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1: Login to Application

1: Login to Application
The Purpose of this Exercise is to illustrate how to login to the Employer Self-Service
application.

1 %

Please refer to the user ID / password information provided by Amalgamated L.ife
Insurance Company.

Login to Employer Self Service
1. To log in to the Employer Self-Service application, enter your User Name and Password then click
‘Log In’.

Friday, January 22, 2010

A Amalgamated Life

America’s Labor Insurance Company®

User:
|

Password:

f“; work for working people

2. After successfully logging in, the ESS Home page displays. The following areas/features are
available:

e Employer Management
e Member Management

e Import Files
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1: Login to Application

e Administration Functions

Friday, January 22, 2010 | Welcome [INNNININGNGNGEGEGN

A Amalgamated Life

America’s labor Insurance Company®

EIWant To: iw | Account Settings | Logout

|
[Change Employer]

PLEASE MOTE: Using the browser's back button within %3 may cause your session to became invalid. Please do not use the browser's
Back button

Employer Management News and Alerts

o Yiew/Update Employer [nformation
o View/lUpdate Billing Location [nformation
» Review Employer Reparts, Billing History & Payments

Members for Your Employer

o WiewlIpdate Member Information
o Process a Mew Hire Mermber

Import Files

* |mport Mew System Data

Administration Functions

s Wiew/Update User Information

we work for working people
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1: Login to Application

Logout of Employer Self Service

3. To logout of Employer Self Service, click on the ‘Logout’ button.

Friday, January 22, 2010 | Welcome [N Flwant To: {w | Account Settings [{Cogou

A Amalgamated Life

America’s labor Insurance Company®

[Change Employer]

4. The logout confirmation page is displayed indicating that you have logged out of the Self-Service
Application. To log in again, click the ‘Log Back into the ESS solution’ link.

Friday, January 22, 2010

A Amalgamated Life

America’s laber Insurance Company®

You are now logged out of the SelfService Application.

We recommend that you close your web browser when you have finished your online session. The information screens that you just viewed
will remain in your browser’s memory until the browser is closed.

Log back into the V3 solution
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1: Login to Application

Change Email

5. To change or reset your Employer Self-Service system password, return to the Login page and
enter your User Name and Password then click ‘Log In’.

Friday, January 22, 2010

A Amalgamated Life

America’s Labor Insurance Company®

User:
| |

Password:

m work for working people

6. Click on the ‘Account Settings’ link in the upper right hand corner.

Friday, January 22, 2010 | Welcome IR [Turant Ta: v | Hecount SettingS| Logout

A Amalgamated Life

America’s labor Insurance Company®

[Change Employer]
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1: Login to Application

7. The Account Settings page is displayed. From this page you can change your email address. Click
‘Save’ when finished.

iy, January 27, 2 Elcome

A Amalgamated Life

America’s labor Insurance Company®

[ Tant Ta: + | Account Settings | Logout

[Change Employer]

Home » Administration Functions » Update Account Settings

Account Settings

In order to change your email, please check the Reset Email checkbox below in order to

enable the corresponding fields to be editable. After entering the appropriate infarmation,
please hit "Save”.

Reset Email O

Enter Email fddress: | |

Re-enter Ernail fddress: | I

Save Reset

m&k for working people
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2: User Management

2. User Management

f The Purpose of this Exercise is to illustrate how to manage users in Employer Self-
Service.
Please refer to the user ID / password information provided by Amalgamated L.ife

@
-
Insurance Company.

Add an Employer User
1. To log in to the Employer Self-Service application, enter your User Name and Password then click
‘Log In’.

Friday, January 22, 2010

A Amalgamated Life

America’s Labor Insurance Company®

User:
|

Password:

m work for working people
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2: User Management

2. From the Employer Self-Service Home page, click on the ‘View/Update User Information’ link
under the Administration Functions section.

Friday, January 22, 2010 | Welcom« R |'Wiant To: w | Account Settings | Logout

A Amalgamated Life

America’s Labor Insurance Company®

[Change Employer]

PLEASE NOTE: Using the browser's back button within %3 may cause your session to become invalid. Please do not use the browser's
Back button

Employer Management News and Alerts

o Yiew/Update Employer Information
o Yiew/pdate Billing Location Inforrmation
® Review Employer Reports, Billing History & Payrments

Members for Your Employer

o Yiew/Update Member Infarmation
e Process a Mew Hire Member

Import Files
® |mport Mew Systern Data

Administration Functions
o Yiew/Update User Information

we work for working people

3. The Employer User Administration screen is displayed. To add a user, click the “Add Employer
User” tab.

Friday, January 22, 2010 | Welcome Iitant To: + | Account Settings | Logout

A Amalgamated Life

America’s laber Insurance Company®

[Change Employer]

Home » Administration Functions » Employer User Administration

pcdate Employer Users A Employer User Security
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2: User Management

4. The Add Employer User screen is displayed. If the user already exists in ESS, but you want to add
this person as a new Employer User you can search for the user by First Name, Last Name, or SSN

by entering it in the search box, then clicking the ‘Search’ button.

* | Account Settings | Logout

[1wrant Ta:

Friday, January 22, 2010 | Welcome [INIINININGGEG—

A Amalgamated Life ————

America’s Labor Insurance Company®

Home » Administration Functions » Employer User Administration

Mpcdate Emple =3 A Employer User

Billing Location: |

Please enter the name or S5M of the person that will be responsible for the security user account that you are creating. If you would like to

create a new user, please click here.

Select Person

Person: [ |& Search >

/—_We o

5. The system will retrieve a list of relevant matches based on the information entered. Select the
user you wish to add from the results list.

| Wrant To: ~ | Account Settings | Logout

Friday, January 22, 2010 | Welcome

A Amalgamated Life
[Change Employer]

America’s labor Insurance Company®

Home » Administration Functions » Employer User Administration

date Employer Users Add Employer User

Search Results 5
would like to

Fleaze entert
create a new |

/—_\;\; .
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2: User Management

6. The system will display a message indicating that the user’s existing account has been found.
Click “Yes’ to confirm.

Friday, January 22, 2010 | Welcome [N 1itant To: | Account Settings | Logout
America’s Labor Insurance Company® [Change Emplover]

Home » Administration Functions » Employer User Administration

Add Employer User

Billing Losation:

Exisfing Account Found

User: NN Person:
This person already has an existing login account to a different application. Would you like to merge with this account and grant
addilional access?

[oves | [ nmo |

mwk for working people

The system will briefly display a message that the user has been successfully added.

~

Add Successful

The employer user has been successfully added.

8. The screen will then refresh with the user information now displayed in the Employer Contacts list.

Employer Contacts

add | | | Delete |
User L=ser Uzerld Status
Active
Active
Active
Active |
Active
Active
Active
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2: User Management

9. If you wish to add a new Employer User that does not already exist in the system, click on the text
link on the Add Employer User screen.

Friday, January 22, 2010 | Welcome [N |iiant To: w | Account Settings | Logout

A Amalgamated Life

America’s labor Insurance Company®

[Change Employer]

Home » Administration Functions » Employer User Administration

Yiewepdate Employer Users Add Employer User Security

Eilling Location: I

Please enter the name or 33N of the persan that will be respansible for the security user account that you are creating. If you waould like to

create a new user, please clic

Select Persen

Person: ] Search ]

m—; working people
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2: User Management

10. The New User page is displayed. Enter all required information. Then click ‘Submit’.

Wiesnpcate Emplay:

Eilling Location:

New User

User:

Fassword:

Corfirm Password:
Tupe:

Reset Password

Flag:
Lock Account:

Workflow lecess:

Friday, January 22, 2010 | Welcome NG

A Amalgamated Life

America’s Labor Insurance Company®

Addd Employer User

Security

——
]

Title:

SEM:

Prefis:

First Mame:
Middle Name:
Last Marne:
i

Date of Birth:

Sew:

Test |

User |
hd

[ i
0170171970 :j
OFermale
©Male

[1wrant Ta:

v| Account Settings | Logout

Home » Administration Functions » Employer User Administration

Al fields are required. The password is case sensitive.

Business Entity List

+/Contrals

Mames Type

[Change Emplover]

Address Information

add Copy | [ Stop Print
Bddress Tepe: | Residence - Walid:
sacress [ an 22, 010 v| e
Feriad: Source:
bddress 1: ﬁ
Address 2:
Address 2:
courtry: [Us v i —

st
Courty:

Contact Details

FPhone el
Subtype Courtry Fhone Ext Frirmary
[ Home = [us v D | | [
| celiphone | [us = | ] ¥
Ernail el
Subtype Ernail Frimary

Primary - [ ¥

_Submit ] [ Cancel ]

m work for working people

11. The system will briefly display a message that the user has been successfully added.

Add Successful

The employer user has been successfully added.
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2: User Management

12. The screen will then refresh, and the new user information will be displayed in the Employer
Contacts list.

Employer Contacts

add | | | Delete |
Uzer Uszer Uzerld Status
Active
Active
Active
Active
Active

Update an Employer User

13.. To update a user, click on the username under the Employer Contacts list.

