Email 328 Funds BCI Billing

Primary Phone ] Primary Email ] Executive/Delinguency Billing Contact

Legal Correspondence Contact

Country 32B64J Union Dues & IFEE Billing
us ~ Mobile Ext 32BJ Union ADF Billing

32BJ Decumentation Request/Electronic Files

Primary Phone ]

32BJ Emiployee Info (Dues & ADF Cards)

Cancel

Jzer Name will be generated.




New User Access

Add User X

Confirm

Identification

Please enter the following information so that the new user can register and create the account.

First Name* Last Name*

. Search

james brown
Mo user was found matching the information provided. Please verify the information and search again. Otherwise, you can continue adding a new user.

Mo data found

Continue Adding a New User

First Name Last Name Title Contact Role User Name will be generated.
james Middle Name brown HR Manager Primary General Contact -

Edit Contact Info

Country Work* Primary Email
us ~ (212) 388-3354 Ext dummyemployerservices@32bjfunds.com

Primary Phone ‘ Primary Email ‘

Country
us « Mobile Ext

Primary Phone ]

=




New User Access

Add User

Confirm

Country

us ~ Mobile Ext

Primary Phone

ecify in the dropdown below whether access for this user should be at the Employer level, or, for specific Accounts. K \
e ‘ ‘ e Emeley pectie fecount From the dropdown menu, select the

In the User Roles section, please define the Security Role for this user.

Srant Al Access User Access:
Grant All Access — User will have
Grant All Access access to all accounts at the

Grant Specific Access

1 Employer level.

Grant Specific Access — User will

L Employerinvoiee Brocessor have access only specific account(s)
Employer Payor assigned by the Employer

O
O Employer Processor Administrator.
[7] Full Access Except User Management

[ EmployerHR

Cancel




New User Access

UserRole Home Roster Invoices Payment Processing | Transactions Upl?aded Erpployer- Account Employfzr Notify Us
Files Administration Information
Employer Administrator X X X X X X X X X X
Full Access Except User
X X X X X X X* X X X
Management
Employer Payor X X X X* X
Employer HR X X X* X
Employer Invoice
X X X X X* X X
Processor
Employer Processor X X X X X X* X X
Reports ( \
User Role Invoice Details 32BJ | Participant Roster| Invoice Details Employer ACA1095C . . .
Funds Reports Change Report [32BJ Union Reports Detail Report These ngdS dlsplay a list of User Roles.
€€\,
Employer Administrator . . ; ; The “x” marks the tabs and reports for
Full Access Except User y y y y each User Role.
Management | ‘
Employer Payor X X X
Employer HR X X
: X* - Read
Employer Invoice . . . onl
Processor nty
Employer Processor X X X X




New User Access — All Accounts

Add User X

Success

Country
us ~ Mobile Ext

Primary Phone

Specify in the dropdown below whether access for this user should be at the Employer level, or, for specific Accounts.
In the User Roles section, please define the Security Role for this user.
User Access

Grant All Access -

User Role ~

Employer Administrator

Employer HR Check off the User Role to
Employer Invoice Processor aSSign. Then CliCk Complete.

Employer Payor
Employe[ Processor %

Full Access Except User Management

0o 0 0 0O O




New User Access — Specific Accounts

Add User

Confirm

Primary Phone @i

Country

us ~ Mobile Ext

Primary Phone

Specify in the dropdown below whether access for this user should be at the Employer level, or, for specific Accounts.
In the User Roles section, please define the Security Role for this user.
User Access

Grant Specific Access

User Role

Primary Email i)

I Employer Administrator I

[} Employer HR

Employer Invoice Processor

O

Employer Payor

O

Employer Processor

O

Full Access Except User Management

Accounts

Configure the user's access here.

User will have full access. Please click ‘Next to continue.

