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1501 Viewing Your Invoice

Each month, ETF invoices employers for coverage one month in advance based on all active
health insurance contracts in the myETF Benefits system. myETF Benefits is the system of
record for health insurance eligibility, premium invoicing to employers, premium payment to

ETF by employers and premium payment to health plans and the program’s pharmacy benefits
manager (Navitus) by ETF. Employers view their monthly invoice in the myETF Benefits system.
Access to the myETF Benefits System is through the On Line Network for Employers (ONE).

A. Invoice Generation

During the evening on the first day of every month, the myETF Benefits system initially
generates an invoice for health insurance premiums for all state employers. An e-mail is sent
to all employer’s authorized agent and insurance contacts to alert them that an invoice is
available for their review. An example of such an e-mail is below:

=] [ Health Insurance Invoice Ready for May, 2014 - ANETF - Message (Plain Text
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Tue 04/01/2014 11:04 M
ETF Health Insurance Invaice System <noreply@etfmailer.state.wi.us>
Health Insurance Invoice Ready for May, 2014 - ANYETF

Tc Schroeder, Brian Il

null*** PLEASE DO NOT RESPOND TO THIS EMAIL ***

Your preliminary May 2014 Health Insurarce invoice is now evailable. Please log on to review, eccept and pay your invoice. If you determine that adjustments are needed to the contracts included in the invoice, please submit applicaticns or terminations
through the normal update process. An updated invoice will be producec after we procss your transactions, and you will receive an email orompting you to review and accept the new invoice.

For quastions on how to corract the contracts shown on your invoice, please contact the Insurance Administration Burzau at (€08) 2€4-7900 (local Madiscn] or toll free 1-888-681-3952.
For questions on accepting and paying your invaice, please contact Customer Service at (608) 261-0064.
Thankyou for using the Wisconsin ETF Health Insurance Invoice System.

Link to ONE site: http://etfonline.wi.gov/one.html

The e-mail address used is the one provided on the Online Network for Employers Security
Agreement (ET-8928) when requesting access to the myETF Benefits system. The invoice
charges premiums for the next calendar month on all health insurance contracts that will be

active in that month.
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Invoice Regeneration and E-mail Notices

Each day, health insurance enroliments, terminations, changes in coverage level, or
changes in health plans may be entered into myETF Benefits by the employee, the
employer, or ETF. Whenever this is done, the invoice will regenerate to reflect what has
been entered into the system. myETF Benefits will again send an e-mail to the authorized
agent and insurance contacts to inform them the employer’s invoice has again been created.
An example of this e-mail is in Section A above. The system will go through this process
each day that entries are made that change the previous days invoiced amount until the
invoice is accepted by the employer. If no new entries are made that impact the previous
day’s invoice amount, the system will not regenerate the invoice and no additional e-mails
will be sent.

Note: Changes to an employee’s or dependent’s personal information, physician or other
insurance information will not cause the invoice to regenerate.

Deadlines for Accepting Monthly Invoices

Once an invoice is generated by the myETF Benefits system, an authorized employer
representative can accept that invoice at any time. This is done by accessing the myETF
Benefits system and going to the Health drop-down and selecting Premium, Employer
Invoice. If the invoice has not been accepted, on the 15th of every month the myETF
Benefits system will send an e-mail to the person authorized to accept the invoice to remind
them that the employer invoice has not been accepted. An example of such an e-mail is
below.

: Health Insurance Invoice Reminder for April, 2014 - ANYETF - Message (Plain Tex:)
=] " h I R for April, 2014 - ANYETF - M Flain T
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Sat 03/15/2014 1102 PM
ETF Health Insurance Invoice System <noreply@etfmailer.state.wi.us>
Health Insurance Invoice Reminder for April, 2014 - ANYETF

To. Scioeder, Brian H
null*** PLEASE DO NOT RESPOND TO THIS EMAIL ***

You have not yet acceptad your April 2014 Health Insurance invoice. It is important that you review, accept and pay your invoice before the due date (2014-03-24). Acjustments to the invoice can still be made by submitting applications or terminations
through the normal update process. If you do not take action, the invoice will be finalized on the cue date (2014-03-24), and interest will be charged until your payment is receivec.

