The Pension Boards
United Church of Christ, Inc.

EMPLOYER PORTAL GUIDE

NETSUITE PORTAL UPDATE DECEMBER 2023



NEW PORTAL BENEFITS

Review your bill and contact Member Services if any changes are needed.
Changes received in good order will be reflected the next day on the portal.

Make full or partial payments based on your budget and/or preference.

Prioritize paying your employee benefit coverage first. Don't let medical, dental or life
insurance coverage lapse. New flexible options such as the ability to make multiple
partial payments during the same monthly billing cycle will now be available.

Save your payment information securely. No need to enter your credit card
information each month.

Review your payment history to reconcile your account. View the outstanding
balance, historical payment dates and amounts, benefits and more!

ACCESS THE NEW EMPLOYER PAYMENT PORTAL

Navigate to www.pbucc.org and Click Employer Login to reach the Employer Portal Homepage.

S ]

FAITH & FINANCE ~  INVESTMENTS GIVING FORMS NEWS & RESOURCES

e Welcome to Your New Homepage!

We have listened to your feedback and are committed to
making ongoing modifications to provide an informative and
easier-to-navigate experience for you.

Important Links
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v Wikl PN $} o Emergency Fund




EMPLOYER PORTAL GUIDE

ACCESS THE NEW EMPLOYER PAYMENT PORTAL

BILLING FORMS

Employers

The Employer Portal =
Home Page will open. @ Genera
@¥ are maximizing Pension Boards benefits and services. A Resource Guide for UCC

E Employ
Guide i tabomeiE o 5 1o various forms, enrolling employoes in the Annuity Plan for the United Church of Christ, and

Welcome Employers

NEWIA Guide for UCC

e R .
aa FEligibility & Compensation FORTANT NOTICE: PLEASE PAY YOUR MONTHLY INVOICE ONLINE.

From the Employer . Nerten T, 5 Rems e i 408 Coeng i ST,

Welcome home page, B__~@n Documents :mm“;:;m.- v copy o your reue 1 INEORPBUCE, GG or et A o 212.7Z9.2701, Toky il avokd elays being
Click Sign-In button B Adoption Agreement ae e o e e G T T LTy
located at the top T e o s iy o G, e 4k o i
rlght corner to access Certification IMPORTANT NOTICE: New Effactive Date Policy - Eflsctive dates for any snrolmentichange for & member must follow this new policy Ciick

here to review

the log-in screen.

B In-the-Know Employer Pay your employees’ benefits bill online!
The Pension Boards-Unilad Chureh of Chiist i now offering onling billing. As 8 UCC employer, you may pay your monthly bil benafits bill anline!

Newsletter

Paying bills electronizally eliminates the nesd 1o write chacks, trips 1o the post office, buying stamps and the possibility of a lost check. With
E Rate Locator onling payment, paymants are posted instantly, 25 you can ba sure thers s no interruption in benafit coverage.

It's Fast: Unlike checks, online payments are never |ate.

@ P i Rl Yo skl g . s M il

The Pension

Ll e

WHERE FNTH AND

The employer Sign-In page will open.

= Plzase login first
Access to the new payment portal will
remain the same. Please continue to use

your current Employer ID and password. Welcome to the Pension Boards Employer website!

Pleasc follow the instructions below te login.

MNew uscrs:

If vou are lagging into Tl‘ps.." Je mployerspoucc.arng for the first time, then click tha "N
lagin box enter your & digit emplayer I numzer and your new password. You will be
If you are unsure of your Fmployer IB, contoct Member Services of 1.800.642.6543

Enter your Employer ID and
Password used to access your Emnployer 1D (ko) *

PBUCC information.
\ l

Poissword *

& plewy Lsers Click Hare

= Forgot | Reset your password?
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LOCATE THE PAYMENT PORTAL

The Pension Boards
United Church c

WHERE FAITH AND FIN)

Employers
o General Information
E Employer Resource
Guide
s Eligibility & Compensation
KB Biling
ﬁ Plan Documents
E Adoption Agreement

E Church Plan

Certification

Billing
Quick Start Guide

@ The Pension Boards
wirch
(o]
=

Training

Online Billing

View / Pay Bill

(7] FA

BILLING FORMS

Welcome Employers

NEW! A Resource Guide for UCC Employers

UCC Employers can now be assured that their employees are maximizing Pension Boards benef|
Employers serves as a comprehensive tool to lead UCC Employers through the administrative ste
filling out required documentation, accessing links to various forms, enrolling employees in the Ann
other Pension Boards’ benefit plans and services. Click here to view or download.