Employer Contacts

_add | | Delete |
User User Userld Status

Active
Active
Active
Active
Active
Active
Active
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2: User Management

14. The User Details page is displayed. From here you can edit User Details, Address Information,
Contact Information, Applications, Business Entities, User Groups, and Subscriptions.

User Details

Application
Ve |
PaSS\:Drdi wmemer (Change) Application Suspended
P Employer Self Sarvice [

Resat Password
Flag:

Lowk Azeaurt: I:‘
wiorkflow focess:

Business Entity List

ssn: I HControls
Frefix: v Mame Type
First Mame: [Tzt | Accounts Receivakle b
Middle MName: |
Last Marme: [jzap |
Suffix: A
oate o st N ]
User Groups
fex: OF amale
@MG|B | Employer $elf Serwice v| . Add J . Delete J
+ Contraols
) Department Mame Priarity
Address Information

Y ] ] - Y .
add | Copy | Stop ) Print | Universal Fole
Addreszs Type: | Rezidence o | Walid:
fcddress [ Jan 22, 2010 - ~] iddrass Subscriptions
Period: Source:
oodres=1: N | + Controls
Address 2: | | Display Mame
Address 3: | | Mews
courtry: 1 v 7 I——

o |
Courty: | R v

Contact Information

Phone ]
e ] [55 v DS ] O
Ernail g

| Save | | Delete |

Employer User *

15. The User Details section allows you to change or reset the user’s password, lock the user’s account
in order to prohibit access, and enable/disable access to the Workflow application.
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2: User Management

User Details

Uzer:
Password:
Type:

Reset Paszword
Flag:
Lok Account:

‘iarkflow Oooess:

Tithe:

S5M:

Prefix:

First Mame:
Middle Mame:
Last Mame:
Suffia:

Date of Birth:

Seu:

]
e [Change)

Administrative W

|
w
Test
Uzer
W
S—
Faemale
®hale

16. The Address Information section allows you to perform the following:

e C(Clicking on the ‘Add’ button will enable you to create a new address for the member.

e Clicking on the ‘Copy’ button will automatically end the current address period, and
starts a new address record with the existing address information which can then be
modified as needed.

e Clicking on the ‘Stop’ button automatically puts a stop date on an existing address.

e Clicking on the ‘Print’ button enables you to print the user’s address information for an
envelope or mailing label.

Address Information

#dd

O Copy | Stop |

Addrezs Tvpe: | pesidence
Addreszs | 13n 22, 2010 -

Period:

fddres=s 1:
fddress 2:
fddress 3:

Courtry: [ g

City:
State:
County:

Print

Walid:

Adddrezs | pgember
Source:

e |

Page 15 of 62



2: User Management

17. The Contact Information allows you to store the user’s contact information such as a home, mobile,
or other phone number. Click on the ‘+” symbol next to the Phone or Email section to add a new
phone/email record. Click on the ‘x’ symbol to delete the phone/email record.

Contact Information

Phiore on

[=d -

ubt e Cordr Wy Phiore Ext Primary
| Home v v | TR i O

Ernail [+

18. The Application section allows user access to be suspended by specific application(s).

Application
&pplication Suspended
Employer Self Service ]

19. The Business Entity List section allows you to assign the user’s title within the business entity.

Business Entity List

-+ Conkrols
MName Type

Audit W

20. The User Groups Section allows you to assign the user to a user group. Security privileges are
assigned to the group thereby eliminating the need to assign security to each user individually

User Groups

r Z2lf e

m
r|r.|
i
<

| Emniplery
-+ Conkrols

add r Delete

Department Mame Friority

Employer User *

= Universal Role

21. The Subscriptions section is where you can op-in the user to receive news or other alerts.
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2: User Management

Subscriptions

+| Cantrals
Display Name
[# | MNews

22. Once you have finished updating the user, click the ‘Save’ button.

. Delete |

Page 17 of 62



2: User Management

Delete Employer User

23. To delete a user, click on their username in the Employer Contacts list, then click the ‘Delete’
button.

Employer Contacts

[ add ] | {Delete )

User User Userld Status

24. A delete confirmation pop-up window is displayed. Click ‘OK’.

Windows Internet Explorer EI

<2 ¥ou are abouk to delete this record,
1'\/ Are you surey

Co )

25. The screen refreshes and the user is no longer displayed in the list.

Employer Contacts

Add | [ Delete |

L J

User User Userld Status

Active
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3: View/Edit Member Info in ESS

3: View/Edit Member Info in ESS

The Purpose of this Exercise is to illustrate how to view and edit Member information

@ in Employer Self-Service.
Please refer to the user ID / password information provided by Amalgamated Life

Insurance Company.

@)

4

View Member Information
1. Tolog in to the Employer Self-Service application, enter your User Name and Password then click

‘Log In’.

Friday, January 22, 2010

A Amalgamated Life

America’s Labor Insvrance Company®

User:

L |
Password:

I |

A/—_W; .
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3: View/Edit Member Info in ESS

2. From the Home page, click on the ‘View/Update Member Information’ link under the Members for
Your Employer section.

I'utant Ta: [ Account Settings | Logout

Friday, January 22, 2010 | Welcome

A Amalgamated Life

America’s Llabor Insurance Company®

[Change Employer

PLEASE MOTE: Using the browser's back button within %3 may cause your session to become invalid. Please do not use the browser's
Back button

Employer Management Mews and Alerts

o Yiewdpdate Employer Information
e iewdlpdate Billing Location Information
® Review Employer Reports, Billing History & Payvments

Members for Your Employer
o iewdpdate Member Information

e Hrocess a MNew Hire Member

Import Files

® lrnport Mew Systern Data

Administration Functions
e iew/lpdate User Information

/—-' o

3. Search for the member you wish to view by entering an SSN, First Name or Last Name, then click
the ‘Search’ button.

Friday, January 22, 2010 | Welcome I l'ifant To: + | Account Settings | Logout

A Amalgamated Life

America’s labor Insurance Company®

[Change Employer]

Home » Members for Your Employer » View/Update Member Data

Demographics 0L & Ermp

SeectVimber: R {(___search__Dview il | i Nember
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3: View/Edit Member Info in ESS

4. The Member Demographics page is displayed. Here you can edit Member Information, Additional
Information, Address, and Contact Information.

Friday, January 22, 2010 | Welcome I 1'ifant Ta: | Account Settings | Logout

A Amalgamated Life

America’s Labor Insurance Company® I!!ange !mp el

Home » Members for Your Employer » View/Update Member Data

Demographics Docume etters Employment
ErnployeeMernber: [ = Search) 55 I oo ernber
Member Information
S5H: Prefix: First Name: Middle Name: Last Namne: Suffix:
A 20 S 0909 aa.—_—.. ) v
Date of Ehrth_:j Gender: @Female
OMale Oateof Dt (77|
so: E—
persn ¢
Enrollmart
Complete?: D
Additional Information
Marital Status:
Marrizage Date: j
Divoroe Date: :1
Mernber Start Date: j
Retirement Date: :’
Primary Employer: [ |
Disabled: :‘
S84 Dizability Date: [ ¢ ¢
Local: ~
Insuranee Date: [ ¢ ¢ :1
Address
add | [ copy | [ stop ][ Print ]
Address Type: | Residence P | Valid:
s [, o v e
Period: Source:
Address 1: |
scidress 2 |
Address 3:
caurtry: 2 »
o —
Courty
Contact Information
Fhone L]
Subtype Coaurtry Phaone Ext Prirary
Reme W] [ v o [ [
Ernail LH]
‘Wieb Address
Save | [ Reset |
we work for working people
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3: View/Edit Member Info in ESS

5. To view a list of all Members, click on “New Search” link which provides “View All” link.

Friday, January 22, 2010 | Welcome I | 'ifant Ta: “ | Account Settings | Logout

A Amalgamated Life

America’s Labor Insurance Company®

I
[Change Employer]

Home » Members for Your Employer » View/Update Member Data

Demographics ocuments & Letters Employment

ErnployeaiMernber: SEH: I o Mernber

6. Click on “View All” link to see all the members for the employer.

Friday, January 22, 2010 | Welcome I | lifant To: | Account Settings | Logout

A Amalgamated Life

America’s Llabor Insurance Company®

L #
[Change Emplower]

Home » Members for Your Employer » View/Update Member Data

Demographics Jocy Brs Employment

Select Member: ] Search ]  Cancel .

