WEB ERF

QUICK REFERENCE GUIDE



Open a Web Browser capable of 128 Bit SSL.

1. Access the Internet. Go to the following URL.:
https://weberf.norcalaborers.org/NCALCM/login.jsp

2. When you get the home page select Login to the WebERF Application
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Welcome to WebERF™

The Electronic Employer Reporting Form (WebERF) processing application is a secure series of Weh pages that enables emplayers to submit monthly
employer reporting farms to the benefits administrator electronically via the Internet.

Login to the WebERF Application
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3. Enter the following user ID and Password (user 1D and Password are case
sensitive):

User ID: cmtest
Password: cmtest

/3 Web Employer Reporting Form {WebERF) Site Login - Microsoft Internet Explorer

NCAL Cement Masons VMTEST

Friday, February 15, 2008

Web Employer Reporting Form (WebERF)
Site Login

To access the secure information on this Web site, you must provide a valid login, Enter your User ID and Passward in the fields below and then click the
Submit buttan,

User ID:
Password:

-
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4. Choose: Create a New Report

3 WebERF Home Page - Microsoft Internet Explorer

NCAL Cement Masons VMTEST

Home | Create New Report | Reports List | Contact Us | Documentation | Help | Logout
Friday, February 15, 2008

Cement Test

WebERF Home
Welcome to WebERF, the NCAL CemenyMasons WMTEST electronic Employer Report Farm submission facility,

Select an option below,

Create a New Report
o View List of Pended and Finalized Reports

« Employer Administrative Reports
s Setup/Edit Employer EFT Account Details (You may submit payments vz EFT beginning 07/27/2006)

Announcements

Mo Current Announcements

&) Done |—|—|—é_ @ Internet 4
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5. Choose a Reporting Period. (Only choose last reporting month or current
reporting month. Reporting date is always the first day of the month)

Example: To report work hours of September 2006
Reporting Period From should be set to: September 1, 2006

a WebERF Processing Options - Microsoft Internet Explorer

NCAL Cement Masons VMTEST

Home | Create New Report | Reports List | Contact Us | Documentation | Help | Logout

Friday, February 15, 2008

Cement Test

Processing Options - Reporting Period

Reporting Period

Select a reporting neriod and then click the Report Options buttan,

Reporting Period From®*; |Januarv j 1 'HEDDBj

Report Options |

|&] Dane r|_|'[§ ) Internet A
il start |J a @l @ @ :ﬂ @ “ (6] Metwark and Dial-up Cl @WebERF Site Start Paml Document-WordPad ”@WehERF Processing... MQQQQQE 24T PM




6. Choose the Agr
7. Choose Regular repqrt or No Employees (no hours)

8. Choose the Data Sourte
Previous)

ement you are creating a Contribution Report for.

(Blank form, Use Last Report, or Import File, Select

/3 WebERF Processing Dptions - Microsoft Internet Explorer

NCAL Cement Masons VMTEST

Home | Create New Report | Reports List | Contact Us | Documentation | Help | Logout

Friday, February 15, 2008

Processing Options

Report Options

Select from the following options and then click the Create Report button, Fields marked with an asterisk (* #*) areNeguired.

Reporting Period From*: January 1, 2008

Agreement*: IM AGC APPRENTICE AGMT CM - MASONS 08/01/2005 - 06/30/2009 0001-AG
Report Type*: & Regular © No Employees

Data Source*: & Blank Form € Use LastReport  © ImportFile € Select Previous
Employer Report Form ID: l—

Sort Order: First: lm Second: |Nune | Third: INone |

Create Report |
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9. Enter new data or modify existing data, depending on the source you used to
create the Contribution Report.