IMPORTANT NOTICE: PLEASE PAY YOUR MONTHLY INVOICE ONLINE.

If online payment is not possible DO NOT send payments to our New York office send them directly
Northern Trust, 75 Remittance Drive, Suite 1592, Chicago, lllinois 60675-1592.
If you need to send any forms or correspondence, either email a scanned copy of your request to INFO@PBUCC.OR(

experienced with postal mail.

This website is designed to help UCC employers, treasurers and other congregational leaders lea
their church or organization employees through the Pension Boards. Here employers will find accf
invoices, billing schedules, eligibility criteria and compensation reporting assistance.

IMPORTANT NOTICE: New Effective Date Policy - Effective dates for any enroliment/change for|

EILLING

Billing

The Penzion Boards-United Church of
This charge allows mora timely and af

Online Billing providges you with two ¢

lirre and orovida you wilh new capabil

Watch for future announcements as w

NOTICE: Aiew of our employers hav,
* For e-Cheack - Insuflicianl lunds in

+ With Credit Card - Entering the wrg
Flease check your entries carefully|

The Employer Portal
Home Page will open.

From the home page,
Select Billing

from the menu
options.

When the new billing
page opens, Select
View/Pay Bill.
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PAYMENT PORTAL HOME PAGE

After selecting NetSuite-Billing from the menu and signing in, the payment portal home page for your
account will open, displaying the name and contact information for the organization.

My Accoun
OVERVIEW
My Settings
BILLING Profile Payment
Account Balance ABC CONG CHURCH We have no default credit
test12345@pbucs.org card on file for this account.
Open Invoice (212) 123-4567

Paid Invoice

Transaction History

SETTINGS w

ADD A CREDIT CARD

ACCESS ACCOUNT PAYMENT AND BILLING OPTIONS

My Account

OVERVIEW
From the Account Home My Settings
Page, Select Billing to drop — it

o s
down a menu of account Frabte Faymest
payment and bl”lng Ophons' Account Balance ABC CONG CHURCH We have n|
; test12345@pbucc.org card on fil
Open Invoice (212) 123-4567

Paid Invoice

Transaction History

SETTINGS v

EDIT | ADDAC




ACCOUNT BILLING AND PAYMENT MENU OPTIONS

Click the menu links to manage your account:

Account Balance Snapshot of outstanding balance and recent credits.
Open Invoice View the current invoice and set-up full or partial payments.
Paid Invoice Look-up and view past invoices by month.

Transaction History  Lookup and View how payments, credits, and other
transaction types are applied to invoices.

Print a Statement Print a Statement of Account as a list of charges and
payments by invoice number and date.

ACCOUNT BALANCE

The Account Balance screen displays a snapshot of the current account status including the outstanding
balance and any credits available.

My Account

OVERVIEW
Account Balance

BILLING -~

ABC CONGL CHURCH

Account Balance

B OCutstanding Balance ${319.25) Available $319.25

Credit Limit: $0.00

SETTINGS ~

Credits Account Details

Deposits: 50.00 Term:

Other Credits: $319.25 Currency:; uspo
1 OICES L
]ﬁi@éﬂmﬂ

|

Quick link to view the current open invoice.
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ACCOUNT BALANCE

CREDITS: If you see an outstanding balance on the
Account Balance Screen reflecting a negative dollar
amount (amount in parenthesis), this means there is
a credit that can be applied to your next bill.

$0 BALANCE: If there are no open invoices, you
will see an outstanding balance of $0.00 and a
designation of, “No Payment Due”.

I M Qusstanding Balance 50.00
My Account
OVERVIEW
Account Balance Credit Limit: $0.00

BILLING -

ABC CONGL CHURCH
Account Balance
& } Credits
Open Invaice

W Outstanding Balance $(319.25) Available $31235 Deposits:
Transaction History

Other Cradits:

Credit Limit: $0.00

SETTINGS

Credits
Deposits;

Other Credits:

Account Detakls

Tesm;

o m

Available $0.00

Account Detalls
Term:

Currency:
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OPEN INVOICE: VIEW