7. On the next screen, you can specify which Members should be returned on the list by selecting
your desired filter criteria such as Billing Location and Start/Stop Dates. Click the ‘Filter’ button
once all criteria have been selected.

Friday, January 22, 2010 | Welcome I lifant To: + | Account Settings | Logout

A Amalgamated Life

America’s labor Insurance Company®

I
[Change Employer]

Home » Employer Management » Reports, Billing History & Payments

Transactions Wark History Employmerit Fayment History Documents

Eilling Location: I

Criteria
Billing Location: | v sgresment: [ -
Start: [ire Date v 77 :j SoP: [ Hire Date | 77 :j
L — Criter D

Member Contracts

+Contrals

SEN User Code Barg. Unit Mame e | S

Date  Date
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3: View/Edit Member Info in ESS

8. The Member list is displayed based on the filter criteria specified.

Member Contracts

+ Controls
S5k Uszer

|4 4 |Page [1 | of 6] b plRows: 1-500f 266

Barg. Unit Mame

Hire Date

4|

1140 12003
0140 11950
05272003
05272003
020 f2010
O6M TS2005
10M 252004
080 2009
080 2009
11/24/2004
05,3 f2000
1140 f2008
1040 f2009
053 f2000
1041242004
104292005
0713 f2000
0441772002
07302004
041552003
032042003
08262000
06262000
010741990
010" 1985
O6M TS2006
051472003
032 2001
110252008
1140 f2009
1101 f2003
052352000
091 62006
0:5/08,2005
01 £272001
09/27/2000
05252000
0901 852005
06M 252000
061 252000
1040242002
111052004
051 5,2005
1102472002
0:5£29,/2006
05052006
07032001
100652003
0713 f2000

Stop Date

11404 2009
120312008
0gi31/2009
0gi31/2009
I
I
1210972006
I
I
0&i31/2009
I
i
I
1143002001
073172003
I
08i31/2009
/3172009
0gi31/2009
040172004
1204720035
I
0gi31/2009
I
I
I
084312009
0&i31/2009
I
1140172009
i
0gi31/2009
I
040672006
i
0gi31/2009
0gi31/2009
I
040172004
I
100272005
I
I
1273172004
I
I
031 612002
082272006
i

9. To view or update details for a specific member, select the desired member from the list. A pop-up
window appears below and you can click on the ‘Member” option to open the Member record for

viewing/updating.

Member
Member Employment
Member Enrollment

T T ZOTT
0372002003
0872672000
O6/26/2000
010115850
0110118585
06/ 772006
03 412003
032172001
110272008
1110172008

TR T
120452005
i
080312009
f
i
1
083142009
033152009
1
1140142009

Edit Member Information
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3: View/Edit Member Info in ESS

10. In the Member Information section, you can edit general details such as the member’s SSN, first or
last name, birth/death dates, and gender.

Member Information
SEN: Frefix: First Name: Middle Marne:
T v |
Date of Birth: | :] Gender: (3)Farnale
Ohale Date of Death:
Bge:
Perzon Id:
Enrallrnert
Complete?: D

Last Marne: Suiffin:

I j

11. In the Additional Information section you can enter marital status and dates, disability status and
dates, as well as an insurance date.

Marital Status:
Marrizge Date:

Divorce Date:
Mernber Start Date:
Retirernert Date:

Prirnary Emploner:
Disabled:

550 Disability Date:
Local:

Insurance Date:

Additional Information

i
i
i
i

LLLIEIEL™

L

£

LL

12. The Address section contains buttons which allow you to Add, Copy, Stop, and Print address
information.

13. To add a new address record for the member, click on the ‘Add’ button. Enter the new address
information into the pop-up window and then click ‘OK’ to save the record when done.

Address
add || Copy | | Stop | Print |
Address Type: | paymert P Walid:
Addrezz [ yoy 5, 2008 - - Address [ hgember v
Period: Source:
Address 1: [
Address 2:
Bddress 3:
Courtry: [yg “ fip:
City: |
State: | w
County: | I [
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3: View/Edit Member Info in ESS

14. To copy an address into a new record, click on the ‘Copy’ button. Using the copy button will
automatically place a stop date on the current address record, and begin a new address record with
the same information that can be edited as desired.

Address

, _ Stop | Print |

_ Add

Address Type: | paymert ~ Walid:
Address [yay 6, 2008 - w Address [ pgember v
Period: Source:
Adcress 1 |
Address 2:
Address 3:
Country: | S v Zip:
City: |
e | — v
Fourty: | >

15. To inactivate a member address, click on the ‘Stop’ button. The system will automatically
populate the stop date field on the address record with the current date. Note that the Address
Period field changes from “Nov 2, 2009 —” to “Nov 2, 2009 — Nov 3, 2009”. Also, the ‘Valid’
checkbox becomes unchecked after the address is stopped to indicate the address is no longer valid.

Address
gdd | Copy | | Stop | Print |
fddress Type: Paymert “ alid:
Address | oy g, 2000 - v Addrezs | pamber v
Period: Source:

(Above: Before stopping the member address)

Address

Add | Copy || Stop | Print

Address Type! | payment w Walid:
bddress [ yoy g, 2000 - Jan 21, 2010 w Address [Mermber
Paricd: Source:

(Above: After stopping the member address)

16. To print a member’s address information on an envelope or mailing label, click the ‘Print’ button.
A print preview is displayed. You can adjust the font and/or envelope size by using the drop-down
menus below. To initiate printing, press ‘Print’.
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3: View/Edit Member Info in ESS

Delivery bddres=:

TEST MEMBER
23 E. &57TH ST, #6B
MNEWY YORK, NY 10016|

Font Size: | 12 Vl |Enl.le|npe Size: | BEnwelope #10 41043 x 9142 W

Print
| Cancel |

17. The Contact Information section allows you to add or remove Phone, Email, and Website address
information.

18. For example, to add a new phone number, click the ‘+’ symbol in the Phone row.

Contact Information

Fhione

Erniail

Wish fddress

19. Select the desired subtype (Home or Cell Phone) and then enter the number. Additional numbers
can be added by clicking on the ‘+’ symbol multiple times. Click ‘Save’ when done to save the
member information changes.

Phiore o

Home W s W D

20. To delete an item, click the ‘X’ symbol in the row next to the item you wish to delete.

Phiore [+

Hame W s W |:| O
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3: View/Edit Member Info in ESS

21. When you are done making all desired Member Information changes, click the ‘Save’ button. If
you wish to undo a change before saving it, click the ‘Reset’ button.

e

Save

.

L=

Reset |
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4: Setup New Member

4. Setup New Member

f The Purpose of this Exercise is to illustrate how to setup a new member in Employer
Self-Service.
@’ Please refer to the user ID / password information provided by Amalgamated L.ife

-
Insurance Company.

Add a New Member

1. Log into the Employer Self-Service application.

Friday, January 22, 2010

A Amalgamated Life

America’s Labor Insvrance Company®

User:

Password:
I

A/—Ta .
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4: Setup New Member

2. From the Home page, click on View/Update Member Information.

Friday, January 22, 2010 | Welcome

A Amalgamated Life

America’s labor Insurance Company®

Back button

Employer Management

e iew/Update Employer Information

* iewlpdate Billing Lacation Information

s Review Employer Reparts, Billing History & Payments

Members for Your Employer

s iewiUpdate Member Information
® [rOcess & ire Tdernber

Import Files
s |mport Mew Systern Data

Administration Functions

e iew/lpdate User Information

PLEASE MOTE: Using the browser's hack button within %3 may cause your session to become invalid. Please do not use the browser's

| I 'Wfant Ta: | Account Settings | Logout

[Changs Employer

Mews and Alerts

we work for working people

3. To add a new member, click the “Add Member” link.

Friday. January 22, 2010 | Welcome I

A Amalgamated Life

America’s Labor Insurance Company®

Home » Members for Your Employer » ViewfUpdate Member Data

Demographics

Select Wiember: ]

Search ] Wiew Al [(Add Mernber

1Wiant To: w | Account Settings | Logout

[Change Employer]
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4: Setup New Member

4. Enter the new member’s indicative information in the Member Information section. When creating
a new member account, you must include the member’s SSN, First Name, and Last Name.