10. The minimum required data is: SSN, Last Name, and Hours.

009 0001-AG - Microsolt Internet Explorer

NCAL Cement Masons VMTEST

Home | Create New Report | Reports List | Contact Us | Documentation | Help | Logout

Friday, February 15, 2008

Create/Edit Report

Employer ID: 123456 Federal 1D Number:
Contractor: Cement Test Report Period: 01/01/2008
Address 1: 220 Campus Lane EDI Reference Number: Report Mot et Finalized
Address 2: Agreement: M AGC APPRENTICE AGMT CM - MASONS 08/01/2003 - 06/30/2009 0001-AG
Address 3: Report Type: Regular
City, State, Zip Code: Fairfield, Ca 94534 Job Class Type: Al
Phone: 456-789-12 Ext:
Fax:
Clr Form | Remove | Save | Delete Rpt | Pend | Calculate

Employees (fields marked with an asterisk ("*") are required)
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11. To import data from an Excel spreadsheet choose Import File and Create Report.

12. Brouse to the location of the import file and choose OK to import file

/) WebERF Processing Options - Microsoft Internet Explorer

NCAL Cement Masons VMTEST

Home | Create New Report | Reports List | Contact Us | Documentation | Help | Logout

Friday, February 15, 2008

cmtestl 3 WebERF Upload Payroll Data for Impart=M -0

Processing Options
Upload Payroll Import File

. Import File Type: Excel 5.0 WebERF default format
Report Options

Click the Browse button to select a payroll data file to impart,
Select from the following options anc isk ("**) are requirad.

Select File: Cfioinbounc¥ehERF _Erowse. |
Reporting Period From
Agreement*: oK | Cancell 314G vI

Report Type*:

Data Source*: C Blank Form € Use Last Report @ ImportFile  © Select Previous
Employer Report Form ID: l—

Sort Order: First: m Second: [Mone ¥ Third: |MNone =

Create Report |
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13. Choose calculate. WebERF will calculate the due amounts

'ebERF for M EUCA MEMBER - MASONS 10/ /2009 0527- L - Microsoft Internet Explorer

NCAL Cement Masons VMTEST

Home | Create New Report | Reports List | Contact Us | Documentation | Help | Logout

Friday, February 15, 2008

Create/Edit Report

Federal ID Number:
Report Period: 01/01/2008

Employer ID: 123456739
Contractor: cmtestl

Address 1; EDI Reference Number: Report Mot Yet Finalized
Address 2; Agreement; M EUCA MEMBER - MASONS 10/01/2005 - 06/A0/2009 0527- L
Address 3: Report Type: Regular L |

City, State, Zip Code: fairfield, C& 94534
Phone: 707-555-1212 Ext:
Fax:

Job Class Type: 2l

CIrForml Remuvel Save | DeIeteRptl Pend | Calculate

Employees (fields marked with an asterisk {("*") are required)

55N Last Name* First Name* MI Hours* Remove
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14. Review the details of the Contribution Report.
15. After review select Finalize.

a WebERF Computation of Payments - Microsoft Internet Explorer

NCAL Cement Masons VMTEST
Home | Create New Report | Reports List | Contarct Us | Documentation | Help | Logout
tiday, February 15, 2008
cmtestl
. Payment Coupon | Edit | Delete Rpt | Pend | Finalize |
Computation of Payments
i 3 i - ;
HAIE R R y
NCAL Cement Masons VMTEST -
220 Campus Lane
Fairfield, California 84334-1433
cmtest]
Employer I0: 123458720 Federal ID Number:
Contractor:  cmtest! Report Period: 0110112008
Address;  farfield, CA 34534 EDI Reference Number:  Report Mot Yet Finalized
Phane: T07-655-1212 Ext: Agreement: M EUCA MEMBER -MASONS
Fax Report Type: Regular
Job Class Type: Al
Employeas
No. 85N Last Name First Name M Hours
1 123454780 Amstrong Jeff 170.00
1 123456700 Blanco Adriana 170.00
3 123456701 Campiott Edward 170.00
4 123454702 Campos Femando 170.00
§ 123458703 Cerda Rafae 170.00
6 12345674 Colon Jennifer 170.00
T 113458705 Dariing David 170.00
8 123456708  Dela Tome Jr Mario 170.00
§ 123458707 Dilon Victor 170.00
10 123454708 Groh Maria 170.00
1 123454708 Hemstock Gregory 170.00
2 123458800  Masias Victor 170.00
13 123458201 Martinez Vanesza 170.00
14 123458800 Mireles Jezse 170.00 v -
-
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WebERF Computation of Payments - Microsoft Internet Explorer

cmtestl

Computation of Payments

NCAL Cement Masons VMTEST

Home | Create New Report | Reports List | Contact Us | Documentation | Help | Logout