My Account Select Grouped by
m— Open Invoice Member or Grouped
' by Benefit to
BILLING A < reconfigure the order

of items listed in the
Current Month Invoice
Detail Section

Account Balance

The Pension Boards UCC
March 2023 Statement

Open Invoice
Paid Invoice

Transaction History

Date 20172023
Due Date 2/28/2023
Empl M

SETTINGS . mp]uyer “: P ABC CONG CHURCH
Employer 12345

Open Invoice View
displays the full invoice
with an Invoice Summary

Invoice Summary for March, 2023

Benefit Month/Year Amount Due Subtotal Due Pay
Employee Pre-Tax (TSA) Contribution (Annuity Plan) I IStI ng cu rrent C ha rges at
Manthly March 2023 $1,668.00 (w] the top Of the page
btotal Employee Pre-Tax (TSA) Contribution (Annuity Plan) $1,664.00
Dental Benefits 5
Monthly January 2023 $44. 25 =
Monthly February 2023 $44.25 -
Subtotal Dental Benefits $88.50
| Total Amount Due $1.75650 O
& : —
Current Manth Invoice Detail for March, 2023
Benefit Month/Year Amount Subtotal
Due Due
JOHN DOE / 7T777-T77
Employee Pre-Tax (TSA) Contribution (Annuity Plan) - March 2023 $1,668.00
Monthly
Subtotal JOHN DOE / 7777-777 $1,868.00 .
Scroll Down to view the
T - — 8
. Invoice Detail for Overdue Amounts Current Month Invoice
Benefit Month/Year Amount Subtotal Detall and the Inv°|ce
Bue Bue Detail for Overdue
Dental Benefits Amou nts'
Monthly January 2023 $44.25
Monthly February 2023 $44.25
Subtotal Dental Benefits $88.50
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OPEN INVOICE: ALTERNATE VIEW

If an invoice contains charges for multiple benefits or members. It can be helpful to change how the Current
Month Invoice Detail is displayed.

Open Invoice
b Grouped By Benefit
MAKE A PAYMENT
I
The Pension Boards UCC
The Pension Boards UCC April 2023 Statement
April 2023 Statement
Da 30172023 il g
te
Due Date 3282023 buon Gace U2
Employsr Nafne Employer Name ABC CONG CHURCH
ABC CONG CHURCH
Employer ID 12345 Employer ID 12345
Invoice Summary for April. 2023 Invoice Summary for April, 2023
Benefit Month/Year Amaunt Due Subtotal Due Pay — T — st Sibtotl D Pay
Employee Pre-Tax {TSA) Contribution (Annuity Plan)
Monthly March 2023 £1,248.75 o Employee Pre-Tax (TSA) Contribution {Annuity Plan) .
Monthly April 2023 $1.884.49 Monthly March 2023 $1.348.75 O
Subtotal Employee Pre-Tax (TSA) Centribution {Annuity Plan) $3,233.24 a Monthiy April 2023 $1.884.49
Subtotal Employee Pre-Tax (TSA) Contribution (Annuity Plan) $3,233.24 o
RSA Employes After-Tax Contribution (Annuity Plan)
:":’ MJI“:"':"' - ?‘\ ?“"’I:Q'T“ - s e .: RSA Employee After-Tax Contribution (Annuity Plan)
ubtotal RSA Employee After-Tax Contribution {Annuity Plan) A3, - Prior Adjustment See details below $283.34 o
Employer Duss (Annuilty. plan) Subtotal RSA Employee After-Tax Contribution (Annuity Plan) $283.34 (@]
Monthiy April 2023 $1.227.02 o
Subtotal Employer Dues (Annuity plan) $1.227.12 o Employer Dues (Annuity plan)
Manthly April 2023 s1L227.92 O
RSA Employer Dues (Annuity plan) Subtotal Employer Dues (Annuity plan) $1.227.12 o
Monthily April 2023 $85.01 ]
Subrotal RSA Employer Dues (Annuity plan) $B5.01 a RSA Employer Dues (Annuity plan)
+ : Monthly April 2023 $85.01 o
Total Amount Due $4,828.71 s Subtotal RSA Employer Dues (Annuity plan) $85.01 o
> I Current Month Invoice Detail for April, 2023 I
Total Amount Due $4,828.71 o
Benefit Member Month/Year Amount Due Subtotal Due = = 2 =
I Current Month Invoice Detail for April, 2023 I ‘
MIGUEL SANCHEZ / 8885-888
HSA Employee After-Tax Contribution [Annuity Plan] - Prior March 2023 $283.34 Benefit Member Month/Year Amount Due Subtotal Due
Adjustment
RS& Employer Dues (Annuity plan) - Monthly April 2023 $85.01 RSA Employee After-Tax Contribution (Annuity Plan)
Sukicatal MGUEL SANCHEZ | S888-068 $36835 Prior Adjustment MIGUEL SANCHEZ / §886-888 March 2023 $283.34
Subtotal RSA Employee After-Tax Contribution (Annuity Plan) $283.34
MARY JONES / 9969-959
Employer Dues (Annuity plan) - Manthly April 2023 $216.49
Employee Pre-Tax (TSA) Contribution {Annuity Plan) - Monthly  April 2023 216.49 Employer Dues (Annulty plan)
Subtotal MARY JONES / 9000.000 543298 Manthly MARY JONES / 9999-955 April 2023 $216.49
Monthly JOHN B DOE [ T777-T7T Aprll 2023 £1,01063
JOHN B DOE [ TT77-T77 Subtotal Employer Dues (Annuity plan) $1.227.12
Employer Dues {Annuity plan) - Monthly April 2023 $1,01063
EEDpayEN RrsTRE (Tl Contribution (Asaulr sl -pamtly.  Apii 2oz $1,668.00 Employee Pre-Tax (TSA) Contribution (Annuity Plan)
Subsaral IOHM B DOE | 7777.777 267863
Monthly MARY JOMES / 9089-999 April 2023 521649
Monthly JOHN B DOE | 7T777-TTT April 2023 $1,668.00
Subtotal Employee Pre-Tax (TSA) Contribution (Annuity Plan) $1,884.49