O 72453 INVESTGROUP1
O 72454 INVESTGROUP1-211 MERRIMACK ST-MCNE ME TOO SUBUREAN AREA PREVAILING WAGE SUBMASTER

I 74136 INVESTGROUP1-1121-1127 BROADWAY-MASTER RAB COMMERCIAL BUILDING AGREEMENT

-

Check off the User Role and the

Account(s) to assign. Then click
Save.

~

Fihers

Cancel




New User Access

(B 12695 - InvestGroup1 ) ESSUser01 a ® ) al
= = Notifications  Help Center Profile Logout
A Home Employer Administration AddUser || Export Grid ?9
Filters
*e
=% Roster Filter: User Access (ALL or SPECIFICA.. € Sort: Full Name (Ascending) €3
Invoices This page allows you to add and update contacts and users, user roles, and security access.
§ Payment Processing Full Name User Name Security Role User Access Registered
ESSUser01 ESSUser01 » ESSUSERO1 Employer Administrator ALL Yes
|_|:| Transactions
james brown » JBROWN4 Employer Administrator ALL No
Uploaded Fil
ploaded Files Jennifer Toomey > JTOOMEY Full Access Except User Management ALL No
Empl
E mphu?rer X User01 User01 > USERO1 Employer Administrator ALL Yes
Administration

ﬂ Accounts

E Employer Information
M| Help and Support
B

Reports

1
dl

Notify Us

(- )

You will return to The Employer Administration page,
where you will find your newly created user.

-—

32B.) Funds Privacy Policy and Terms of Use >




New User Access

New User Registration for SEIU 32BJ/32B) Benefit Funds Employer Self Service

v3locity_donotreply@32bjfunds.com
To @ DummyEmployerServices

Welcome to SEIU 32BJ/32B.J Benefit Funds Employer Self Service, james brown.

Your User Name is: JBEROWN4

Please click the link below to complete the registration process. This link will remain active for 24 hours. If it has expired, please contact your Administrator.

Click Here

Thank you,
32BJ Employer Relations . .
pioy The new user will receive a New User

Registration email. This email will

contain the system generated Username
and an active link for 24 hours.




Content

Select any link to access the content of each section.

* Revoking Access —




Revoking Access

a @ @ 3

(B 12695 - InvestGroup1 ) ESSUser01
= = Motifications  Help Center Profile Logout
A Home Employer Administration Add User || Export Grid ».|
Filters

1]
=% Roster Filter: User Access (ALL or SPECIFICA.. €  Sort: Full Name (Ascending) €

Invoices This page allows you to add and update contacts and users, user roles, and security access.
§ Payment Processing Full Name User Name Security Role User Access Registered
ESSUser01 ESSUser01 » ESSUSERO1 Employer Administrator ALL Yes
|_|:| Transactions
james brown > JBROWN4 Employer Administrator ALL No
Uploaded Fil
ploaded Hiles Jennifer Toomey > JTOOMEY Full Access Except User Management ALL No
Empl
mEE User01 User01 > USERO1 Employer Administrator ALL Yes

Administration

=]
ﬂ Accounts
.

i Employer Information

B ( )
M) Help and Support

= Locate and select the user’s
Full Name.

\—

Reports

=, Notify Us

32B.J Funds Privacy Policy and Terms of Use >



Revoking Access

ﬁ Home
&% Roster

Invoices

S Payment Processing
r|:| Transactions

Uploaded Files

E Employer
Administration

ﬂ Accounts
E Employer Information

!l Help and Support

= Reports

=~ Notify Us

(B 12695 - InvestGroup1 |

Employer Administration / User Info

User Details
Full Name Person ID Title
brown, james 5302847 HR Manager

Contact Info

Work - (Primary)

US e (212) 3883354

Primary Email - (Primary)

dummyemployerservices@32bjfunds.com

(" )

Click Update Security Role
and Assignments.