Friday, January 22, 2010 | Welcome I | lifant To: v| Account Settings | Logout
A Amalgamated Life

g . |

America’s labor Insurance Company® [Change Employer]

Home » Members for Your Employer » Process New Hire

Demographics Emplayment

Eilling Location: I

Messages(1)
Creating new member.

Member Information

SEM: Frefix: First Marne: Middle Narme: Last Name: Suffix:
[ — v |Test I | [Member I v
Date of Birlh—:j Gender: OFEI’T’IS|E
®hale Date of Desth: j
e —

parson i [ |

Enrollmert

Cormpleta?: D

Address Information

Bddress Type: | Residence W | Walid:
Address |Jan 32, 2010 - v | Address
Period: Source:
s | — |
Address 2: | |
Bddress 3: | |
gty [ v W

_ Reset |

5. Click ‘Save’ to save the new member record.
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4: Setup New Member

6. The system will automatically switch to the Employment tab so that you can create a new Member
Employment Record. Enter all indicative information, then click ‘Save’ to save the Employment
Record.

Friday, January 22, 2010 | Welcome i |Wfant Ta: | Account Settings | Logout

A Amalgamated Life

Americo’s labor Insurance Company®

[Change Emplayer]

Home » Members for Your Employer » Process New Hire

Demographics Employmerit

Eilling Location:

New Hire Employment

Barg. Unit Hame: I

Hire Date: [15/26/2009 :j
stop 0ste: (77|

Eligibility Change | Hew EmployeeiHire vl

Reazon:

Eligibility Status: | Benefits Bigible vl

Eligibility Begin [q1/01/2010
Date:
Eligibility End :]

Date:

Job Category: [ Bigible Employes b

Job Class: | azsistant v

ok it | v

Credit Flag: :‘

Save Reset
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4: Setup New Member

7. A message is displayed stating that the member and employment record have been saved.

Friday, January 22, 2010 | Welcome I [ 1vant To:

v | Account Settings | Logeut

A Amalgamated Life

America’s labor Insurance Company®

Home » Members for Your Employer » View/Update Member Data

Demographics

Employee/Mernber:  [MNew $earch) SEM: ROCHEA44T | ndd Member

I
[Change Employver]

Messages(1)
The member and emplayment recard have been saved.

Member Information

S5N: Prefix: First Name: Middle Name: Last Narne:

Suffix:

— v |[Test Il | [Member

Il v

o of it

Gender: EFemale

Omale Diste of Death: j

sox: | mm—
L S—

Enrollment

Cornplete?: o

Additional Infermation

Wil s
Marriage Date:
Dferss ot =

Mernber Start Date j

=

Retirernert Date

Frimary Employer: :l
Disabled: :‘
554 Dizability Date: El
Insurance Date: Il:’

Address
add || Copy | [ stop [ Print |
Address Type: | Residance = alid:
seess | 22, 2010 S T —
Period: Source:
hddress 1 |y
Bddress 2:
Bddress 3:
Courtry: 5 v 2o — >
ot |
ot
courty

Contact Information
Phore
Ernail

Web Address

__Reset |

e —
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4: Setup New Member

8. You can view the member’s employment information that was just entered by clicking on the
Employment tab. From here you can also add additional employment information, or delete
employment information.

Friday, January 22, 20110 | Welcome i | Wifant To: | Account Settings | Logout

A Amalgamated Life ——————

America’s labor Insurance Company® [Change Employer]

Home » Members for Your Employer » View/Update Member Data

Dema ics Brs Employment

Employesi/Memnber:  MBWBER, TEST [Hew Search] S5H: GGHAT

Employment Information

add [ Delete |

+ Controls
Emp# Maime Code Marme Barg. Unit Mame Hire Date ¥ Stop Date Job Category

Ilzfzsfzuug |I /7 |IE|iiib|e Emiloiee II
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5: Update Billing Reports

5: Update Billing Reports

: The Purpose of this Exercise is to illustrate how to update billing reports in Employer
Self-Service.

QJ \

Please refer to the user ID / password information provided by Amalgamated Life
Insurance Company.

y

Update Billing Reports in Employer Self Service

1. To log in to the Employer Self-Service application, enter your User Name and Password then click
‘Log In’.

Friday, January 22, 2010

A Amalgamated Life

America’s Labor Insurance Company®

User:
1 |

Password:
L |

A/—'_W; —

Page 34 of 62



5: Update Billing Reports

From the Home page, click on the ‘Review Employer Reports, Billing History, and Payments’ link
under the Employer Management area.

Friday, January 22, 2010 | Welcome

A Amalgamated Life

America’s Labor Insurance Company®

I'irtant Ta: * | Account Settings | Logout

[Changs Employerd]

FLEASE MOTE: Using the browser's back button within %3 may cause your session to become invalid. Please do not use the browser's
Back button

Employer Management News and Alerts

o Viewdpdate Employer Information
o i pdate Billing Location Information
- !Review Employer Reports, Billing History & Pa mentsl

Members for Your Employer

e iewflpdate bMember Information
e Process a Mew Hire Mermber

Import Files

® lnport Mew Systermn Data

Administration Functions

® “iewflpdate User Information

/—j —

The Reports, Billing History, & Payments page is displayed, and defaults to the Transactions tab.
Click on the “Work History’ tab.

Friday, January 22, 2010 | Welcome I 1'Miant To: | Account Settings | Logout

A Amalgamated Life

America’s labor Insurance Company®

I
[Change Employer]

Home » Employer Management » Reports, Billing History & Payments

Transactions Wark History Employmert Payment History Documerts

Billing Location:
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5: Update Billing Reports

4. From the Work History tab, select a Work Report in “Initial” status to update, and then click on the
‘Edit Work Report’ button.

[Twiant 1e: | ACcount Semings | Logoun

A Amalgamated Life

America’s Labor [Change Employer

nsurance Company”

Home » Employer Management » Reports, Billing History & Payments

wiork History (S : o

Eillirng Lovaliv,

I Mew Sk R L

Hew fdjuslienl

Work Reports

Report
Type

Statuig

Feleazed

User Released Start Ciate

Idleritifier

Repart Statiss | el | Repnrt Tyne | sl | Ahew Ranwerted Reparts ||
L Wicw work Ropert | Edit Work Roport Neloasc Dcloto
| Contrals
Inzartad Report Drate Report

Tranz#

Total Due

Total Dalance

1M 0E2010] Regular Ml | 2401520 000
1M 82010] Regular Roloazed] 01M2/2010] 1401 /2010 $0.00) $0.00)
U gl Hegulsr Helaazod| LA 2207 U A58 LI LIL| FLLL
M AF2NIN Rregular Frl s ) A4 F201 1 4780 Fid nn)| & 0y
07 2010] Regular Mieleased 010 £201 O 4050 i0.00] T0.00)
124 472000] Regular Foloazcd] 13/ 42000 1201 2009 4315 0.50] $0.50)
T2r 452009 Regular Feleased| LD 2009 4512 F3.54 F3.534
12NFE2NNE] Regular Frlrasr | 17471 £20N 4| 47N N 1A Fil 16
120872000 Adiustmont] Mrobil 10001 2009 4207 (50 .42 (50420
T duuYl Adustinent) Eelessed) 1007 LAUUY) L LUy A4 (F1E.) (& AL-RAT))
182352009 Regular Feleased| 0900 12009 475 F3.20 F3.20)
T0A 072009 _Regdlar Released] 01/05/2010) J263 TOZ0.00] T0Z0.00]
05 5/2003] Regular I 1| 110G/2003 0701 /2003 21350 T2, 200.00) i1, 200 .00}
0602000 Reogular Reoloazcd) 00M 52000 &0 £2009) D54 $112.00] $0.00)
0581 272003 Regular Releaged| oM 92000 QS0 2003 4557 F145.08) F145.08
NAZFH2NNE] Regnlar Frlrasr | N4 £2NN8) 179 Fi2 56F NN| F0 0
0409/2000| Rogular Roloazcd) 0301 22000 SE| $0.00] F0.00
LaagiunGl Hagular Ealaszad)  ULELUIUY) LA ‘E‘ i 514 ok F2,114 .56
Ol r20/2009) Regular Feleased| 0472572009 ol 2009 23 F5,6350.11 599517
0141 G/2003] liustimert] el 1| 014 G2003 11401 £2000) | L7002 0,00

The Work Report opens in a new window.