For questions on how to correct the contracts shown on your invoice, please contact the Insurance Administration Bureau at (608) 264-7900 (locel Madison) or toll free 1-888-681-3952.
For questions on accepting and paying your invoice, please contact Customer Service &t (608) 261-0064.
Thank you for using the Wisconsin ETF Heelth Insurance Invoice Systam.

Link to ONE site: http://etfonline.wi.gov/one.html

The latest date an employer must accept the invoice is the 24th of each month. If the
employer invoice is not accepted by 5:45 p.m. on the 24th of each month, any unaccepted
employer invoice will automatically be accepted by the myETF Benefits system. See Section
1503 for more information on accepting and paying the monthly invoice and due dates.
Viewing the Employer Monthly Invoice

To access the monthly employer invoice, authorized users log into the myETF Benefits

ET-1118 (Chapter 15 Revised 9/14)



State Agency Health Insurance Administration Manual
Chapter 15 — Invoicing

system. Once logged in, the first screen displayed to the user will be the myEmployer Info
screen.

1. The user should then click on the ‘Health’ tab. From the drop-down, move the mouse to
the ‘Premium’ button. Hover over the ‘Premium’ button to display the ‘Employer Invoice’
and ‘Member Invoice’ buttons. Hover your mouse over ‘Employer Invoice’ and click on
that button. myETF Benefits will take the user to the next screen—Employer E-mail
Check.

myETF Benefits Admin

Employer Number: o00t-110 Employer Name: EMPLOYEE TRUST FUNDS, DEPT OF

- T-— I
Verify this information
‘Agent Contact Insurance Contact

Name: JOANNE KRAUSE Name: JOANNE KRAUSE
Telephone: (608) 265 - 7367 Telephone: (608) 265 - 7367
myETF provides you with
directions on how to update Retirement Contact Address Information
your agent and contact
information on this page. Address: 801 WBADGER RD
POBOX 7931
JOANNE KRAUSE MADISON, W1 53707-7831
(608266 -7367

Name:
Telephone:

Note: f the contactor
ET-1313 1o correct the nformaton

Edit ‘myMembers Requests Employer Locations

01 Wi Bt Mz T2

2. On this screen, the agent or authorized user can use this screen to view and update their
individual e-mail contact information by clicking on the employer e-mail address update
link. If the user is not updating their e-mail contact information, click the ‘Continue’ button
to move to the Health Insurance Invoice Summary screen.

myETF Benefits Admin

Employer Email Check

myMembers Health Lite Disability WRs Other Benefits | Test Support Help Log oft

There is no email address on record for your accoun. Go to employer email address update® and update your account. When this is correct, continus to the Health Insurance Invoice System.

5 fished updating employer contact information, close the window and retum to this screen to continue invoice processing

Click here to update your email address in the

myETF Benefits System. Continve

3. The Health Insurance Invoice Summary screen provides the user with the ability to
search for the invoice by coverage month and year. Users can review the current
coverage month’s invoice or previous invoices. This screen also provides employers
with the invoice amount, invoice number, invoice date (last date the invoice generated
or regenerated), accept date, accepted by, employee share field, initial payment late
indicator, and interest amount. The employee share field is a field the employer is
required to make an entry in once it is determined how much of the invoice amount is the
employee share.