Primary General Contact

\—

32B.J Funds Privacy Policy and Terms of Use >

User Access Information
User Name
JBROWN4

User Access

Grant All Access

Security Role

Employer Administrator

ESSUser01 a @ (e} 2l

Notifications ~ Help Center

Update Security Role and Assignments

Resend Verification Email

Profile Logout

Login History

Reset Password



Revoking Access

User Access

Confirm Success

the user's access permissions and security profile here

User Role

Employer Administrator
Employer HR

Employer Invoice Processor

Click onthe User Access dropdown menu.

Employer Payor
Employer Processor

Full Access Except User Management

| Cancel ‘




Revoking Access

User Access

Confirm Success

Configure the user's access permissions and security profile here
User Access

Revoke All Access

Grant All Access

Grant Specific Access

Revoke All Access

|:| Employer Invoice Processor
[J Employer Payor

|:| Employer Processor

From the dropdown menu, select the
Revoke All Access. Then click Next.

[ Full Access Except User Management

‘ Cancel |




Revoking Access

Click Next to move forward.




Revoking Access




Revoking Access

(B 12695 - InvestGroup1 )

ESSUser01

@ O 6

Notifications ~ Help Center Profile

2l

Logout

¥

A Home Employer Administration Add User Export Grid i,
iiters
an Roster
Filter: User Access (ALL or SPECIFIC A... o Sort: Full Name (Ascending) o

Invoices This page allows you to add and update contacts and users, user roles, and security access.
$ Payment Processing Full Name User Name Security Role User Access Registered

ESSUser01 ESSUser01 > ESSUSERO1 Employer Administrator ALL Yes
r|:| Transactions

Jennifer Toomey > JTOOMEY Full Access Except User Management ALL No
Uploaded Files .

User01 User01 > USERO1 Employer Administrator ALL Yes
E Employer

Administration

ﬂ Accounts
E Employer Information

!l Help and Support

= Reports

= Notify Us r

~

You will return to The Employer Administration
page. The user information has been removed.

EEEEEESS————

32B.J Funds Privacy Policy and Terms of Use »



Content

Select any link to access the content of each section.

* Reinstating Access {7




Reinstating Access

ﬁ' Home

an Roster

Invoices

$ Payment Processing
r|:| Transactions

Uploaded Files

E Employer
Administration

ﬂ Accounts

E Employer Information
!l Help and Support

= Reports

= Notify Us

(B 12695 - InvestGroup1 )

ESSUser01

@ O 6

Notifications ~ Help Center Profile

2l

Logout

e

Employer Administration AddUser | ExportGrid | | 1~
Filter: User Access (ALL or SPECIFIC A... o Sort: Full Name (Ascending) o
This page allows you to add and update contacts and users, user roles, and security access.
Full Name User Name Security Role User Access Registered
ESSUser01 ESSUser01 > ESSUSERO1 Employer Administrator ALL Yes
Jennifer Toomey > JTOOMEY Full Access Except User Management ALL No
User01 User01 > USERO1 Employer Administrator ALL Yes

Click on the Filter icon.

32B.J Funds Privacy Policy and Terms of Use »



Reinstating Access

(B 12695 - InvestGroup1 | ESSUser01 a ©] (=) =)
N 4 Notifications  Help Center Profile Logout

# Home Employer Administration Add User Export Grid F:O
iters

Apply Reset x

..
an Roster Filter: User Access (ALL or SPECIFIC A... e Sort: Full Name (Ascending) o

Q_ User/Name

Invoices This page allows you to add and update contacts and users, user roles, and security access.
$ Payment Processing Full Name User Name Security Role User Access Registered Collapse All
. ALL ACCESS
ESSUser01 ESSUser01 > ESSUSERO1 Employer Administrator ALL Yes

F|:| Transactions

SPECIFIC ACCESS
‘ Jennifer Toomey > JTOOMEY Full Access Except User Management ALL No ‘
Uploaded Files ALL or SPECIFIC ACCESS
User01 User01 > USERD1 Employer Administrator ALL Yes
a8 Employer I / REVOKED I
Administration
Sort by
ﬂ Accounts
Username ~
E Employer Information
Ascending

Descending

-_l Help and Support
| 5

Reports Full Name = ~

Notify Us

1
(II

~ Ascending

Under User Access, select

REVOKED then click Apply.