Select Grouped by Member or

Grouped by Benefit to change how the detail is
organized.
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OPEN INVOICE: SET-UP PAYMENT

Set-Up a payment in Open Invoice View by selecting which amounts you would like to pay.

My Account
OVERVIEW
BILLING

Account Balance
Open Invoice
Paid Invoice

Transaction History

SETTINGS

Open Invoice

-~ Grouped By Member

Date
Due Date

= Employer Name
Employer ID

Benefit Month/Year

PRINT A STATEMENT [ MAKE A PAYMENT B S

The Pension Boards UCC

March 2023 Statement

Invoice Summary for March, 2023

Amount Due

Employee Pre-Tax (T5A) Contribution (Annuity Plan)

Monthly March 2023

$1,668.00

Subtotal Employee Pre-Tax (TSA) Contribution (Annuity Plan)

Dental Benefits
Monthby January 2023
Monthly February 2023

Subtotal Dental Benefits

Total Amount Due

$44.25
54425

2/01/2023
2/28/2023

ABC CONG CHURCH

12345

Subtotal Due

$1,668.00

$88.50

$1,756.50 |

Pay

O
O

To pay the Total, Select
Total Amount Due.

Once payment
selections are complete,
click Make A Payment
to continue.

To make a partial
payment, select
Individual boxes next
to the payment amount.

Note: Past due amounts
must be paid prior to
current month



OPEN INVOICE: SET-UP PAYMENT

Note: There must be at least one amount due selected in order to proceed with payment.

Problem: “I am trying to make
a payment; however, Make
Payment button is greyed
out, how do | proceed?”

Solution: Select one or more
payment due amounts.

The Make a Payment button
will turn from grey to green.

Click the button to proceed
with payment.

EMPLOYER PORTAL GUIDE

Open Invoice

The Pension Boards UCC

March 2023 Statement

Date
Due Date

PRINT A STATEMENT

200142023
AITR2023

Open Invoice

Grouped By Member Grouped By Benefit

‘The Pension Boards UCC
March 2023 Statement

PRINT A STATEMENT |m

Date
Due Date

Employer Name
Employer ID

Invoice Summary for March, 2023
Benefit Month/Year Amount Due
Employee Pre-Tax (TSA) Contribution (Annuity Plan)

Monthly March 2023 $1,668.00
Subtotal Employee Pre-Tax (TSA) Contribution (Annuity Plan)

Dental Benefits

A

2/01/2023
2/28/2023

ABC CONG CHURCH
12345

Subtotal Due Pay

o

$1,668.00 i

Monthly January 2023 $44.25 g
$44.25 ™
Monthly February 2023
Subtotal Dental Benefits $88.50
. >
Total Amount Due

Current Mon;ﬁ Invoice Detail-for March, 2023

$175650 | | &

10
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OPEN INVOICE: MAKING A CREDIT CARD PAYMENT

PAYMENT AND REVIEW

Payment Method

Credit / Debit Card H I

Required
Credit Card Number

12345678912

Expiration Date

10 2025 v

Name on Card

. John Doe

M Make this my default credit card <€

& Learn more about

shopping

To make a credit card
payment, Enter your
Payment information

New! If you are
submitting payment via
a Credit or Debit Card,
enter your information
and check the “Make
this my default credit
card” box to safely

store your information
for future payments!