At the bottom of the Health Insurance Invoice Summary are the ‘Invoice Detail’, ‘Contract
Activity’ and ‘Accept’ buttons. The ‘Invoice Detail’ and ‘Contract Activity’ applications are
used in reconciling the invoice and are discussed in subchapter 1502. The ‘Accept’ button
is used once the invoice has been reconciled and the employer is ready to accept the
invoice and pay the invoice amount. Refer to subchapter 1503 for more information and
instructions on accepting and paying your invoice.
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’e t:_f myETF Benefits Admin
attwigos
e o | owawy | wes | overomems | Tesswwet | he togor
Invoice and Payment Summay
For 0001 110 1 EMPLOYEE TRUST FUNDS, OEPT OF
Insurance Contact is JOANNE KRAUSE 608-266-7387. If not correct, please call (608) 261-0064.
hange th o and T
ange the month and year to view previous invoices. —— g o — oar

‘Summary for June 2014

Invoice Amount: 00
Invoice Number:

Invoice Date:
Relevant information for this invoice. Accept Date:
Accepted By
Enter the employee share of
loyee Share: ——
e se 5 - I premiums here for each month
Inital Payment Late?

Interest Amount: 000

June 2014 Premium Due: 0.00

Used to reconcile the invoice. —>| Invoice Detail i | || Accept =| Select AFTER reconciled
L |

Erose Tt 301 WEser R Mt WIS313

1502 Reconciling Your Invoice

To ensure employers are accurately paying the premiums due for their employee’s health
insurance coverage, the invoice amount and invoice activity must be reconciled each month
against the employer’s payroll system. To reconcile the monthly invoice, employers have
available to them the “Invoice Detail” and “Contract Activity” applications. In addition, employers
have access to two reports to utilize in their reconciliation effort, the “Enroliment Report” and
“Premium Report”.

A. Premium Report - Employer Premium Inquiry

Under Premium Report, the Employer Premium Inquiry application is the best application
available in myETF Benefits for employer use in reconciling the monthly invoice. It provides
specific details on who an employer is paying for on an invoice for the coverage month being
invoiced and any adjustments in previous months for the current calendar year or previous
calendar year. Access to the Employer Premium Inquiry application is gained under the
‘Health’ tab.

1. Upon logging in to myETF Benefits, hover over the Health tab. A drop-down will appear
with ‘Inquiry’, ‘Member Enrollment’, ‘Premium’, and ‘Termination of Coverage’ visible.
Hover over Inquiry which will make available the options of Enrollment Reports and
Premium Reports in a drop-down to the right. With your mouse, hover over Premium
Reports. The ‘Premium Inquiry’ tab will now be available. Hover over ‘Premium Inquiry’
and click on that tab.

’e t]c myETF Benefits Admin
wmigor
mtmptorennto | mysemoers [ e ety WS | o emetts | TestSupport | e con
Follow this gy Gacomment iports
path to QV"" e [rem——— EMPLOYEE TRUST FUNDS, DEPT OF

Premium [ v veeme P
Inquiry
Screen.
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1. When the ‘Premium Inquiry’ application opens, you will get the following screen. The user
must set the search filters for coverage month and year, health plan and coverage type.

Employer Health Insurance Premium Inquiry

myEmployerinfo | myMembers Health Lite Disability WRs Other Benefits | Test Support Help Logoff

Employer Number: - 0001-110
up: (83479 - EMPLOYEE TRUST FUNDS. DEPT OF v/

onth: [Way V] vear: Set these filters to reduce the
: B

™ number of records displayed by
) v month, year, health plan, and
d

coverage type.
Clear | Display.

This button allows you to export the report

to an Excel spreadsheet to be sorted and

viewed as you desire or run against your
payroll system

Enployee T Funds 501 WEsdger 8 Madson WIS3713

The following illustrates the results once the search filters are set and the user clicks
‘Display’. The results being displayed will provide the specific details of the employees
for whom you are being billed or refunds are being generated on that coverage month’s
invoice by health plan and coverage type with the specific premium amount. A separate
line will display for an adjustment that is refunding premiums to the employer for any
month(s) in the current year or previous year and a separate line will display any
adjustment that is charging premiums to the employer for any month(s) in the current
year or previous year.

The user can click on ‘Clear’ and set new filters from the drop-downs, then click ‘Display’.
The user can also go directly to the drop-downs, select new filters, then click ‘Display’
again without clearing the screen.