32BJ Funds Privacy Policy and Terms of Use »



Reinstating Access

([ 12695 - InvestGroup1 \J ESSUser01 ‘ @ @ 2]
e Notifications  Help Center Profile Logout
(2]
A Home Employer Administration Add User Export Grid F:
ilters
a» Roster 3
Filter: User Access (REVOKED) € Sort: Full Name (Ascending) €
Invoices This page allows you to add and update contacts and users, user roles, and security access.
$ Payment Processing Full Name User Name Security Role User Access Registered
liames brown > JBROWN4 REVOKED No
|_D Transactions
Jay Wheeler > JWHEELER2 REVOKED No
k3 Uploaded Files
& up Sabrina Claudio > SCLAUDIO REVOKED No
E Employer
Administra
“ Accounts
E Employer Information

Help and Support

oL

Reports

=, Notify Us

(" )

Locate and select the user’s
Full Name.

\—

32BJ Funds Privacy Policy and Terms of Use >




nstating Access

ﬁ Home
&% Roster

Invoices

S Payment Processing
r|:| Transactions

Uploaded Files

E Employer
Administration

ﬂ Accounts
E Employer Information

!l Help and Support

= Reports

=~ Notify Us

(B 12695 - InvestGroup1 |

Employer Administration / User Info

User Details
Full Name Person ID Title
brown, james 5302847 HR Manager

Contact Info

Work - (Primary)

US e (212) 3883354

Primary Email - (Primary)

dummyemployerservices@32bjfunds.com

(" )

Click Update Security Role
and Assignments.

Primary General Contact

\—

32B.J Funds Privacy Policy and Terms of Use >

User Access Information
User Name
JBROWN4

User Access

Grant All Access

Security Role

Employer Administrator

ESSUser01 a @ (e} 2l

Notifications ~ Help Center

Update Security Role and Assignments

Resend Verification Email

Profile Logout

Login History

Reset Password



Reinstating Access

User Access

Confirm Success

Configure the user's access permissions and security profile here
Us

Revoke All Access

User Role

N Click onthe User Access dropdown menu.

Employer Processor

Full Access Except User Management

‘ Cancel ‘




Reinstating Access

User Access

Role

Configure the user's access permissions and security profile here

User Access
Grant All Access

I Grant All Access

Grant Specific Access

From the dropdown menu, select the User Access:
03 emlorer ot Froceeser Grant All Access — User will have access to all

D Emelorer Pever accounts at the Employer level.

D s s Grant Specific Access — User will have access only
specific account(s) assigned by the Employer
Administrator.

[ Full Access Except User Management

Click Next to move forward.

| Cancel |




Reinstating Access

Click Next to move forward.




Reinstating Access




Reinstating Access

A @ 6 3

Notifications  Help Center Profile Logout

s 5 (2]
A Home Employer Administration Add User Export Grid Filters Apply Reset l X
ifters

(B 12695 - InvestGroup1 ) ESSUser01

oo
= Roster Filter: User Access (REVOKED) € Sort: Full Name (Ascending) € Search by
Invoices This page allows you to add and update contacts and users, user roles, and security access.
; Full Name User Name Security Role User Access Collapse All

$ Payment Processing rity

Jay Wheeler > JWHEELER2 REVOKED
I_D Transactions

Sabrina Claudio > SCLAUDIO REVOKED No accolnts 2

Uploaded Files
Q Search

E Employer
Administration Registration Status &

ﬁ Accounts

Yes

111 Employer Information

f 118 r 1 No

NSRRI You will return to The Employer Administration i 2
B

Reports Managed Accounts

page. To view All and Specific Account access,
click on the Filter icon, then click Reset. A

