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Sign-In to the employer portal lite

1 The URL for the EmployerXG portal is:
https://employer.gobasys.com/JIB/Login/Login.aspx

2 You will see the home page and will need to enter your administrator
credentials and click the “Sign In” button (see below)

| Sign In
Username™:
2]
Password™:
2]
Sign In Cancel

Forgot Password?

Forgot Usemame?

Don't have a username? Sign Up
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Add a new employer contact information

I__EJ Note: You must have an administrator role to view the Employer Profile tab, add
contacts and assign a specific user role to the contacts, and to change the account
status.

1 Click the Employer Profile tab.

ol Add [ Edt ) Delete

First Hame Last Hame Generation  Title Contact Type Eenail Phone= | AltPhone =  EmployerdG1
COURTNEY JOHANNSSON " LPH ACCT, ADMIN ericas&basys.com 11110, 22222833
| HeErman MUENSTER LR ADMIN  ERICASGBASYS.COM 44323323 '

| poweLas FEFFERNAN o ~ ADMIN  ERIcAs@BASYSCOM

MONIQUE JONES I fakeemail@basys.com 33322022 7]
CECILIA Mo 1|, 12

MELROY JEMKIRS DPERATOR ericas@basys.som ARE22. 1 &
FETER BRADY HISTONLY ericasBhasys.com a4 &
SHERLOCE WATSON INTL, TAX 22233344

DEEERA, LOING ADFIN ericas@harys.com 44323323

HARDLD JEHRONS ADMIN, ACCT ericasBharys.com TIF2223T.
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2 Click “#% The Manage Contacts window displays:.

HManage Contact

* = Required

First Name™: E-mail™;

Last Name™®: Phone Number:
Generation: Phone Mumber {Alt):
Select a Generation v

Title:

i
=eletl d

User Role™:
Select 3 User Role.. [
Administrator

Save DE}E?FEF_.

There are two user roles.
Types of User Role:
e Administrator — Will be able to add/edit other user contacts and enter
remittances
e Operator — Will only be able to enter Remittances

3 Enter contact information: the required fields are: First Name, Last
Name, User Role and E-mail.

Important! If you select Send EmployerXG invitation email, when
you save the contact information, the contact is sent an email containing the
instructions to begin the sign-up process. Notify the contact to watch for this
email since the link expires after 24 hours. If they don't use the link before it

expires, you will have to send another email.

4 Click save.
5 The user added will receive the email shown below:
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Edit an existing employer contact information

L?,‘ Note: You must have an administrator role to view the Employer Profile tab, add
contacts and assign a specific user role to the contacts, and change the account status.

1 Click the Employer Profile tab.

Employer Contacts
o) Add [ Edit D Delete
First Name Last Hame Generation  Title Contact Type Ernail Phone = Alt Phone = Employensiz |
COURTHEY JOHANNSSION W LPH ACCT, ADMIN ericasEbasys.com 11111111 2222322) ., v
HERMAN TwEnsTER. 00 m LA ADMIN " ERICASGBASYS.COM 44320323
DOUGLAS pEPFERNAN ) ADMIN  ERICASGBASYS.COM
MONIQUE JONES I fakeemail@basys.com 33322022 7]
CECILIA MCCOY 33122273 323313}
MELROY JEMKING OPERATOR ericas@bavys com AR 11111111 ¥
FETER BRADY HISTOMLY ericasGharys.com 324222 ¥
SHERLOCE WATSON INTL, TAX 22233344
DEEERA LONG ADMIN ericasEhatys.com 44323323
HARDLD JENKINS ADMIN, ACCT ericasEhatys.com 71722277

Fage |1 ofld| b M Dusplaying contacts 1 - 10 of 25

2 Click the employer contact to edit. Click [ gdit,

Manage Contact
* = Required
First Name™: E-miail*:
Adam 2] | adam@yoyng.com
Last Name™: Phons Number:
Young
Generation: Fhone Number (Alt):
Select 3 Generation... !
Title: Contact Type:
Select a Tite... 2

[¥] Send EmployerXG invitation email
User Role™:

| Select a User Role... [l
Administrator

Cperator

3 Change the contact information as necessary and click save.
4 When the Manage Contact confirmation message displays, click OK.
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Delete an existing employer contact

E," Note: You must have an administrator role to view the Employer Profile tab, add
contacts and assign a specific user role to the contacts, and to change the account

status.

1 Select the Employer Profile tab.

Employer Contacts

o Add [ Edit i) Delete

First Mame Last Hame Generation | Title Contact Type Ernail

COURTHEY JOHARNSSON L) LPH ACCT, ADMIN ericas Ehasys.oom
HERMAN TMENSTER 0 m LN ADMIN  ERICASGBASYS.COM
DOUGLAS MEPPERNAN . ADMIN  ERICASEBASYS.COM
MONIGUE JONES It fakeernail §basys.com
CECILIA MCCOY

MELROY JEMKING OPERATOR ericas@basys.com
PETER BRADY HISTONLY ericas Ghasys.com
SHERLOCKE WATSON INTY, TAX

DEBERA LONG A0FIN ericas Ehatys. com
HARDLD JEMKING ADMIM, ACCT ericas @ hatys.com
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2 Click the contact to delete.
3 Click @ pekt=
4 Click Yes on the button, as shown below

' Employer Profile

\;;) Are you sure you want to delete John Dog?

Yes Mo

5 Click ok in the deletion confirmation message.

Phone =
11111111

T amnn

322232
nann
A4
Rafrp e
22233344
44323323
FI722227,

Alt Phone = | EmployensiG

2XI30Y . ¥
[#]

323311)

11111411 7]
=]
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Set your Preferences

Sets default settings to improve your remittance submission experience.

1. Click the Employer Profile tab to access employer preferences.

2. From the Employer Profile page, click -~ Yourfreferences
[} Home Employer Profile Personal Profile
Group: 8045 GROUP
Primary Address
1102 basys st
Address 2
CITY, MD 21227
usa
| Your Preferences

* = Required
Copy Remittance Options™:

Employee ID, Name, and Quantities X e I
Default Group™: . I
JOINT INDUSTRY BOARD LR !

i
Remittance Processed Alert™: -
Primary Contact X v
i
Save Cancel

REGRESSION COMPANY (&)

] Your Prefererices
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3. Copy Remittance option.

m Choose what displays on the menu when you copy a remittance from
the Copy Remittance Options list.

o Depending on the selected Copy Remittance Options and if the
associated remittances’ contracts match, the ID, Name, and
Quantities, or just the ID and Name are copied.

« If the contracts associated with the remittance don't match, only the
ID and Name are copied.

4. Remittance group option:
= Do not change this option. This should remain JOINT INDUSTRY BOARD.

5. Remittance Processed Alerts:

m Choose the user category to send alerts from the Remittance
Processed Alert list. See options below:

Your Preferences
* = Reguired

Copy Remittznce Options™:
Employee ID, Name, and Quantities X

Default Group™:
JOINT INDUSTRY BOARD XKW

Remittance Processad Alert™:

Primary Contact il
Primary Contact
Employer Administrators
All Portal Users
Save Cancel
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m Those users will receive an email when a remittance is
submitted

6. Click save to update the profile.
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