The ‘Save As’button provides the user the ability to take the information being displayed
and move it to an Excel spreadsheet. Using the Excel spreadsheet allows the user to sort
however they wish and run it against their payroll system in their reconciliation effort.

myETF Benefits Adi

Employerinfo | myMembers Health Lite Disabilty WRS Other Benefits | Maintenance Help Log Off

Employer Number:  0001-110

Employer Group: 83479 - EMPLOYEE TRUST FUNDS, DEPT OF
verage Month:  May v Year: 2014 v

Health Plan:  -ALL -

Use this field to search
results by Member ID or
SSN or name.

Click this dropdown to display up to 100

records per page. Coverage Type:  -ALL -

Click here to export results to Excel
Clear | Display [ NewEIN || Save As |- p o

Show [EEIIEE entries

Carrier
od

n ProgOpt Surchg ‘e’ CovType B

& SSN Member D LastName  FirstName Cov Eff Date Cov Exp Date PreVDc‘:VE"p P’a“v‘r‘“ Prev Yr Adj c;’drv::"' CurYrAdj — Gross  GrossSug pooamo
L e o s s s s s L ED  Months — “premium - MONS  premiym  Premium Amt

No matching records found

Grand Total 0 $0.00 0 $000 $289,63600 $000  $289,636.00

Showing 0 to 0 of 0 entries (filtered from 221 total entries)
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B H S : E
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Schroeder, Brian N *
X% cut = e ol==mis-. = = = Ei T 12 | T Autosum - Aq
e Arial 10 AR = - | EPWrapText Genera E ]Ta Normal Bad @il €= oX (X e vy
- . N Al == =B - § -9 » | g o | Conditional Formatas Neutra == - || irsert Detete Format Sort & Find &
* Formatpainter | B 1 U T[T DA Eegeacorie R SRR * | Forma EEEE Clear™ Fiter - Select~
Clipboard Alignment 5 Number 5 styles cells diting ~
H13
A C D E F G H | 0 K L M
83416 - HEALTH SERVICES, DEPT OF
May 2014
1 Health Plan = STANDARD PLAN, Coverage Type = F
2 Employer Group Number Program Option Code Surcharge Code Health Carrier Code Coverage Type Code Employee Type Code SSN  Member D Lastname Firstname Cov Eff Date Cov Exp Date Prev Cov Exp Date
3 83416 PO1 S01 01 02 02 2007-09-01
4 83416 PO1 S01 01 02 02 2007-09-01
5 83416 POt S01 01 02 02 2014-01-01
6 83416 PO1 S01 il 02 02 2004-01-01
7 83416 PO1 S01 01 02 02 2007-09-01
8 83416 P01 s01 01 02 02 2007-09-01

In addition to the functionality of creating an Excel spreadsheet, employers have the
ability to sort the data retrieved by each specific column without creating an Excel
spreadsheet. This is accomplished by clicking on the arrow symbol (highlighted) just
under each column name.

Prog Carrier Cov Empe
Opt iurchg Code Type Type s

a

2. Invoice Detail

Member

SSN

ID

Prev  Prev Yr Prev Yr Cur Yr

- Gross
Last Name First Name CavEi | CovEm CovExp Adj : Adj Cur Yr Adj Gross
2 ¢ Rate Rat Date  Month: Months ~ Premium Premium S | e
- s 3 pate Months premiym Months Amt
¢ ¢ ¢

Access to the Invoice Detail application is gained through the Health Insurance Invoice
Summary screen. This is reached by clicking on Health, Premium, Employer Invoice as
previously shown. Click on the ‘Invoice Detail’ button to open the application.

myETF Benefits Admin

myEmployerinfo |  myMembers Health

Click here to access the Invoice Detail Screen

Enployes TustFunds 301 W BadgerRa_Madson, W53713

Disability

WRS Other Benefits | Test Support Help Log off

Invoice and Payment Summa
For 0001110 / EMPLOYEE TRUST FUNDS, DEPT OF
Insurance Contact is JOANNE KRAUSE 608-266-7387. If not correct, please call (608) 261-0064.

Search by Coverage:
Month, June v Year. 2014 V]

‘Summary for June 2014

Accepted By.
Employee Share: 0.00

Initial Payment Late?

