
 
 
 
 
 
 

 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 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 

3. Enter the following user ID and Password (user ID and Password are case 
sensitive): 

 
User ID: cmtest 
Password: cmtest 

 

 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 

4. Choose:  Create a New Report            
 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 

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 

 
 

 
 
 
 



 
 
 
 
 
 
 
6. Choose the Agreement you are creating a Contribution Report for.  

7. Choose Regular report or No Employees (no hours) 

8. Choose the Data Source (Blank form, Use Last Report, or Import File, Select 
Previous) 

 
 

 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
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. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
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 
 
 
 

 
 
 
 



 
 
 
 

13. Choose calculate. WebERF will calculate the due amounts. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

14. Review the details of the Contribution Report. 

15. After review select Finalize.   
 

 
 



 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 

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) 

 

 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

17. If you choose to pay by EFT select EFT and enter a payment date, then finalize 
 
 

 
 
 
 
 
 
 
 
 
 



 
 
 

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 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

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 Coupon 

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

 
 
 
 
 
 
 



 
 
 
 

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.  
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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. 
 
 
 

 
 
 
 
 
 



 
     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. 
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