=, Notify Us

32BJ Funds Privacy Policy and Terms of Use >




Reinstating Access

ﬁ Home

% Roster

Invoices

S Payment Processing
|_|:| Transactions

Uploaded Files

E Employer
Administration

ﬂ Accounts

E Employer Information
!I Help and Support
BE Reports

=, Notify Us

(B 12695 - InvestGroup1 | ESSUser01 a ®
s il Notifications  Help Center
Employer Administration Add User Export Grid Fn' Filters Apply
iiters
Filter: User Access (ALL or SPECIFICA.. € Sort: Full Name (Ascending) € Search by
Q,  User/Name
This page allows you to add and update contacts and users, user roles, and security access.
Full Name User Name Security Role User Access Registered
ESSUser01 ESSUser01 > ESSUSERO1 Employer Administrator ALL Yes Filter by

james brown > JBROWN4 Employer Administrator ALL No Accounts

Jennifer Toomey > JTOOMEY Full Access Except User Management ALL No Q_ Ssearch

User01 UserD1 > USERO1 Employer Administrator ALL Yes

r

32B.J Funds Privacy Policy and Terms of Use >

j

This page will refresh, displaying All
and Specific Access.

N—

Registration Status

Yes

No

Managed Accounts

Managed Accounts

Non-Managed Accounts

User Access =

ALL ACCESS
SPECIFIC ACCESS
~/ ALL or SPECIFIC ACCESS

REVOKED

Sortby

Username

Ascending

Descending

Full Name =

+~* Ascending

® =

Profile  Logout

Reset x

Collapse All



Content

Select any link to access the content of each section.

 Password Reset —




Password Reset

#A Home

- Roster

Invoices

$ Payment Processing
|_|:| Transactions

Uploaded Files

(B 12695 - InvestGroup1 | ESSUser01 ©) ) al
: - HelpCenter  Profle  Logout
Employer Administration Export Grid Fi:f
Filter: User Access (ALL or SPECIFIC A.. € Sort: Full Name (Ascending) €
This page allows you to add and update contacts and users, user roles, and security access.
Full Name User Name Security Role User Access Registered
ESSUser01 ESSUser01 » ESSUSERO1 Employer Administrator ALL Yes
james brown » JBROWN4 Employer Administrator ALL No
Jennifer Toomey > JTOOMEY Full Access Except User Management ALL No
Employer Administrator ALL Yes

Empl
g omeever User01 User01 > USERO1
Administration

ﬂ Accounts

E Employer Information
M| Help and Support

B2 Reports

=, Notify Us

r

Full Name.

Locate and select the user’s

\—

~

32B.) Funds Privacy Policy and Terms of Use >




Password Reset

ﬁ Home

&% Roster

Invoices

S Payment Processing
r|:| Transactions

Uploaded Files

E Employer
Administration

ﬂ Accounts

E Employer Information
!l Help and Support
5 Reports

=~ Notify Us

(B 12695 - InvestGroup1 |

Employer Administration / User Info

User Details

Full Name

brown, james

Contact Info

Work - (Primary)

US e (212) 3883354

Primary Email - (Primary)

dummyemployerservices@32bjfunds.com

Person ID

5302847

Edit

Title Contact Rele
HR Manager Primary General Contact

Edit @

[ )
Click on the

Reset Password
button.

 —

32B.J Funds Privacy Policy and Terms of Use >

User Access Information
User Name
JBROWN4

User Access

Grant All Access

Security Role

Employer Administrator

ESSUser01 a @ (e} 2l

Notifications ~ Help Center

Update Security Role and Assignments

Resend Verification Email

Profile Logout

Login History

Reset Password




Password Reset

The Reset Password wizard will
display. You can create a new
password, but they must meet the
following requirements:
e * Password should have minimum
. Pasevershoutd heve T of 1 pinartcheraes of 8 characters.

+ Password should have a minimum of 1 non alpha numeric character

i sy 0 FessiekisisliE eve e

« Password cannot be set to any of the previous 4 passwords maXImum Of 24 CharaCte rs.

