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Creating an Adjustment Invoice:

e From the Invoices Tab click on the Create Adjustment button, and the Create
Adjustment wizard will appear.
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e For Employers with multiple accounts, step 1 “Select Account” displays. For
employers with a single account, you will be directed to the “Select Invoices &
Trans Description” since your only account is preselected. Select the account(s)
you wish to generate invoices for then click Next.

Confirm ‘Select invaices confirm

Confirm the following details:
@ Select Specific Accounts
Q  Ssearch

B9 seect Accounts

O 72453 investGroupl

IE 741 121-1127 Broadway RAB Bullding Agreement
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e The wizard will now take you to the “Select Invoice & Trans Description” step.
Click the drop-down menu and select 401k Invoice then click Next.

Select Accounts Select Invoice & Trans Description Select Invoices Confirm Select Invaices Confim

Select Invoice & Trans Description®

Union Dues and IFees Invaice

401K Invoice

o Enter the Report Period Start and Stop Date. Then select Next. Please note that
the Report Period Start and Stop Date must match the Original 401k invoice
Report Period Start and Stop Date that was previously released.

Select Accounts. Select invoice & Trans Description Gonfim

Acoount Narme ivoice Type o RptFeriod Start Rot Perlod Stop
InvestGroupl-1121-1127 401K Inveice 06/14/2025 06/07/2025 () osnaszozs
Broadway-Master RAB

Commercial Building Agreement




https://www.32bjfundsemployer.org/

e Review and select Confirm. If you need to make an adjustment to the Report
Period Start or Stop Date, select Previous.

Select Accounts Select ioice & Trans Description confim

Recoune 8 Acoount Hame Invoioe Trpe 1 Period o o R Period Sop
74136 InvestGroupl-1121-1127 401K Invoice 06/14/2025 06/07/2025 06/13/2025
Broadway-Master RAB
Commercial Building Agreement

e You will be taken back to the Invoices page where you can now edit your
adjustment invoice.

Editing a 401k Adjustment:

e From the Invoices Tab click on the Transaction number of the pending
transaction. This will take you to the Invoice Details page.
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e Under the Invoice Information section, you will find the Payroll Pay Date is
prepopulated based on the Pay date from the original invoice for the same
reporting period.

(B3 12695 - InvestGroup |

Invoices | Invoice Details

E55User01
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L Emeeys ‘Sort: Name (Ascending) @)
™ Help and Support Participant Id ssH Name:zl  JobType Job Class Rpt Period Start Date Rpt Periad Stop Date 401k Amount 401K (SRSP) Due Total Due
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<
. . . . . . . .
e Now click Edit Adjustment. This will take you to the Edit Adjustment wizard.
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When the Edit Adjustment wizard loads, in the top right corner you will find two
options to add members to the adjustment invoice. Add Members and Load All

Priors.
| Add Member Load All Priors

Y

Filters

X

Add Members will allow you to search for the member(s) you would like to add to the
invoice.

Load All Priors will allow you to add all members found on the original 401k invoice
that was previously released for that reporting period.

Add Members

After selecting Add Member, the page will refresh providing you with the

ability to search. You can search for members by their Participant ID, Last Name

Edit Adjustment AddMember || Load All Priors
ST T E Tiporing Peiod Rz & oo e Tl Py O
401K Invoice 48463560 06/07/2025 - 06/13/2025 74136 InvestGroup1-1121-1127 Broadway-Master RAB Commercial Building Agreement 06/19/2025
Q_ search Membe I Prior Records
SSN Name Start Date Date Job Ty Job Class Adj Label
SSH Name POMUCiPant  Hie  Job  Job Stop ype i
1d Date Type  Class
Mo deta found
Mew Records
ssN Name Start Date Stop Date Job Type Job Class. Adj Label
a
Cancel
Participant Id ssH Name JobType Job cl Rpt Period Start Date Rpt Period Stop Date Adj Label 407k Amount 401K (SRSP) Due:

No data found

401k Amount

401k Amount

Apply || Save

Total Due
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e Once the member is located, (Step 1) the system will display all roster records,
select the roster record that corresponds with the reporting cycle. Please note that
if the member being added was previously listed on the 401k original invoice, the
system will automatically display the roster record under Existing Records and
New Records. (Step 2) Select the record under the Existing Records for the
member, (Step 3) then click the Apply button. If you need to include additional
members in this reporting cycle, repeat this step until you are done. (Step 4) Once
complete select Save.