Interest Amount: 000

June 2014 Premium Due: 0.00

=Y

The information displayed is the total number of contracts being billed on the invoice.

The information is broken down by health plan, employee type and coverage level.

The application totals the contracts into one group total and assesses the Employee
Reimbursement Accounts Administrative Fee that is added to the total invoice amount.
This application does not provide specific employee information for whom the employer is

being billed.
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myETF Benefits Admin
eain e orsavi WRs | Ower Benerts | maimerance | el Logon ] ;
=2 2 Z Number of Total premiums F:re(rTlgm
contracts by Premi for coverage Prior month otal )/’
: > remium i carrier.
Health Insurance Invoice for June, 2014 carrier/coverage t type and number  adjustments by
type amoun of contracts.  carrier/coverage type. ~ COVerage
type
Employer Number wt-i03
Programisurcharge Option: RO /501 v
Group: 83439 SECRETARY OF STATES OFFICE L
y
Heatth Plan Employee Type Coverage Type Contracts Contract Amount EREEE b o A s
15 DEAN HEALTH PLAN STATE EUPLOVEE - REGULAR FALY 0 161470 161870 000 161470
Heatn P Tt . 161070 000 161470
2 aHeson STATE EUPLOVEE - REGULAR swote i sto10 sto.10 o0 sta0
ol 1 eta.10 000 o0
Heatn P Tt . cto.10 000 ero10
% Ny W HEALTH STaTE EupLoveE - ELECTED smote . a0 a0 000 es720
ol . a0 000 es720
% Ny W HEALTH STATE EUPLOYEE - REGULAR FaLy . 18140 18140 000 168140
Totl 1 1661.40 000 166140
Heatn P Tt 2 20 000 232860
Group Tota . 3 sse20 000 w520
— . - s 000 sse2t0
e . 08 s - a2
Totalvace ese550 000 eses50

C. Contract Activity

Access to the Contract Activity application is gained through the Health Insurance Invoice
Summary screen. Click on the ‘Contract Activity’ button to open the application.

myEmployerinfo | myMembers. Health Life Disability WRS Other Benefits | Test Support Help Log Off

Invoice and Payment Summary
For 0001110 / EMPLOYEE TRUST FUNDS, DEPT OF

Insurance Contact is JOANNE KRAUSE 608-266-7387. If not correct, please call (608) 261-0064

Search by Coverage:

Month Vear 200~

Acce ate:
Click here to access the Contract Activity e ad
screen. This will display the adds, terms, and E DS
coverage level changes (as adds and terms) :::':L:"K::::‘fam 000
that occurred during the invoice period. This
does NOT show all individuals who are on the June 2014 Premium Due: 0.00

employers invoice, only those with changes.
= =

Enplojes TrstFunds 501 WBadgerRd_Madison, W1 53713

This application has limited use in the reconciliation process. It does not identify for

the employer all the employees included in the invoice amount. It only identifies which
specific employee is being added to coverage or terminated/deleted from coverage and

the retroactive premium adjustments being calculated. Activity is displayed by health plan
and lists employee type, coverage type, the activity (ADD, TERM, or DELETE), the date

the activity was created, employee’s Social Security number, employee’s name, coverage
effective date, coverage expiration date (if applicable), previous expiration date on a
reinstatement, premium and adjustment for premium. The adjustment indicates the amount
being charged or refunded. There is a current year adjustment and previous year adjustment
field that will indicate the number of months for which premiums are being charged or
refunded. The ‘Save As’ button provides the employer with the functionality to move this data
to an Excel spreadsheet. From there, the data can be sorted however the employer wishes to
in their reconciliation effort.
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myETF Benefits Admin

Health Insurance Contract Activity

Employerinfo myMembers Health Life Disability WRS Other Benefits | Maintenance Help Log Off

Health Plan Employee Type Coverage Type Activity

Click here to export this report as an Excel
spreadsheet. You can then sort the information as
. desired for use in reconciliation.