& = [Bl)
(W8 httpif/172.24.43.58/uniteqalapp?service—extarnal [EmployerPages WorkReportPagstsp—I20439508sp=T 7
Criteria
Barg Unit: WH S0Urce: Clairn: ~ Type: wiH Report
Report Start Date: 02/n1/2010 Repart Stop Date: n2/28/2010 Date Received: |/ f = Identifier: G
Bistch Mo: 1,964 Eilling Type: Contribution Contribution Dats: | # ¢ = Trans Analyst: -
Member Count: ) Rows Count: = Date Released: ¢ Report Status Owerride: -
Lser Reloased: Report Release Code: -
! Reporting Agent Key Valus: ~
Wiew Summary Except. Report Payment Details Wiew Report

wwork History

+ Contrals

il Seq Mo User Job Categony Start Date Stop Date Small Desc # Hours
O @& ® Banquet Emplayee w 0201rz010 zfE/R010 ) -

O o= Banquet Employes 0201010 nzfz2/2010 al -

O @& ® Banquet Emplayee | 020172010 0z/28/2010 ) -

O o= Banquet Employes 0201010 nzfz2/2010 7 -

O @& ® Banquet Emplayee | 020172010 0z/28/2010 ) -

O &= Banquet Employee | 020100 022872010 = =

O @& ® Banquet Emplayee | 020172010 0z/28/2010 ) -

O &= Banquet Employee | 020100 022872010 = =

O @& ® Banquet Employee W oeioifzolo 0z/z8/z010 = =

O &= Banquet Employee | 020100 022872010 = =

O @& ® Banquet Employee W oeioifzolo 0z/z8/z010 = =

0 8= Banquet Emplayes | ooy ozizsiz010 A

O &® Eligible Employee W 02i0L2010 02f28/2010 ) =

O &= Eligible Employee | 020100 022872010 = =

O &® Eligible Employee W 02i0L2010 02f28/2010 ) =

O &= Eligible Employee | 02OLEOl0 0212872010 = <

O &3 ® Eligible Employee W 02i0L2010 02f28/2010 ) = 2

Done
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5: Update Billing Reports

6. From here, you can update the report to include the number of hours worked by each employee.
Once you have made the updates, click on the ‘Save’ button.

Criteria
Billing Location : | Report Status: prebill Trans#: 4377
Barg Unit: | —— WH Source: ~ Type: W Report
Repart Start Date: 07/01/2010 Repart Stop Date: 0775172010 Date Received:| f f j Identifier: I
Batch Mo: 1,880 Bilina Type: contribution Contribution Date:| / / j Trans Analyst: >
Member Count: 3 Raw Count: a9 Date Released: |/ / Report Status Override: -
LUser Releasad: Report Relsase Code: w
! Reparting Agent Key Yalue: w
Wigw Surmmary Except, Report Payment Details Yiew Report

‘Work History

-+ Controls

[F SegMo  55M Uzer Job Category Start Date Stop Date Srmall Desc # Hours
O &= Banquet Emplayee Wi 751010 5 G

O ® Banquet Employee w  OFiLEDI 075312010 5 =

O &= Banquet Employes W | 0712010 07 3 1/2010 a =

Oem Banquet Employes w | O7D12010 07/21/2010 a =

O = Banquet Emplayee | W01 07312010 .

O &= Banquet Employes W OFiNLROI 075312010 a v 0.0
O ® Banquet Employee v 7LD 075312010 5 =

O &= Banquet Employes W | 0712010 073 1/2010 a =

Oem Banquet Employes w | O7D12010 07/21/2010 a =

O &= Banquet Emplayee | D01 07312010 .

O &= Banquet Emplayee | winifent0 073142010 o

O ® Banquet Employee w  OFinLRDI 075312010 5 =

4] B ® Banquet Employes W | OFiifz010 073142010 a -

O B ® Eligible Employes v 0712010 07/31/2010 A =

O = Eligile Emplayee | W01 07312010 .

0O &= Eligibla Emplayee v | 0712010 7Rt ram—

0 5] Eligible Employee P01 071312010 A =

7. After the report is saved, click the ‘Close’ button.

= Work Report Editor - Windows Internet Explorer

w http:ff172.24.43.558/uniteqalapp
CAGO GRILL ON THE ALLEY, LLC 115516000 IN EXT -GRILL CONCEPTS
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5: Update Billing Reports

8. The Work Report window closes. The Work History tab is once again displayed. To release the
completed work report, click the ‘Release’ button. Employee members of ESS can Release Work

Reports that are only in “Initial” status.

Friday, January 22, 2010 | Welcome I

A Amalgamated Life

America’s Labor Insurance Company®

Home » Employer Management » Reports, Billing History & Payments

Work History

Billing Location: Hew Work Report  Mew Sdjustment

Work Reports

I'Want To:

* | Account Settings | Logout

[Change Employer]

Report Status: | Al w Report Type: | Al Show Corverted Reports: [
LMiew Waork Repnrt_;_Edit wark Repnrtl-_ Release ,I Delete ]
-+ Controls
IS;EHEd {I‘Sepgrt gtealpag gzzased Uszer Releazed gteapr?gaie Idertifier Trans# Total Due Total Balance
| Ini

0182010 Regular Released 01M6/2010 120012010 4583 §0.00 $0.00
01M8/2010  Regular Released 01152010 11012010 4832 $0.00 $0.00
0182010  Regular Releazed 01/18/2010 1000172010 4581 $0.00 F0.00
0152010 Regular Released 01f&2010 09Ut 2010 4580 $5.00 $3.00
01/07/2010  Regular Released 01/07/2010 01012010 4535 F0.00 $0.00
12M452009  Regular Releazed 12/14/2009 1200172009 4815 $0.80 $0.50
12M452009  Regular Released 010772010 11401 :2009 4512 $3.354 $3.34
12008/2009  Regular Releazed 0107/2010 10001 72009 4508 F0.16 F0.16
12005/2009  Adjustmert  Prebill i 10001 2009 4507 (5042 (F0.42)
12/01/2008  Adjustment Released 12/01/2008 0&01,/2009 4793 ($16.00) (F16.00)
1102302009 Regular Releazed 01052010 09,01 72009 4754 $3.20 §3.20
10052009 Regular Released 01052010 0F01 2009 3265 $328.00 $528.00
0952009 Regular Released 110672009 0701 2009 3150 $3,200.00 $3,200.00
06/09/2008 Regular Released 08/ 5/2008 0E01,/2009 o684 F112.00 $0.00
05M2/2009  Regular Released 014872010 0501 2009 4557 F14506 F145.06
04/25/2008 Regular Released 04/29/2008 0401,/2009 178 $2,365.00 $0.00
04/09/2009  Regular Releazed 0609/2009 030172009 o6 $0.00 $0.00
04052009  Regular Released 0402872009 02001 :2009 25 $2 644 56 $2,144 56
01/20/2008  Regular Released 04/25/2008 01/01,/2009 23 $6,630.11 $5,995.11
01MB/2009  Adustment Released 0141672009 1140172008 (F703.34) $0.00

9. The row updates to indicate that the report status has been changed to “Pre-Bill”.

Friday, January 22, 2010 | Welcome I

A Amalgamated Life

America’s Labor Insurance Company®

| 1wvant To

Home » Employer Management » Reports, Billing History & Payments

Wark History

Billing Losstion: Hew Work Report  Mew sdjustrert

Work Reports

v| Account Settings | Logout

[Change Employer

Report Status: Repart Type show Converted Reports: []
Miew Waork Repnrt_;_Edit woark Repnrt_;_ Release ] Delete 4
+/Controls
E\:ﬁ;ted ;;F:E: gz}:ased Uszer Released gtE;rtDr[t)ate Idertifier Trans# Total Due Total Balance
|

01182010 Regular Released 011322010 1201/2010 4583 F0.00 $0.00
0182010  Regular Released 01482010 110152010 4882 $0.00 F0.00
01182010 Regular Released 011322010 1060152010 4551 F0.00 $0.00
0182010  Regular Released 01/18:2010 0950172010 4880 $5.00 F5.00
01/07/2010  Regular Feleased 010722010 01012010 4555 F0.00 $0.00
12M452009  Regular Released 12/1452009 1200172009 4815 $0.80 F0.50
121472008 Regular Released 010772010 1140172009 4512 F3.34 $3.34
12008/2009  Regular Released 01072010 10001 /2009 4808 F0.16 FO.16
120052009 Adjustment  Prebill i 10001 2009 4507 (F0.42) (F0.42)
A2 2008 Adjustment Releazed  12/01/2009 0201 /2009 4793 (F16.000 (F16.00)
114232009 Regular Released 01052010 0901 /2009 4754 $3.20 F3.20
1002008 Regular Released 01/03/2010 0&i01/2009 I265 $525.00 $825.00
09572009 Regular Releazed 1106/2009 070172009 3150 $3,200.00 $3,200.00
06092009 Regular Released 0941552009 061 2009 954 F112.00 F0.00
05M12/2008  Regular Released 01/12/2010 0501/2009 4557 §145.06 F145.06
04/25/2009 Regular Released  04/29,2009 04,01 /2009 174 $2,368.00 F0.00
04/02/2008  Regular Released 06/02/2008 0301/2009 56 F0.00 $0.00
04032009 Regular Released 0472872009 02101 52009 25 $2,644 56 $2,144 56
01/20/2008  Regular Released 04/23/2008 010172009 23 $6,630.11 $5,903.11
01MB/2009  Adustment  Released  01/16:2009 110172005 (FF03.34) F0.00
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5: Update Billing Reports