Once complete,
select, Submit.

11



EMPLOYER PORTAL GUIDE

OPEN INVOICE: MAKING AN E-CHECK PAYMENT

To make a payment via E-Check, Select “ACH” as the payment method and click the E-Check button. Next,
click “Submit” to reach the Billing Information page.

Make A Payment

1. PAYMENT AND REVIEW

PAYMENT AND REVIEW

PAYMENT SUMMARY

Payment Method V Invoices $1,756.50

——— Deposits Subtotal $0.00

e Credits Subtotal $0.00
Payment Total $1,756.50

O Select
\\
echeck

You will be redirected to your external payment site a
Once your order is placed, you will return to our site to sei
purchase.

reviewing your order on next step.
e confirmation of your

12
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OPEN INVOICE: MAKING AN E-CHECK PAYMENT

1. Enter your banking information.

Make A Payment

1. PAYMENT AND REVIEW

The Payment and Review

PAYMENT AND REVIEW page will open.

PAYMENT SUMMARY

Inveices (2) $1756.5
Deposits Subtotal $0.00 Q
_ Credits Subtotal $0.00 2. Review the payment

v Payment Total §1.756.50 summary.

Required SUBMIT
Account Number

Payment Method

1231231231

Payment Method 3. If the information
ACH & is correct, click the
T Submit button.

Checking ~
Routing Number *

123456789

Bank Name

Owner Name *

John Doe
Limic+ £

$1,756.50

A

Learn morefabout =a! e shopping

I, JOHN ROBERT DOE, authorize to initiate an ACH debit to my account in the

amount of $1,756.50 on 10/31/2023,

EEm

Enter a Payment Limit equal to the amount of your payment.

4. A Pop-Up will open, click YES to
approve consent for payment.

13
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OPEN INVOICE: SAVE BANKING INFORMATION FOR
FUTURE E-CHECK PAYMENTS

» MY ACCOUNT
My Account
o OVERVIEW 3
To securely Save banking My Settings
information for future BILLING v Profile Payment
payments, Click Settmgs —eyy | sETTINGS ,\ ABC CONG CHURCH Ending in 1612
from the Menu and then test12345@pbuce.org Expiresin 12/2025
ACH Payments Credit Cards B g
ACH Payments
| |
Previously saved payment information will appear on this screen.
My Account
A form for saving ACH Banking GAERAEW
Account information will open. Add A New ACH i e
For faster checkouts, please enter your payment information below
BILLING v L
Required
o Account Number
SETTINGS -~ 3
123123123 |
'1. Enter your banking o Credit Cards Payment Method
information. Include a limit ACH Payments e ‘
equal to the amount of
payment. Account Type
Checking ~ ‘
Routing Number
123123123 |
2. Review the banking B
information entered. p— |
Owner Name
John Dae |
Limit &
2750.50 l
3. If correct, click the ADD >
CANL
ACH button to save.

14
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OPEN INVOICE: SAVE BANKING INFORMATION FOR
FUTURE E-CHECK PAYMENTS

4. The Approve Consent box will open. Click, YES to save your banking information.

Approve Consent

The Saved banking
information will be saved and

ze to Initiate an ACH debit to my account in the
gm available for future payments.

My Account
OVERVIEW i
ACH Payrants To edit or delete sgved
— _ payment information, open
' Endingin 1231 the Settings Menu and
L ACH .
SETTINGS A ABC Bank Prr. AR Select Credit Cards or ACH
ey Payments. A Payment Box
Number:123123123 . .
Accatint TypeiChecking will display saved data, Select
s Owner Nameijohn Doe ' ' Edit or Remove to proceed.

Limit: $2,750.50

15



EMPLOYER PORTAL GUIDE

OPEN INVOICE: SAVE CREDIT CARD
INFORMATION FOR FUTURE PAYMENTS

Payment methods can be
added or edited in the ACH

payments window. To access,

open the Settings Menu, and
select Credit Cards.

Methods of Payment can
also be saved during a
transaction.

On the Payment

Method screen, click the
“Make this my default credit
card” box to save your
account information for
future use.