Edit Adjustment AddMember || Load All Priors hY x
s
401K Invoice 48463697 06/07/2025 - 06/13/2025 74136 1211127 RAD ial Building Agreement 06/19/2025
Q5301460 @ | search ecords for BASKET, MARIA ROBIN
i T H; Start Date Date Job ) Job Cla Adj Label 407k Amount
SSH Name PUTUCIBARL Lo Job Job P ame Stop ype 55 j§
] Type Class
Hide Prior| XXUXX0901 @ BASKET, MARIA ROBIN 08/07/2025 06/13/2025 Full Time OTHER 85% Adj
BASKET,
® 00 301460 vensizme [N OTHER
%0901 g Time 85% Prior $25.00
ROBIN
Net $25.00
New Records for BASKET, MARIA ROBIN
] ssn Name Start Date Stop Date Job Type Job Class Adj Label 407k Amount
) HidePrior XOEX0C0901 @ BASKET, MARIA ROBIN 06/07/2025 06/13/2025 Full Time OTHER 85% Adj

Prior 3 s0.00
Net $0.00

Participant Id sSH Name JobType Job Class Rpt Pesiod Start Date Rpt Period Stop Date Adj Label 407k Amount 401K (SRSP) Due Total u4

No data found
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e If this is a brand-new member who was not part of the 401k original invoice that
was previously released, then you will need to select the record under New
Records.
Edit Adjustment Add Member Load All Priors - x
401K lnvoice 48467356 06/21/2025 — 06/27/2025 74136 111211127 Broadway RAB C: | Building Agreement 06/26/2025
Q, robin @ | sesch | Existing Records for ROBIN, REN
Participant Job  Job SSN Hame Start Date Stop Date Job Type Job Class. Adj Label 4Dk Amount
SN Mame Hire Date Type Class
XXX ROBIN, Full  QTHER
@ XX-2743 REN sa0za1e Tz/01/2024 Time 85%
Mew Records for ROBIN, REN
SSN Hame Start Date Stop Date Job Type Job Class Adj Label 407k Amount
= Hida Prior XNNNN2T43 @ ROBIN, REN 06/21/2025 06/27/2025 Full Time OTHER 85% Adj
Prior $0.00
Net $0.00
Cancel Apply Save
[m] Participant Id SSH Hame JobType Job Class Rpt Period Start Date Rpt Period Stop Date Adj Label 401k Amount 401K (SRSP) Due Tatal Due
[} Hide Prior| 5301464 XXXXX-1598 @ WEINBERGER, VANESSA HAYLEY Full Time OTHER (100%)  06/21/2025 06/27/2025 Adj $1000 $10.00 $10.00
Prior $30.00 $30.00 $30.00
Net $40.00 $40.00 $40.00
Total of all records $10.00 $10.00 $10.00
-
[ ]

changes have been completed.

Imaiee &

Reporting Period Aocoun®
48463697 06/07/2025 - 06/13/2025 74136

[m} Participant Id SSN Name JobType Job Class.

[0 |HdePrior 5301460 XNCHXC0901 @ BASKET,MARIAROBIN  Full Time OTHER 85%

Total of all records

On the Adj row, enter the adjusted amount for the member. Click Save once all

pios | ¥ %

Add Member Load All N
Aocourt ame Payiol Pay Date
InvestGroup?-1121-1127 Broadway-Master RAB Commercial Bullding Agreement 06/19/2025
Rp Date Rpt P Adj Label 401k Amount 401K (SRSP) Due Total Due

06/07/2025 06/13/2025 Adj $25.00 Isu.uu $0.00

Frior 52500 525.00 52500

Net 5000 $25.00 $25.00

$25.00 $0.00 $0.00
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e You can close the invoice by clicking the “X” button in the top right corner.

ember i T
Edit Adjustment Add Memb Load apriors | T
vcica Troe oicn 8 Reporing Perca =0 Fayron Poy Dane
401K Invoice 48463697 06/07/2025 - 06/13/2025 74136 1-1121-1127 Broadway RAB C: | Building Agreement 06/19/2025
a Participant id ssH Hame JobType Job Class. Rpt Date Date Adj Label 401k Amount 401K (SRSP) Due. Total Due
O  |Hideprier 5301280 XXXXC0901 @ BASKET,MARIAROBIN  Full Time OTHERBS%  06/07/2025 06/13/2025 Adj $2500 $25.00 §25.00
Prior §25.00 $25.00 §25.00
et $50.00 $50.00 $50.00
Total of all records $25.00 $25.00 $25.00
Save

Load Al Priors

o After selecting Load All Priors, the load all priors wizard will appear. Confirm
the Report Period To and From dates, then click Ok.