Health Insurance Contract Activity for June, 2014

What

happened. When it

Employer Number: 0001-110 happened.  Who did it happen to? e — —— |
Employer Name: EMPLOYEE TRUST FUNDS, DEPT OF

Program/Surcharge Option: P01/S01
Group: 83479 EMPLOYEE TRUST FUNDS, DEPT OF

Coverage  Coverage  Previous
Name Effective Expiration  Expiration Date Premium Adjustment
Date Date (Re-instatement)

Activity
Create Date  S°N

D. Enrollment Reports — Enrollment Inquiry, Dependent Inquiry and Address Inquiry

Under Enrolliment Reports, the “Enroliment Inquiry” application, “Dependent Inquiry”
application and “Address Inquiry” application are available. The three enrollment reports are
described in this chapter.

The Enrollment Inquiry is very similar to the Premium Inquiry. This report will tell you
specifically which employee has active coverage under the employer’s group number on a
specific coverage month. However, this application will not provide any information regarding
previous months and previous year premium adjustments or current month premiums. The
Premium Inquiry application is the best application available in myETF Benefits for employer
use in reconciling the monthly invoice.

1503 Accepting and Paying Your Invoice

Wismart
Automated Clearing House (ACH)

Accepting the Invoice:

After viewing and reconciling the invoice, employers must accept the invoice.

1.

Key in the Employee Share amount and then click the ‘Accept’ button on the Invoice and
Payment Summary screen.

On the next screen, review the invoice details and if everything is okay, click ‘Confirm’.
Employers will then receive an e-mail acknowledging the acceptance of the invoice. Once
an invoice has been accepted, no further changes can be made to it.

If an invoice has not been accepted by the due date, the system will automatically accept it
on the employer’s behalf that night. The employer will receive an e-mail letting them know
that the system has accepted the invoice and they need to submit a payment.

Accepting and confirming the invoice does not mean a payment has been initiated.

Paying the Invoice:

ETF uses myETF Benefits as the system of record. The invoice premium due field is the amount
owed to ETF. The invoice reflects what ETF will remit to the health plans on behalf of the
employers.
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State employers are set up to pay either by Wismart Payment Voucher (PV) or Automated
Clearing House (ACH).

Wismart PV:

The employer will need to log in to Wismart and approve the applicable PV(s). Once the PV(s)
has been accepted in Wismart, ETF will see it on their report the following day. Payments
submitted in Wismart are manually keyed into the Health Insurance Payments System by

ETF staff at the end of each month. At this time the current invoice balance will be reflected in
myETF Benefits. Any outstanding balances should be resolved on the next payment.

If you have any issues with Wismart you should contact the Wismart help desk at 1-608-
264-6600.

Automated Clearing House (ACH):

For state employers paying by ACH, after confirming their invoice they will be automatically
taken to the US Bank E-Payment Log In screen. They can Log In, Register, or Pay Without
Registering.

Log In — User should select this option if they have already registered for an account. This
is separate from ETF’s Online Network for Employers (ONE) or myETF Benefits and uses a
different User ID & Password.

Register — Simply follow the prompts to create an account. Registering allows users to save
their contact and banking information. Registered users can also view their account information
including prior and pending payments.

Pay Without Registering — This option allows a user to pay the invoice without having to log in
to an account. The contact and banking information has to be keyed, but does not get saved for

future use.
M"{:"‘j "= Make life simple
Exil

Welcome to the Electronic Payment System
Please anler youwr User 1D and Password 2nd click Log In.
Liser [D Fargot Your User L0E
Password four Pazsword?

pawered by

Cuskamar Sarvica Halp Privesy Palicy g Security
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Next will be the Make a Payment screen.

,_lll.-_h B
ABC Co.

"= pMake life simple

Your last visit was Tho 10/0E372012 11:22 oM 07
e Make a Paymsnl My Accounl

Make a Payment
My Payment
Paymant for Your Organization
Aumveunt Dwe 34500

[ Dl 1071572010

Aaccount Mumbar 3314568

Payment Information

Fraquancy One Tima :I
Paymiant Amount S45.00

Payment Date & Pay naw

T Pay un g Tulure dals

Payment Method

Sawved Paymenl Melhods Selecl

Emall Address tostuscer@oorp.com

Continna Cancel

This will have 3 sections.