View Member Contacts in Employer Self Service

10. Click on the Employment Tab.

Friday, January 22, 2010 | Welcome< I

A Amalgamated Life

America’s Labor Insurance Company®

I Wfant To: w | Account Settings | Logout

I
[Change Employer]

Home » Employer Management » Reports, Billing History & Payments

Transactions Wiark History Employmerit Fayment History Documents

Eilling Location:

Criteria

Billing Location: |

e Agreemert: I Al

“
St e Date ~v| [y :1 StoP" [ Hire Date | Lis :1
U " Fier
Member Contracts
+ Controls
55N User Code Barg. Unit Mame ggﬁa gtaotg

11. From here you can use the filter criteria to generate a list of members for a specific Agreement and

at a specific Billing Location. You may also view/edit member information by clicking on a
member from the resulting member list.
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5: Update Billing Reports

View Payment History in Employer Self Service

12. Click on the Payment History Tab. This screen shows the payment history for the employer. Use
the drop-down menu to display either ‘All” ‘Open’ or ‘Closed’ payments.

Friday, January 22, 2010 | Welcome I

A Amalgamated Life

America’s labor Insurance Company®

Home » Employer Management » Reports, Billing History & Payments

Employment Payment History Documents

Eilling Location:

Payments

Payment
Type
104142009 hzilec!

Check Mo Check Account Mo Check &ba Mo

| I'ifant To:

w | Account Settings | Logourt

Fund ld

I
[Change Emplayer]

Remaining
Apmoirt Mmoot

Fo2G. $a28.00

Fenzion
070172009, Totels 3000 $0.00
usmsmugi_ Totals $855.00 $555.00
04/30/2005] Totals $0.00 $0.00
04/30/2005) Totals $0.00 $0.00
04/28/2009) Mailed Totals $0.00 $0.00
04/15/2009) Mailed Totals $0.00 $0.00
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5: Update Billing Reports

View Transactions in Employer Self Service

13. Click on the Transactions Tab. This screen shows transaction activity for the employer such as
work history reports that have been created and payments that have been received.

Friday, January 22, 2010 | Welcome | [1urant Ta: v | Account Settings | Logout

A Amalgamated Life

America’s labor Insurance Company®

L34
[Change Employer]

Home » Employer Management » Reports, Billing History & Payments

Transactions

Eilling Location: N
Criteria
¥ Mew! [ Defauk w|_ add | save | Delets |
Trans Status: Trans Types: |NI v Betivity Start: j Bedivity Stop: j
Filter | Clear |
Transactions
_ Wiew Trans. ,
+ Contrals
Tranz# Inzerted Date ¥ Status Type Icdertifier Activity Date Penzion Balance  Total Balance
4594 012252010 Open WH Repaort 02 2010 F0.32 F0.32
4380 01A&2010 Open WyH Report 0901 /2010 $5.00 §5.00
4857 M AO72010 Open WH Repaort 051 72009 F145.06 14506
4315 1214/2009 Open WyH Report 12401 /2009 $0.50 $0.50
4512 121452009 Open WH Repaort 11001 72009 $3.54 F3.54
43058 12082009 Open WyH Report 10401 /2009 $0.16 $0.16
4507 12i08/2009 Open Billing Ad). 1262009 ($0.42) (F0.42)
4793 1240142009 Open | Biling Adj. 12001 /2009 ($16.00) (F16.00)
4791 11/3002009 Open Payment 101 472009 (§E28.00) (FE2E.00)
4754 1172352009 Open WH Report 091 72009 F3.20 F3.20
3286 10A13/2009 Open Lig. Damages 104 372009 F42.75 4278
3285 10M352009 Open Interest 1001 372009 F42.78 j42.78
3265 10402009 Open WyH Report 0501 12009 $528.00 $525.00
a4 091552009 Open Premium 058 /2009 $3,310.00 331000
Azsistance
3180 091552009 Open WH Repaort 07 /2009 $3,200.00 F3,200.00
963 0609/2009 Open Premium 05092009 $116.32 $116.32
Aszsistance
Paryment D6/ ($855.00) ($85E.00)
g 32,144 56 F2.144 56
040772009 071001 72009 $5,955.11 599511
F14,141.01
we work for working people
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6: View/Update Employer Information

6: View/Update Employer Information

f The Purpose of this Exercise is to illustrate how to view and update Employer
: Information in Employer Self-Service.

g‘ Please refer to the user ID / password information provided by Amalgamated L.ife

Insurance Company.

View/Update Employer Information

1. To log in to the Employer Self-Service application, enter your User Name and Password then click
‘Log In’.

Friday, January 22, 2010

A Amalgamated Life

America’s Labor Insurance Company®

User:
1 |

Password:
L |

A/—'_W; —
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6: View/Update Employer Information

From the Employer Self-Service Home page, click on the ‘View/Update Employer Information’

link.

Friday, January 22, 2010 | Welcome I

A Amalgamated Life

America’s labor Insurance Company®

Back button

Employer Management

E iew/Undate Employer Information |
o Yiew/pdate Billing Location Inforrmation

® Review Employer Reports, Billing History & Payments

Members for Your Employer

o iew/pdate Member Information
® Process a bew Hire Mermber

Import Files
® |mport Mew Systern Data

Administration Functions

s YiewdIpdate User Information

PLEASE MOTE: Using the browser's back button within %3 may cause your session to become invalid. Please do not use the browser's

1'"ifant To: » | Account Settings | Logout

[Change Emplover]

News and Alerts

we work for working people
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6: View/Update Employer Information

3. The View/Update Employer screen is displayed. From this page you can see important details
about this employer such as the Employer Number, DBA, and Federal ID Number, as well as
Employer Status, Address and Contact information.

Friday, January 22, 2010 | Welcome I [ 1ivant To:

A Amalgamated Life

America’s labor Insurance Company®

| Account Settings | Logout

[Change Employer]

Home » Employer Management » View/Update Employer

Contacts

Employer Details

Fro —
Mor:: —————
DB |
FEDERAL 1D #: | S |
Business Tvpe: [Gogortion |
SicGodet:| |
SicCodezi| |

Additional Info
Tarmistad

Employer:

Address Information

add [ copy ] [ stop [ Print ]
e e o
Address [ aor g, 2009 - - Address [ Erplgyer -
Period: Source:

e | ———— |
Address 2 | — |
Address 30 ,7
Couritry: [ )5 - Zip:
Sty |
Caurty:

Contact Information

Phone o
Subtype Courtry Phane Ext Frimary

Phone ~] [us = —1 O
Ermail &
Fax @
Wab 8ddress L+l

me work for working people

4. Update the desired employer information then click ‘Save’.

f neset :
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6: View/Update Employer Information

View/Add Employer Contacts

5. Click on the Contacts tab. From here you can view a list of contacts that are at this Employer.
Select a contact from the Contacts section on top in order to view detailed information about that

contact in the Role section below.

Friday, January 22, 2000 | Welcome

A Amalgamated Life

America’s labor Insurance Company®

Home » Employer Management » View/Update Employer

| Add Cortact

Profile

Contacts

[ame

IWfant Ta: ~ | Account Settings | Logowut

[Change Employar]

Cther
Administrative

Role

~

Contact Information
Prefix: First Narme: Middie Narne Last Namns: Suffix:
[ |[winn 1[e. | [Trained 1[
SEM: [Rmm-mm-0101 Date of Birth: [ag/15/1972 Gender: Female
Date of Desth Male
Age:
save | [ Delste | [ Reset |

—

we work for working people

6. To add a contact, click on the ‘Add Contact’ link.

Friday, January 22, 2010 | Welcome I

A Amalgamated Life

America’s labor Insurance Company®

Home » Employer Management » View/Update Employer

Frofile Cortacts

7.

I'Miant To: » | Account Settings | Logout

[Change Employer]

8. A menu is displayed that will allow you to add a new contact for the current employer, add a new

contact for another employer, or to link a contact.