* Password should have a
minimum of 1 numeric character.

* Password should have a
minimum of 1 non-alpha numeric
character.

 Password should have a
minimum of 1 lower case letter.

 Password cannot be set to any of
the previous 4 passwords.

| cance | [[save | After entering the new password,

click Save.

Reset Password

Reset user's password.

Password Restrictions.




Content

Select any link to access the content of each section.

* Contact Information  <¢{u—




act Information

#A Home

- Roster

Invoices

$ Payment Processing
|_|:| Transactions

Uploaded Files

(B 12695 - InvestGroup1 | ESSUser01 a ©) ) al
: - Natifications ~ Help Center  Profile  Logout
Employer Administration Add User Export Grid Fi:f
Filter: User Access (ALL or SPECIFIC A.. € Sort: Full Name (Ascending) €
This page allows you to add and update contacts and users, user roles, and security access.
Full Name User Name Security Role User Access Registered
ESSUser01 ESSUser01 » ESSUSERO1 Employer Administrator ALL Yes
james brown » JBROWN4 Employer Administrator ALL No
Jennifer Toomey > JTOOMEY Full Access Except User Management ALL No
ALL Yes

Empl
E mphu?rer X User01 User01 > USERO1 Employer Administrator
Administration

ﬂ Accounts

E Employer Information
M| Help and Support

B2 Reports

=, Notify Us

(" )

Locate and select the user’s
Full Name.

\—

32B.) Funds Privacy Policy and Terms of Use >




Contact Information

A Home

= Roster

Invoices

$ Payment Processing

F|:| Transactions

Uploaded Files

E Employer
Administration

ﬂ Accounts

E Employer Information

!l Help and Support

& Reports

=, Notify Us

(B 12695 - InvestGroup1 )

Employer Administration / User Info

User Details

Full Name

brown, james

Contact Info

Work - (Primary)

US e (212) 388-3354

Primary Email - (Primary)

dummyemployerrservices@32bjfunds.com

Person 1D

5302847

Title
HR Manager

ESSUser01 a @ (e 2l
Notifications ~ Help Center  Profile  Logout
Update Security Role and Assignments Login History
Edit User Access Information Resend Verification Email Reset Password
User Name
Contact Role JBROWN4

Primary Billing Contact User Access

Grant All Access

Edit @ Security Role
Employer Administrator

Under Contact Info, click Edit.

32BJ Funds Privacy Policy and Terms of Use >




Contact Information

Edit Contact Info

Country Work
us ~ | (212) 3882038

Primary Phone -

Country

— wemle B The Edit Contact Info wizard
will display. Make the

m"“m-o”‘ necessary changes to the
Phone Number or Email,
then click Save.

Primary Email*




Contact Information

(B 12695 - InvestGroup1 | ESSUser01 a ©] (=) 2l
N Notifications ~ Help Center Profile Logout

Employer Administration / User Info
A Home Update Security Role and Assignments Login History

an Roster

User Details Edit User Access Information Resend Verification Email Reset Password
Invoices
User Name
S X Full Name Person ID Title Contact Rele JBROWN4
Payment Processing brown, james 5302847 HR Manager Primary Billing Contact User Access

r|:| Transactions Grant All Access

) Contact Info Edit (@) SecuiyRoe
B3 Uploaded Files Employer Administrator
= Employer Work - (Primary)
Administration Us & (212) 388-2038

ﬂ' Accounts

Primary Email - (Primary)
- dummyemployerservices@32bjfunds.com
11 Employer Information

!l Help and Support r j

B3 Reports

This page will refresh, displaying
the updated Contact information.

N—

=, Notify Us

32B.J Funds Privacy Policy and Terms of Use »




Content

Select any link to access the content of each section.