Friday, February 15, 2003

Payment Coupan | Edit | Delete Rpt | Pend | Finalizel

NCAL Cement Masons VMTEST
220 Campus Lane
Fairfield, California 94334-1433

RECAP OF ALL PAGES

D Hours  VACATION FENSION  HEALTHA  APPRENTI  INDUSTRY Totals
1 3.740.00 4.8200 4.2000 6.1000 0.4100 0.0500

18,400.80 15,708.00 22,814.00 183240 187.00 5864220
Grand Totals: 374000 $1B.400.80 S15708.00 §22814.00 $1.333.40 $187.00 $58.643.20
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16. If you are paying by check, review the amount due and choose Finalize a second
time. (if you choose to pay by EFT select EFT and enter a payment date)

/23 WebERF Payment Details for 123456789 - Microsoft Internet Explorer N [ 5

|+

cmtestl
Employer ID: 123456789

Payment Details for M EUCA MEMBER - MASONS 10/01/2005 - 06/30/2009 0527-L
Report Period: 01/01/2008

Make Payment(s) As Follows:

EFT Payment Payable To Amount Pymt Date Mail To Instructiops
[T Check1 CementMasons $58,643.20 I @ Maorthern California Cement Masaons Trust Funds  Send Check and Original of
Trust Funds PO Box 833273 This Report\To the "Mail To"
San Francisco, CA 34188-3273 address:

Phone #: 707-864-3300

Finalize Cancel

Computation of Payments

B
l_ l_ ré_ # Internet y

Employees

No. S5N Last Name First Name M Hours

1 123454780 Amstrong Jefi 170.00

2 123458700  Blanco Adriana 170.00

3 123856701 Campioti Edward 170.00

4 123454702 Campos Fernando 170.00

§ 123458703 Cerda Rafae 170.00

6 123458784  Colon Jennifer 170.00

7 123458785 Darling David 170.00

8 123456706 Dela Tome Jr Mario 170.00

0 123456707  Dillon Victor 170.00

10 123458708  Groh Maria 170.00

11 123458780 Hemstock Gregory 170.00

12 123458800 Macias Victor 170.00

13 1232458201 Martinez Vanessa 170.00

14 123458202 Mireles Jesse 170.00 v| —
-
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17. If you choose to pay by EFT select EFT and enter a payment date, then finalize

/2 WebERF Payment Details for 123456789 - Microsoft Internet Explorer (0] %|
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cmtestl
Employer ID: 123456789

Payment Details for M EUCA MEMBER - MASONS 10/01/2005 - 06/30/2009 0527- L
Report Period: 01/01/2008

Make Payment(s) As Follows:

EFT Payment Payable To Amount Pymt Date Mail To Instructions
W Check1 CementMasons %$58,643.20 ID2J’19JQDDB @ Northern California Cement Masons Trust Funds  Send Check and Original of
Trust Funds PO Box 833273 This Report To the "Mail To"
San Francisco, C& 94188-3273 address:

Phaone #: 707-864-3300

Finalize Cancel

Computation of Payments

[ |
|_ |_ |’;§ i Internet 4

4 123458762 Campos Fermando 170.0
G 123458703 Cerda Rafae 170.0
G 113458784 Colon Jennifer 170.00
T 113458705 Darling David 170.0
8 113458706 Dela Tome Jr Waro 170.00
9 123458707 Dilon Victor 170.0
10 123-45-6788  Groh Wara 170.00
11 123458700 Hemsiock Gregory 170.0
12 123-45-8800  Macis Victar 170.00
13 123458801 Martinez Vanessa 170.00
14 123458802 Mireles Jesse 170.0 v| —
j
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18. A warning message appears informing you that this process cannot be reversed
once you choose OK. Once you choose OK the report will be sent to the Trust
Fund Office over a secure, encrypted link

/3 webERF Payment Details for 123456789 - Microsoft Internet Explorer
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cmtestl
Employer ID: 123456789