1. My Payment — This will show the Amount Due and Due Date

2.  Payment Information — This is where users will select their payment terms

a. Frequency — Select One Time.

b. Payment Date — Select either Pay Now or Pay on a future date.
i. Selecting Pay on a future date allows the user to select the date the funds will be
withdrawn. It can be any date in the future, but preferably on or before the due date.
c. If the user is not using a registered account, the user will get a Contact

Information Section to fill out.
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Contact Information

First N\ame Test
Last Name User
Company (Optional)
Address 1 123 S, Main
Address 2 Apt. 24
City Springfield
state IL |
Zip Code 12345 (Optional)
Phone Number 1231231234

Email Address test.user@corp.com

Become a Registered User L?—‘

3. Payment Method — If a user is registered this will be the saved banking account.

a. If a user is paying without registering, the user will need to fill in the banking
information.

Payment Method [SHEIIERICENNES - |

Sample Check

123 Main St. 1215
Anytown, MO 12345 DATE.

PAY TOTHE

ORDER OF §

DOLLARS

MEMD
[+t 123056780 K][0ss 11111011 *Jpr omzs |

V Bank Routing || Bank Account w  Check 1
Number  !'  Number ¥ Number |

Personal Check | Business Check
Bank Routing Number
Bank Account Number

Bank Account Type @ Checking " Savings
" This is a business account

[C save this payment account for future use

Email Address test.user@corp.com

Once all 3 sections are complete, click ‘Continue’.

The Review Payment screen will appear. Verify that it's correct. If okay, user can click
‘Continue’.
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Your last visit was Thu 09/19/2013 04:47 PM CDT
Make a Payment My Account
Review Payment

Please review the information below and select Confirm to process your payment. Select Back to return to the previous page to make changes
to your payment.

Payment Details

Description KR Corp
Payment for Your Organization
www.krcorp.com

Payment Amount $45.00
Payment Date 09/15/2013
Payment Due Date 09/30/2013

Payment Method

Account Nickname visa
Payer Name Test User
Card Number *1111
Expiration Date Jul-2015
Card Type Visa

Confirmation Email test.user@corp.com

Biling Address

Address 1 123 5. Main
Address 2 Apt. 24
City Springfield
State IL
Zip Code 12345

m[fé’l;'ank,

Customer Service Help Privacy Polic: & Securit

If successful, a printable Confirmation Page appears that will include a confirmation number.
The user will also receive an e-mail with the confirmation number and payment details.

Your last visit was Thu 09/19/2013 04:47 FM CDT

Make a Payment My Account
Confirmation
Thank you for your payment.
Please keep a record of your Confirmation Number, or print this page for your records.
Confirmation Number KATABCDO0001543
Payment Details
Description KR Corp
Payment for Your Organization
www.krcorp.com
Payment Amount $45.00
Payment Date 09/19/2013
Payment Due Date 09/30/2013
Status PROCESSED
Payment Method
Account Nickname visa
Payer Name Test User
Card Number *1111
Card Type Visa
Confirmation Email test.user@corp.com
Billing Address
Address 1 123 5. Main
Address 2 Apt. 24
City Springfield
State IL
Zip Code 12345
powsred by
[Ebank.
Customer Service Help Privacy Policy & Security

Upon successful completion, the payment will post to the employer’s invoice at 11:00 a.m. on
the payment date selected.
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There is no direct link to the U.S. Bank E-Payment Service so if an employer exits before
scheduling a payment they will need to log back into myETF Benefits. Instead of the ‘Accept’
button, the employer will see a ‘Pay’ button. Click ‘Pay’ and then ‘Confirm’ on the next screen.
The ‘Pay’ button is displayed until a payment has been posted to the invoice.