Load All Priors X

Report Period From® To*

06/07/2025 %) 06/13/2025 n

‘ Cancel ‘
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e The Edit Adjustment wizard will load all members found on the original 401k

invoice. Here you can view the Prior 401k Amounts reported. Clicking on Show

Prior will expand the information in that row. Clicking on Hide Prior will

collapse the information in that row. On the Adj row you can enter the adjusted

amount for each member. Click Save when completed.

Edit Adjustment Add Member ‘ | Load All Priors :’ x
401K Involce 48463560 06/07/2025 - 06/13/2025 74136 121127 RAB I Building Agreement 06/19/2025
0 Participant i SSN Name JobType Job Class. Rpt Period Start Date Rpt Period Stop Date Adj Label 401k Amount 401K (SRSP) Due Total Due
O 5301460 XXX-XX-0901 €  BASKET, MARIA ROBIN Full Time OTHER 85% 06/07/2025 06/13/2025 Ad) $0.00 $0.00
Prios $25.00 $25.00 $25.00
Net $25.00 $25.00 $25.00
O Hide Prior’ 5301461 XXX-XX-0093 €@ RIVERA, ANTHONY Full Time OTHER (100%)  06/07/2025 06/13/2025 Adj $0.00 $0.00
Priol $50.00 $50.00 $50.00
Net $50.00 $50.00 $50.00
O Hide Prior; 5301462 XKXXH-0903 @ GRACE, SAVANNAH N Full Time OTHER B5% 06/07/2025 06/13/2025 Adj $0.00 $0.00
Prio $75.00 §75.00 $75.00
Net $75.00 §75.00 $75.00
I [m] Show Prior 5301463 XNXXH-0115 @ BROWN, DAVID LUIS JR Full Time OTHER 75% 06/07/2025 06/13/2025 Adj $0.00 $0.00 I
O Hide Prior 5301464 XXX-XX-1508 €@ WEINBERGER, VANESSA HAYLEY Full Time OTHER (100%)  06/07/2025 06/13/2025 Adj $0.00 $0.00
Prior $20.00 $2000 $20.00
Net $20.00 $20.00 $20.00
Total of all records. $0.00 $0.00 $0.00
e After you have reviewed and confirmed that all wages were captured, click
* on the top right th lect Confi
Release* on the top right corner, then select Confirm.
(B 12695 - InvestGroup1 | ESSUserd1 ‘ a o B3
e Weshcatoms  Helg Comar Profte  Legua

0 Tren
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gy Emelerer
Administration
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% Employer Information

My Help and Support
B Reports

=, Notify Us

Acxvry Dane
07/09/2025

48463607

Edit Details

Sort: Name (Ascending) €

Participant Id SSN

5301460

AANKK0001 @

Qpen
Baiance
$25.00

Adjustment

Name = |

BASKET, MARIA ROBIN

@ Invoice Information

74136

pt Peviod Seart
06/07/2025

Aceoum Due D
InvestBroup1-1121-1127 Broadway Master RAB Commercial Building Agreemen it 06/26/2025
WL Name voice Statas
1121-1127 Broadway Pending ESS

Job Type Job Class Rpt Period Start Date Rpt Period Stop Date.

Full Time OTHER B5% 06/07/2025 06/13/2025

378 Funds Privary Policy and Terms of Use >

$25.00

401k Amount

e

Add Payroll Pay Date
06/13/2025
—
ESSUSERD1
07/09/2025
oyt oy Dove
06/19/2025
Edit Adjustment || ExportGrid | BH 70
Fiwrs

401K (SRSP) Due Total Due

$25.00 $2500

*Please note that once an invoice is released you are agreeing to the charges for that
Specific transactions and changes to the invoice can no longer be made. You will now
find your released invoices in the Payment Processing tab.

9