My Account

OVERVIEW y
Credit Cards

BILLING “
Ending in 1612 m
Expires in 12/2025

SETTINGS s Carol A Granger Add Card
¥ Default Credit Card
ACH Payments S ]
| .
Add Credit Card
|
= 5
o Em
PAYMENT AND REVIEW
Payment Method
\
Required

Credit Card Number

Expiration Date

‘ M0 v 2025 v

Mame on Card

| |

IE Make this my default credit card I

16
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OPEN INVOICE: DELETE OR EDIT SAVED

PAYMENT INFORMATION

1. To Edit or Delete previously saved payment information, Select Settings from the side menu.

My Account
OVERVIEW
BILLING
SETTINGS

Credit Cards

Yy

ACH Payments

ACH Payments

Ending in 1231

WiacH
ABC Bank
Routing
Number:123123123
Account Type:Checking
Owner Name:John Doe
Limit: $2,750.50

[[er o

t

Add Bank Account <]

17

2. From drop-down
menu under Settings,
select Credit Cards

or ACH Payments to
display the saved data.

Additional payment
accounts can be added
to the portal as needed.

3. In the payment box
display, Select Edit or

Remove to update the
informationon file.
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OPEN INVOICE: PRINT A STATEMENT

To Print a Statement, Navigate to the Open Invoice page to display the current open invoice.

Click Print A Statement

Next, a print box will
open. Select print
options and click Print
to save a copy to your
own device.

My Account

Open Invoice

BILLING

A EauD ‘i HFLT

PRINT A STATEMENT MAKE A PAYMENT

Open Invoice The Pension Boards UCC
Paid Invoice May 2023 Statement
Transaction History Date 4/01/2023
Due Date 4/28/2023
SETTINGS v
Employer Name PBUCC TEST PLAN
vt fo— -
Open Invoice Print 3 sheets of paper
S AT o G
| Destination & Microsoft Print to POF =
The Pension Boards UCC
May 2023 Statement
Pages Al >
Date 40172023
Duwe Date 428003
Empleyer Name PBLUCC TEST PLAN Layout ait i
Emplayer 1D wmn
i Invoice for May, 2023 Color Color v
Benefit Meonth/Year Amount Due Subtotal Due Pay
Emplayer Dues (Annuity plan]
Manthly Novemiber 2022 $13334 More setlings v
Monthly December 2022 $13334
Manthly iy 2023 FiEERT]
Monthly Fabruary 2023 s34
Monthly March 2023 $113.34
Manthly Apeil 2023 513334
Monthly May 2023 siny
Subtotal Employer Dues (Annuity plan) 93338
‘Emplayee Pre-Tax (TSA) Contribution (Anouity Plan)
Moy Hovember 2077 43133
Monthly December 2022 B3
Monthly Jnuany 2003 sn
Menthly February 2023 333
Monthly March 2023 33311
Monthly Api 2023 B3
Monthly May 2023 313
ty ErE R
| Total Amount Due _ $1.166.69

=R

18
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PAID INVOICE

My Account
OVERVIEW Paid Invoice
BILLING ~ invoice Date | fanuary2023 ) | < To review past invoices

Select a Month using
Account Balance

s Groupedt oy werse: | the Invoice Date box.

The Pension Boards UCC

The Paid Invoice page is

Transaction History January 2023 Statement o >
similar to Open Invoice.
Date 12/01/2022
Due Date 122812022 Choose GrOUped by
S ” Member or Grouped by
Bl A ABC CONG CHURCH
Employer ID 1235 Benefit to toggle how
Invoice Summary for January, 2023 detail iS displayed.
Benefit Menth/Year Amount Subtotal

Employee Pre-Tax (TSA) Contribution (Annuity Plan)

Manthly January 2023 $216.48

Subtotal Employee Pre-Tax (TSA) Contribution (Annuity Plan) 521648

Total Amount | s216.48 The Paid Invoice screen
Invaice Detail for January, 2023 « a|SO prOVideS an Invoice

Benefit Month/Year Amount Subtotal S umma ry an d I nVOice

Detail section.
JOHN DOE ! 7777-777
Employee Pre-Tax (TSA) Contribution (Annuity Plan) - Monthly January 2023 $216.48

Subtotal JOHN DOE / 7777-777 521648

19
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PAID INVOICE: PRINT A STATEMENT

To Print a Paid Invoice, Select the month you would like to print using the Invoice Date Box.

Click Print A Statement

Next, a print box will
open. Select print
options and click Print
to save a copy to your
own device.