If a warning message displays stating that the invoice may have already been paid, employers
should check their records. Here are four ways to check if payment has been previously made:

1. Check for print out of E-Payment Confirmation Page.

2. Check e-mails — Employers would have received an e-mail with the payment details
and a confirmation number.

3. Call ETF using the phone number listed on the invoice — Staff will be able to look up
any scheduled payments.

4. Continue on to the US Bank E-Payment Service and Log In if they are a registered
user.

a. Click on the ‘My Account’ tab.

Make a Payment My Account

My Account

My Profile | Payment Methods | Scheduled Payments | Electronic Payment History

i. Go to Scheduled Payments — This will list any pending payments. It
will remain here as pending until the payment date.

1. If there is a pending payment, no further action is needed and the
user can logout.

2. If there is no pending payment, the user should select the ‘Make a
Payment’ tab and complete the process to submit a payment.

1504 Late Interest Charge

Payment is due the 24th of every month, with exceptions being weekends and US Bank
holidays. If a payment is received after the due date then a late payment interest charge will
be applied to the employer’s invoice based on the following calculation:

Interest Charge = Invoice Premium Due x Number of days late x 0.04%

The interest charge will be assessed after the payment has been submitted and should be
paid as soon as possible. For employers paying by Wismart PV, the late interest charge can
be paid as an additional PV or an amount added to the following month’s PV. Employer’s
paying by ACH will have to log in to myETF Benefits and select the invoice month and year
that received the interest charge. There should be an outstanding amount due. Just click
on ‘Pay’ and it will take you through the normal ACH payment process via the US Bank
E-Payment System.
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Other Features - My Account:

Users have the ability to view other features in the ‘My Account’ tab.

Chapter 15 — Invoicing

1. My Profile — This is where a user’s Contact Info and Log In Details are stored.

Changes can be made here as needed.
My Account

My Profile | Payment Methods | Scheduled Payments | Electronic Payment History

My Contact Information

First Name Test
Last Name User
Company (Optional)
Address 1 123 5. Main
Address 2 Apt, 24
City springfield
State IL =
Zip Code 12345 (Optional)
Phone Number (123)123-1234

Email Address test.user@corp.com

Login Details

User ID krtestl

Password **** Change my Password

Security Question IWhat was the name of your childhood best friend? j

Answer Sue

Security Question |What is your favorite sports team? j

Answer Spartans

Security Question IWhat is your mother's maiden name? d

Answer Lynn

m Cancel

2. Payment Methods — This will list any saved banking accounts. If users need to
update their banking information this is where they will need to go. They have the
option to edit or delete an existing account and to add a new account by selecting

Add a Payment Method.
My Account

My Profile | Payment Methods | Scheduled Payments | Electronic Payment History

v \
Saved Payment Methods Add 2 Payment Method
Nickname 4 Method - Type % Number 4+ Actions
Test Visa Credit Visa #1111 Edit | Delete

3. Electronic Payment History — This is where users can go to view past payments.
Status will be marked as Processed. Data can be sorted by any of the columns and

there is also a search filter.
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My Account

My Profile | Payment Methods | Scheduled Payments | Electronic Payment History

Electronic Payment History

Show |25 'l entries Search Filter: I

Confirmation Number ¢ Payment Date v Amount# Payment Method # Status $
KATABCOO0001537 09/11/2013 $45.00 *1111 PROCESSED
KATABCO00001530 08/27/2013 $45.00 *1111 PROCESSED
KATCONDDD001528 08/27/2013 360.20 *1111 PROCESSED
KATCONDDDDD1525 08/19/2013 $60.20 *1111 PROCESSED
KATABCO0OD001521 08/15/2013 $45.00 *1111 PROCESSED
Showing 1 to 5 of 5 entries Eirst Previous 1 MNext Last

1505 Who to Contact for Assistance

For help accepting an invoice, paying an invoice, or logging into the US Bank E-Payment
System please contact:

Laura Vang: 1-608 261-0064 or laura.vang@etf.wi.gov.

Rolanda Franklin: 1-608-266-0781 or rolanda.franklin@etf.wi.gov.
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