« User Details —




User Details

M Home

—-n Roster

Invoices

S Payment Processing
|_|:| Transactions

Uploaded Files

(B 12695 - InvestGroup1 | ESSUser01 a ® @ 3
: - Natifications  Help Center  Profile  Logout
Employer Administration Add User Export Grid Fi:f
Filter: User Access (ALL or SPECIFICA.. €  Sork: Full Name (Ascending) €3
This page allows you to add and update contacts and users, user roles, and security access.
Full Name User Name Security Role User Access Registered
ESSUser01 ESSUser01 > ESSUSERO1 Employer Administrator ALL Yes
james brown » JBEROWN4 Employer Administrator ALL No
Jennifer Toomey > JTOOMEY Full Access Except User Management ALL No
ALL Yes

Empl
E mphu?rer X User01 User01 > USERO1 Employer Administrator
Administration

ﬁ Accounts

ﬁ Employer Information
™ Help and Support

B2 Reports

=, Notify Us

(" Y

Locate and select the user’s
Full Name.

—

32B.) Funds Privacy Policy and Terms of Use >




User Details

(B 12695 - InvestGroup1 | ESSUser01 a @ © 2]
R ————— Notifications  Help Center Profile Logout

Employer Administration / User Info

A Home Update Security Role and Assignments Login History
= Roster
User Details - User Access Information Resend Verification Email Reset Password
+ .
. Invoices User Name
‘ Full Name Person 1D Title Contact Role JBROWN4

S Payment Frocessing brown, james 5302847 HR Manager Primary General Contact User Access
rD Transactions Revoke All Access

‘ Contact Info Edit @  SecutyRole
Uploaded Files Employer Administrator
E Employer Work - (Primary)

Administration Us ® (212) 388-3354

ﬂ Accounts

Primary Email - (Primary)

- dummyemployerservices@32bjfunds.com
1 Employer Information

!l Help and Support

B3 Reports

=/ Notify Us

Under User Details, click Edit.

32BJ Funds Privacy Policy and Terms of Use >



User Details

Edit User Details X

The Edit User Details wizard will

display. Here you can update the
User First and Last Name, Title
or Contact Role.




User Details

Edit User Details X
First Name*
james

Last Name*

brown

Title
HR Manager

Contact Role

Primary Billing Contact =«

32BJ Documentation Request/Electronic Files
32BJ Union ADF Billing

32BJ Union Dues & IFEE Billing

Legal Correspondence Contact

Contracts

Executive/Delinquency Billing Contact

32BJ Funds BCI Billing

32BJ Funds 401(k) Billing

32BJ Union Billing

Primary General Contact

Primary Billing Contact

32BJ Employee Info (Dues & ADF Cards)

Make the necessary update.




User Details

Edit User Details X
First Name*
james

Last Name*

brown

Title
HR Manager

Contact Role
Primary Billing Contact
e ()

Then click Save.




User Details

(B 12695 - InvestGroup1 | ESSUser01 a ©] (=) 2l
N Notifications ~ Help Center Profile Logout

Employer Administration / User Info
A Home Update Security Role and Assignments Login History

an Roster

User Details Edit User Access Information Resend Verification Email Reset Password
Invoices
User Name
S X Full Name Person ID Title Contact Rele JBROWN4
Payment Processing brown, james 5302847 HR Manager Primary Billing Contact

User Access

r|:| Transactions Grant All Access

) Contact Info Edit (@) SecuiyRoe
B3 Uploaded Files Employer Administrator
= Employer Work - (Primary)
Administration Us & (212) 388-2038

ﬂ' Accounts

Primary Email - (Primary)
- dummyemployerservices@32bjfunds.com
11 Employer Information

!l Help and Support r j

mr This page will refresh, displaying
the updated User Details.

N—

=, Notify Us

32B.J Funds Privacy Policy and Terms of Use >




Conclusion

lo erReation\s 032BJFunds.compe

(212) 388-3354

EEEEEEEE


http://v3nonprod2.32bjfund.com/training/app?service=external/EmployerPages:EmployerLogin
mailto:EmployerRelations@32BJFunds.com
https://www.32bjfundsemployer.org/en-us/home.aspx
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