My Account
OVERVIEW
BILLING

Account Balance

Paid Invoice

Irvobce Date | May 2023

Grouped By Member

) PRINT A STATEMENT

Open Invoice
Paid Inveice The Pension Boards UCC
Transaction History Decamber 2022 Statement
Date
Due Date
SETTINGS w
Member Name |
Member ID 7
Paid Invoice Print 3 sheets of paper
Grouped By Member [current-month- Grouped By Benefit (current-month-
ambes Bene .
invoiceview=member) hﬂ‘n?mtu-nlmln! Destination E Microsoft Print to PDF  ~
I “The Pension Boards UCC
Wy 2023 Statement
= BAky JOZH Aprefen. Pages Al =4
Date 2023
Due Date AIR023
Layout Portrait -
Employer Name PBUCC TEST PLAN
Employer ID 2
May, 2023 Color Color -
Benefit Monith/Year AmountDue | SubtotalDue | Pay
Employer Dues (Annuity plan)
Morithly November 2022 $13334 More settings .
Maonthly Owcombar 2002 1334
Monithly Jamiary 2023 $13334
Monthily February 2023 12334
Morithly March 2023 $13334
Monithly April 2023 FIEERTY
Morithly May 2023 $134
Subtotal Employer Dues (Annuity plan] 91138
Monthly November 2022 $3331
Morihly December 2022 FEEEE]
Monithly Janary 2073 33333
Moy February 2023 4333
Monthly March 2003 3333
Morithly Apeil 2023 13333
Morthly May 2023 53393
Subtatal Employee ) $2333
| Total Amount Due $1,166.69

cancel
>

20
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TRANSACTION HISTORY

Transaction History provides a look-up function to track how payments, credits and other transactions have
been applied. Different viewing options are available.

1. Select a date range 2. Select a Record Type from the drop-down menu or choose
to Show All:
My Account
OVERVIEW Transaction History Y
BILLING ~ From | 2023-01-01 to | 2023-03-07 Show all record types v 1 | byDate v
Account Balance Show Credit Memo
Show Payment
Open Invoice Show Deposit
Payment #PYMT3505 03/06/2023  Show Deposit Application
Paid Invoice ‘ Show Invoices
. : Show Cash Receipts
Transaction History Payment #PYMT3504 03/05/2023 ~$1,34875
Payment #PYMT3442 02/14/2023 $11,087.17
SETTINGS v

21
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TRANSACTION HISTORY

A list of transactions with the chosen record type and date range will populate.

My Account

CVERVIEW Transaction History

BILLING A From | 2023-01-01 to 0230307

Transaction History . f— (TGO $1,348.75

My Account
CNERVIEW

Transaction History

3. Click an individual Payment Number to
open a list of invoices where that payment
or transaction has been applied

Payment #PYMT3442

Invoice #INV3BS616

Tmics Dlates (12714

Due date: ¢

FRODUCT (1)

nz

Quantit: 1
Amml $1,010.83

BILLING

Terme:

$1,010.63

Statim

SUMMARY

$£11,087.17

‘ Subtatal 1 Ivem

Tant Toral
Shipping
Handiing
TOTAL

ADJUSTMENTS

Amount Due

DOWNLOAD AS PO

4. Click an individual Invoice Number to
open a detail screen showing the invoice
status and summary.
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PAYMENT SCHEDULES

Employer Contributions Employee TSA and FSA Contributions
Medical, Dental and Life Insurance Payments

Invoice Create Date | Invoice Month Invoice Due Date Invoice Create Date | Invoice Month Invoice Due Date

12-1-22 January 2023 12-28-22 1-1-23 January 2023 1-28-23
1-1-23 February 2023 1-28-23 2-1-23 February 2023 2-28-23
2-1-23 March 2023 2-28-23 3-1-23 March 2023 3-28-23
3-1-23 April 2023 3-28-23 4-1-23 April 2023 4-28-23
4-1-23 May 2023 4-28-23 5-1-23 May 2023 5-28-23
5-1-23 June 2023 5-28-23 6-1-23 June 2023 6-28-23
6-1-23 July 2023 6-28-23 7-1-23 July 2023 7-28-23
7-1-23 August 2023 7-28-23 8-1-23 August 2023 8-28-23
8-1-23 September 2023 8-28-23 9-1-23 September 2023 9-28-23
9-1-23 October 2023 9-28-23 10-1-23 October 2023 10-28-23
10-1-23 November 2023 10-28-23 11-1-23 November 2023 11-28-23
11-1-23 December 2023 11-28-23 12-1-23 December 2023 12-28-23

PAYMENT RULES

According to IRS Guidelines, Employee TSA and FSA Contributions should be submitted by the 15t of the
following month that they were withheld from the employee’s paycheck.