Add Contact
Mew Cther - Org
Link Contact
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7: View/Update Billing Location Info

7: View/Update Billing Location Info

: The Purpose of this Exercise is to illustrate how to view and update Billing Location
' Information in Employer Self-Service.

Please refer to the user ID / password information provided by Amalgamated L.ife
Insurance Company.

(@

View/Update Billing Location Information

1. To log in to the Employer Self-Service application, enter your User Name and Password then click
‘Log In’.

Friday, January 22, 2010

A Amalgamated Life

America’s Labor Insurance Company®

User:
1 |

Password:
L |

— .

e work for working people
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7: View/Update Billing Location Info

From the Employer Self-Service Home page, click on the ‘View/Update Employer Information’
link.

Friday, January 22, 2010 | Welcome IR lifant Ta: | Account Settings | Logout

A Amalgamated Life

America’s Labor Insurance Company®

[Change Employer]

PLEASE MOTE: Using the browser's back button within %3 may cause your session to become invalid. Please do not use the browser's
Back button

Employer Management News and Alerts
o View/lpdate Employer Information
iew/Update Billing Location Information
& Payments

Members for Your Employer

o Yiew/Update Member Infarmation
s Process a Mew Hire Mermber

Import Files
* |mport Mew Systemn Data

Administration Functions
o Yiew/Update User Information

we work for working people
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7: View/Update Billing Location Info

The View/Update Billing Location screen is displayed. From this page you can view and update
employer billing related information.

Friday, January 22, 2010 | Welcome I | 'Wiant Ta: + | Account Settings | Logout
A\ Amalgamated Lif
gamated Life

America’s labor Insurance Company® [Change Employer]

Home » Employer Management » View/Update Billing Locations

Billing Location Contacts

Eilling Location: I

Billing Location

e | —— | Billing Report Level: [Em ployeriilling EntityBarg U
Code: | | Eilling Option: [prebill - Use Roster
Location Status: [aive Becourt Rep:
Team: [Midwe st Report Option: [Dire ct Mail Bill
Updated Date: [1g/05/2009 Billing Group: [Reqular Bill
Eilling Strrt Prirt Date: [g5/23/2008 :j Irterest Type: [srandard
. ‘work Location: i
Statement: [Focaive Stamert = |_search | Clear | Mew
Farerit Billing Ertity: | v
Address Information
add | Copy | [ Stop | Print |
Address Type: | Residence . | Walid:
Address [ agr 5, 2009 - | Address [ Employer »
Period: Source:

Use Parert Address: [

iddress 1. ||
pddress 2. ||
Address 3 [
Fourtry: Tip: 4
City: [— |
sote: | S V|
Courty: | o —— 2

Contact Information

Phone L]
Subtype Country Fhone Ext Frirnary
Phone v (s ] [ — L1 0O
Ernail
Fax
Save | Reset |

we work for working people

Update the desired billing location information then click ‘Save’.
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7: View/Update Billing Location Info

View/Add Employer Billing Contacts

5. Click on the Contacts tab. From this screen you can add a Employer Billing Contact. Click the
‘Add Contact’ link.

riday, January 27, 2

elcome

I'iant Ta:

| Account Settings | Logout
A Amalgamated Life

America’s labor Insurance Company®

[Change Employer]

Home » Employer Management » View/Update Billing Locations

Eilling Location: W 2dd Contact

Contacts

Mame

Type
hiember

6. A pop-up menu is displayed that allows you to choose to add a new billing contact for the current
employer, a new billing contact for a different employer, or to link a contact.

Mews COther - Org
Link Contact

7. Select ‘Add Contact’.

Add Cortact
Mew COther - Org
Link Corntact

Page 49 of 62



7: View/Update Billing Location Info

8. The Add contact screen is displayed. Enter the desired contact information and then click ‘Save’ to
complete adding the contact.

Friday. January 22, 2010 | Welcome I 1"Mfant To: + | Account Settings | Logout
A Amalgamated Life
malgamated Life —
America’s Labor Insurance Company® [Change Employer
Home » Employer Management » View/Update Billing Locations
Cortacts
Eilling Location: I, | (.-l Coritact
Contacts
Mame Type
] Member
Role
Tvee: [ Atomey v
Contact Information
Title: |
0ip Type 19 [ poconnting V| Other PartyCode: [ ]
son: L] E—
Prefix: First Name: Middle Hame: Last Marne: Suffix:
[ w |[Te=r I | [Cantac I w
Date of Birth: Date of Death: Age: Sex:
= e [T @Female
OMale
Address
__Add
There are no address records on file
Contact Details
Phiome L]
Subtype Courtry Fhone Ext Frimary
[Cotprone %] o — O
[Foma 9 [~ — — O
Ernail &
Subtype Ernail Frimary
Prirmary v [ F
_ Delete | | Reset |
/—TB .
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7: View/Update Billing Location Info

9. To delete the contact, select the contact to be deleted under the Contacts area, then click ‘Delete’.

THIOY, Janiary 22, 2 TIEOTIG TWant To: ~ | Actoun Seltgs | Logoul |
A i

Amalgamated Life

Ameniva’s Llabo) lnsvience Compuny® [Lhange Fmployger

Home » Employer Managemenl » View/Updale Billing Localions

Hilhimg Locotion

Eilling Looation:

| g Lontaoct

Contacts

Bl Type
hamber
hilribaer

Role

Coantact Informatian

Prrefi: Cirst Harme: Middle Marne: Last Marne: Suffix:
s Mol R (| el ) emale
oo 1t Pl Ml
Ao R |

CEove ) ooty [ meeel )
‘-/__\; SSE————

10. The confirm delete window is displayed, click ‘OK’.

Windows Internet Explorer E'

? ) ‘ou are about bo delete Ehis record,

Are vou sure?

( (] 4 } Zancel

11. The billing contact is deleted.

Friday, January 22, 2010 | Welcome I | Miant To: + | Account Settings | Logout

A Amalgamated Life

America’s labor Insurance Company®

[Changs Employer]

Home » Employer Management » View/Update Billing Locations

Billing Location Cortacts

Eilling Location: I, | | Coritact

Contacts

Mame Type

hiember

I Member
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8: Import Files

8: Import Files

: The Purpose of this Exercise is to illustrate how to import files in Employer Self-
Service.
S

- Please refer to the user ID / password information provided by Amalgamated L.ife
Insurance Company.

Import Files

1. Open an Excel spreadsheet on your computer that you wish to import.

2. Press CTRL+A.

3. Click on the ESS_Import.RDP icon on your desktop. Enter your username and password to login.
4. After the blank spreadsheet is open press CTRL+V.

5. Close the ESS_Import Excel window. Choose to Save the document in the default location. Name
the file to save ESSImport.

6. To log in to the Employer Self-Service application, enter your User Name and Password then click
‘Log In’.

Friday, January 22, 2010

A Amalgamated Life

America’s Labor Insurance Company®

User:
1 |

Password:
L |

/—'_\; .
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8: Import Files

7. From the Home page, click on the ‘Import New System Data’ link from the Import Files area.

Friday, January 22, 20110 | Welcome IR, [ Pvant To: v | Account Settings | Logout

A Amalgamated Life ——————————

America’s labor Insurance Company® [Change Employer]

PLEASE MOTE: Using the browser's back button within %3 may cause your session to become invalid. Please do not use the browser's
Back buttan

Employer Management News and Alerts

o Yiew/Update Employer Information

o Wiew/Update Billing Location Information
® Review Employer Reports, Billing History & Payrents

Members for Your Employer

o Yiew/lUpdate Member Inforrmation
e Process a Mew Hire Member

Import Files
I- Import Mew Systern Data

Administration Functions

o Yiew/lUpdate User Information

m work for working people

8. The Import Files tab is displayed. This screen lets you import data into ESS.

9. The Filter section allows you to display imports by Description or Status, as well as to refine
results by Start Date.

Friday, January 22, 2010 | Welcome 1 wrant To: + | Account Settings | Logout

A Amalgamated Life

America’s Labor Insurance Company®

[Change Emplayer]

Home » Import Files » Import Files

Import Files Import Details

Filter
Irport Deseription: [a w | Import Start Date: [34,/52/2009 :j I Filter I
status: [ ~| 01/23/2z010 j
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8: Import Files

10. To create a new import, click the ‘New’ button.

[ Mew.. || validate | [Process...)| Refresh || Waid || Wiew Report | Auto-Refresh:

+ Contrals
Imp Process . Import Process Performance
Details Header Id Status Flag Import Name Import Description Start Start Report

Date Date

Details Mot Ready Address Validation Unite Here Pension Fund 10/22/09

Processed Payroll Import 11:30:1

AM

Details 1 Voided Completed Address Validation df 9/15/09 9/15/09
9:03:05 12:13:48
AM PM

11. The New Import pop-up window is displayed. Select an Import Description from the drop-down
list, then click the ‘Browse’ button. Select ESSImport file and click Open button. . Then, enter an
Import Description.