Payment Details for M EUCA MEMBER - MASONS 10/01/2005 - 06/30/2009 0527- L
Report Period: 01/01/2008

Make Payment(s) As Follows:

EFT Payment Payable To Amount Pymt Date Mail To Instructions
[ Check 1 CementMasons $58,643.20 I @ Mprthern California Cement Masons Trust Funds  Send Check and Original of
Trust Funds Pl Box BR3273 This Report To the "Mail To"
Spn Francisco, CA 94188-3273 address:

Phone #: 707-864-3300

Finalize Cancel

Microsoft Internet Explorer

& report cannot|be modified after it has been finalized',
Do yau want b finalize this repart?

| |
Caniel
|&] Done ’_’_ré_ ® Internet 4
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14 11345502 Mreles lessa 170.00 v
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19. The finalized report will be saved in a PDF format. Note that the EDI reference
number is populated whether you choose to pay by check or EFT. This number is
just a tracking number and does not mean you sent your payment via EFT.

20. Choose Payment Coupo
21. Print the Payment Summary Sheet(if not paying by EFT)

a WebERF Computation of Payments - Microsoft Internet Explorer

NCAL Cement Masons VMTEST

Home | Create New Report | Reports List | Contact Gz | Documentation | Help | Logout

jday, February 15, 2008
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22. Sign the Payment Coupon sheet and mail the coupon along with your check to the
address listed. If you are paying by EFT (Electronic Funds Transfer) you do not
need to return anything to the Trust Fund.

23. Log off of WebERF
24. If you have problems or questions please contact:

Joyce Hebert 707-864-2800 Ext 269 or jhebert@norcalaborers.org or
Debbie Culloty 707-864-2800 Ext 267 or dculloty@norcalaborers.org for
rates and payment issues.

a WebERF Payment Details - Microsoft Internet Explorer

NCAL Cement Masons VMTEST

Home | Create New Report | Reports List | Contact Us | Documentation | Help | Logout

Friday, February 15, 2008

cmtestl

Computation of Payments I

Payment Details
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mailto:jhebert@norcalaborers.org
mailto:dculloty@norcalaborers.org

To Enroll for EFT payments.

If you want to have your Contribution Report payments submitted via EFT (ACH Debit)
you must first set up your account for those payments.

Choose Setup/Edit Employer EFT Account Details.

/] WebERF Home Page - Microsoft Internet Explorer

NCAL Cement Masons VMTEST

Home | Create New Report | Reports List | Contact Us | Documentation | Help | Logout

Friday, February 15, 2008

cmtestl

WebERF Home
YWelcome to WehERF, the NCAL Cement Masons WMTEST glectronic Employer Repaort Form submission facility,

Select an option below:

¢ Change User IDfPassword

« Create a New Report
« View List of Pended and Finalized Repofts

+ Employer Administrative Reports
o Setup/Edit Employer EFT Account Details {You may submit payments via EFT beginning 10/14/2006)

Announcements

Mo Current Announcements
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Enter your Bank’s Routing Number and the Bank Account Number you want the
ACH debit to process against.

Choose Save. ONLY CHOOSE SAVE ONCE. An ACH pre-note file
will be generated. Ten days after the pre-note is generated you will be able to submit
Contribution Report payments via EFT.

/) WebERF Setup,/Edit Employer EFT Account Details - Microsoft Internet Explorer

NCAL Cement Masons VMTEST

Home | Create New Report | Reports List | Contact Us | Documentation | Help | Logout

Friday, February 15, 2008
Setup/Edit Employer EFT Account Details
Enter the hank routing and account number from which funds will be obtained and then dlick the Save button, Use extra care to enter the numbers correctly,

Fields marked with an asterisk (" **) are required.

To de-activate a bank routing and account number, clear the values from both fields and dlick the Save button,

To view a sample check with the location of the bank routing number and account numbers identified, click here,

Bank Routing Number*: |12110?882
Bank Account Number*: I******?SQD

Bank Name: FREMONT BANK

Save |

|€| Done l_ l_ ré_ |° Internet 4
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	User ID: cmtest 