The Pension Boards always suggests that you pay your entire invoice by the due date, but if you are unable
to pay the invoice in full, we suggest the following payment hierarchy:

e Medical Premiums

e Life Insurance Premiums

e Dental Premiums

e Employer Contributions

e Employee TSA/After-tax Contributions
e FSA Premiums

PLEASE NOTE: The entire amount for a specific benefit (Health, Dental, Employer Contribution) must be
paid. Partial payment of an individual benefit is not currently permitted.
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INVOICE NOTIFICATIONS

Type and purpose of notifications you may receive each month regarding your

monthly invoice.

Type of Communication Date Sent

Monthly Invoice available

on the portal 1st of the month

Revised Invoice changes processed through
the recordkeeping system during the current
month*

Once changes are live on the portal

3 business days after the first of the second
month

Payment not received,
two months after the invoice is due *

Payment not received,

Worih afics the lvoliete Gtk 3 business days after the first of the month

Payment not received

by the end of the month due® 5 business prior to the end of the month

Actions

Review invoice

Review revised invoice

Make a payment. Health Benefits will be
terminated if payment is not received
within 30 days.

Make a payment. Health Benefits will be
terminated if payment is not received
within 60 days.

Make a payment. Health Benefits will be
terminated if payment is not received
within 90 days.

* These notifications will begin starting May/June 2023

OVERDUE BENEFITS POLICY

If benefits are not paid on time, they will be removed from the invoice once non-
payment exceeds the designated timeline(s) in the chart below. Health Benefits will
be terminated if the payment is not received within 90 days of the invoice date.

If a benefit has been terminated due to non-payment and reinstatement is needed,

please contact our Customer Care team at 1.800.642.6543.

Removed from Invoice Due to Non-Payment

Pension Contributions 6 Months
(Employer and Employee

Contributions)

Health Benefits 3 Months
(Medical, Dental, LIDI, FSA)
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FREQUENTLY ASKED QUESTIONS

| reviewed my invoice and noticed an incorrect amount. Can | correct it?
Yes, contact our Member Services team at 1-800-642-6543 to discuss what form
needs to be submitted to make the correction.

| submitted the necessary paperwork to correct an invoice. When can | expect to
see the correction?

The review process generally takes five business days. After the paperwork is
deemed to be in good order, the changes are processed. The corrected invoice will be
available on the following business day.

| am not able to submit payment for the full amount of the invoice. What can | do?
Submit a partial payment. Check off the items that you can pay this month and then
submit for payment. Our recommendation is to pay health benefits first, so that
benefit coverage continues.

Please note, the individual benefit line items can be paid in segments.

When should | remit contributions that are withheld from the employee’s paycheck?
According to DOL guidelines, employee contributions should be submitted by the 15t
of the following month that they were withheld from the employee’s paycheck.

I made a partial payment earlier in the month. Can | submit another payment?
The Open Invoice will reflect the remaining payment amount required. Yes, multiple
payments can be made on one invoice.

My invoice reflects open invoices for multiple months. Do | need to pay all open
invoices at once?

No, but you must pay the oldest outstanding invoice first. Paying all open invoices is
recommended, but not mandatory.
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FREQUENTLY ASKED QUESTIONS

Can | set up autopay for monthly recurring payments?

Not at this time. Autopay is not currently a feature, but you can save your payment
information securely and save time having to re-enter your information when paying
with a credit card.

When should | pay TSA or FSA contributions?

TSA or FSA contributions should be withheld from employee paychecks per IRS
regulations. Therefore, TSA or FSA benefit line items on invoices must be paid if
either one has already been withheld.

Will | receive payment confirmation emails?
Yes, confirmation emails are sent after payments are submitted. Confirmations will be
delivered to the email address on file.

How can | prevent a lapse in benefit coverage due to non-payment?
Non-payment of health benefits for 90 days may cause a lapse in coverage.
Therefore, it is recommended to prioritize health benefit payment dues.

Will | receive helpful reminders when payments are overdue, and when?

Yes, reminder e-mail notifications are sent when invoices are past due over 30, 60 or
90 days.One Month Overdue Emails and Two Month Overdue Emails are sent on the
3rd business day of the month.

How can | review and update my Credit Card information on file?

Select ‘Settings’ then ‘Credit Cards’. From this screen enter the preferred Credit Card
information and click ‘Add Card.

26



EMPLOYER PORTAL GUIDE

27



EMPLOYER PORTAL GUIDE

28



EMPLOYER PORTAL GUIDE

NETSUITE PORTAL UPDATE DECEMBER 2023

The Pension Boards
United Church of Christ, Inc.