) New Import - Mozilla Firefox

i
I-. % | http:/f172.24.43.58/unitega/app?service=external [EmploverPages: NewImport ﬂr |
Import Info
Import Description: | Bectronic Remittance Report vl
File Marne: |[ — ]

Import Description:

I
Parforrance
Report: |:|

Arguments

Save || Cancel |

Dane
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8: Import Files

12. Click ‘Save’ to import the file.

.
@I Cancel

13. A message will display indicating the file has been uploaded successfully. Click the ‘Close’ button
to close.

¢~ Mew Import - Windows Internet Explorer

W& httpff172. 249,43, 58 uniteqalapp

Your file has been successfully imported
File Name: D:%w3_ import_exportiuniteqga’jonathan_11_04_2009_12E57369599024_ 122 Import Fil

Import Header =
Id:

[ close
=3 I} | =
Cone | | | | | | |3 o Inkternekt | Q 100 e
14. The new import file will be displayed with a status of ‘Not Processed’
[ MWew... |[validzte | [Process..) [ Refresh || woid | [ View Report | Aute-Refresh:
+| Contrals
Import Process
Details Lrgapsgcr 14 Status ElraDgGESS Import Name Import Description ta ta En;r;;[tmance

Test Import File

Ready Pension Fund i 0 T
Frocessed Payroll Import 11:30:17 .
AM
Detailz 1 Voided Completed Address Validation df 3/15/0% &/15/0%
9:08:05 12:13:48
AM PM
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8: Import Files

15. To process the file, click the ‘Process’ button. A confirmation pop-up window will appear. Click
‘OK’ to begin processing.

[ Mew.. ][ validate | [Process...) | Refresh | [ waoid | [ View Report | Auto-Refresh:
-+ Contrals
Details Import Status Proce Confi Tmnort ;;;rctess Performance
Header Id Flag ontirm Date Repart
Dietails Not FP A3t for this file to complete processing . Then proceed to the Wages,
Processed Transactions, and Payment Manager to release the report.
Details 2 Not Read r 1 9
betalls ¢ ok p) Cancel r
Frocezzed arce 7
Details 1 Voided Compiciea  =Udress vamaaogTT =] srrorud 9/15/09 I_
9:08:05 12:13:48
AM PM

16. To void a previous/existing import, click on the desired import transaction, then click the ‘Void’
button. The Status will change to ‘voided’.

[ mew... |[validate | [Proces=...) [ Refresh € void 13 View Report | Auto-Refresh:

+| Conkrols
Detail Import Stat Process 1 N I "t D i ISTII:EFT g;o;ess Performance
etails o oor 1d atus Flag mpo ame mpo escription : a i : a ; Report

Completed| Address Validation Test Import File 11/4f09 | 11/4/09
4:21:39 | 4:29:53
PM PM

Cetalls 2 Mot Ready Address Validation Unite Here Pensiocn Fund 10/22/09
Processed Payroll Import 11:30:17
AM
Details 1 Vaoided Completed Address Validation df 9/15/09  9/15/09
9:08:05 12:13:48
AM FM

17. Click the “View Report’ button to generate a report of imports.

,, Auto-Refresh:
I Standard Import Report |
N Import Process
ame Import Description Start Start gnzrfnnrr:tmance
Date Date P
Walidation Test Import File 11/4f09 | 11/4f09
4:21:39 | 4:20:53
PM PM
Walidation Unite Here Pension Fund 10/22/09 r
Pavroll Import 11:30:17
AM
\alidation df 9/15/09  9/15/09 [T
9:08:05 12:15:48
AM FM
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8: Import Files

18. The Import Details Report pop-up window is displayed, allowing you to specify your report
generation parameters. Once you have made your selections, click the ‘Show/Schedule Report’
button.

L5, Import Details Report - Mozilla Firefox EJE|E|

| % http:f{172.24 .43, 58/uniteqaf app?service=vis| JasperReporting: PopupReportYieweraREPORT_DEFIMITION 5 7

Close

Select Report
Cakegory:
Report:

Background: [ |
Export Type: V] pyr [ cov [ Eveet T Hem

Select Parameters

Import Header 1D 71
Irnpart Marme:! rawioll2 10
Detail Record Status: - o
Dakaskring Yiew: Surmmary b
Sort BY! Record Seq Mo b

C::::_ Showschedule Report ::::)

Done
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8: Import Files

19. The Import Details report is displayed. After reviewing the report, you can click the ‘Export’ link
to export it to another format. Once you are done reviewing the report, click ‘Close’.
3 Import Details Report - Mozilla Firefox 2 L
[ ¥ | hitp:}172.24 .43, 58 uniteqa/app <
Select Repart 1 Standard Impart Report
Cateqgory: aunk Export
= R i i [ Fleex 5 H & & [ ]
] stancard Import Details Report
;ﬁ;«mm ;\!mmm Gefg::;:?; !:."&'291\1 184053
T D,

Report:
Export Tvpeilv] pp O oy [0 Exeel O ptmi

Background: [_]

Select Parameters
Impart Header 1D: n
Irnport Marne: EE——

Al
v

Detail Record Status: | -]
Datastring Yiew:  Summary
Sork B! Record Seq Mo

2honfache

Dane
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9: News & Billing Alerts

‘I"Ia,
‘l.i

9: News & Billing Alerts

The Purpose of this Exercise is to illustrate how to manage news and billing alerts in

v @ Employer Self-Service.
Q)

©
-

Please refer to the user ID / password information provided by Amalgamated Life Insurance

Company.

View Alerts
20. To log in to the Employer Self-Service application, enter your User Name and Password then click
‘Log In’.

Friday, January 22, 2010

A Amalgamated Life

America’s Labor Insurance Company®

User:
1 |

Password:
L |

A/—'_W; e
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9: News & Billing Alerts

21. From the Employer Self-Service Home page, click on the ‘View/Update User Information’ link.

Friday, January 22, 2010 | Welcome I

A Amalgamated Life

America’s labor Insurance Company®

Back button

Employer Management

e iew/pdate Employer Information

o iew/pdate Billing Location Infarmation
* Review Employer Reports, Billing History & Payments

Members for Your Employer

o Wiew/lpdate Mermber Information
* Process a Mew Hire bember

Import Files

® Jrmport Mew Systern Data

Administration Functions

|o WiewfUpdate User Informationl

FLEASE MOTE: Using the browser's back button within %3 may cause your session to become invalid. Please do not use the browser's

fv\; work for working people

| I'Want Ta: - | Account Settings | Logout

I
[Change Employer]

News and Alerts

22. The Employer User Administration screen is displayed. Select a user from the Employer Contact

list.

Employer Contacts

~add |  Delete |
Uszer User

Uszerld Status

Active
Active
Active

Active |

Active
Active
Active
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9: News & Billing Alerts

23. The User Details screen is displayed.

Friday, January 22, 2010 | Welcome I E | 'ifant Ta: i | Account Settings | Logout

A Amalgamated Life

America’s labor Insurance Company®

I
[Change Employwer]

Home » Administration Functions » Employer User Administration

Wiew Update Emplayer Users
Billing Location: N

User Details

e — |
Pass:r-nrd: e (Change) Application Suzpended
ype: Emplover Self Service 1
Reset Paszword D
Flag:
Lock feeount: D '

Warkflow Becess: Business Entity List

Application

Title:
SEM:

L 1
T
L 1
(— |

First Name: Accounts Receivable
Middle MName:

Last Narne:

Suffix:

Date of Birth: Ilj

sex: OF emale

Accounts Receivable A

®ale | Accounts Receivable - |
| Prezident A |
Address Information
Add | v |
There are no address records on file.
| Accounts Receivable w |
Cantact Information '
Phone @ User Groups
Ernail L] - L .
| Emplover Salf Service v| Add Delete
-+ Contraols
Department Mame Priority
100
LOB User - System Administratar *
Employer User * 130

* Uniwersal Role

Subscriptions

-+ Cantrals
Dizplay Matme
Mews

_ Save | | Delets |
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9: News & Billing Alerts

24. The Subscriptions section is where you can opt-in the user to receive news or other alerts.

Subscriptions

+ Controls
Dizplay Mame
[ | Mews

25. Once you have finished updating the subscriptions settings, click ‘Save’ to save these
changes.

. Delete |
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