New Portal Introduction



Welcome to the new version of the PolicyHolder Portal. There are many
new enhancements to this version. The new Dashboard is your home
base and this New Portal Introduction will show you how to get to
where you need to go.

Please note that throughout the Portal, there are links to the full Help
Document for more in depth directions. You can click the words ‘Need
Help?’ or ‘Help?’ at the top of any of the pages in the application or
anywhere that you find the question mark icon ®, you can click on it
and you will be directed to a section of the Help Document to answer
your guestions.



Welcome to your new Dashboard. Click on a policy to show your
new Navigation Menu. From there you can gain access to Enter
Payrolls as well as several other functions.

D Notices @ Pending Actions

1005 - Important notices from your carrier or concerning the system will appear here. 1006 - These actions must be completed to ensure successful processing of your payrolls.

Date Description Description

a Palicies

1007 - These are your last five policies.

Policy Number Type Effective Expiration Status Carrier

PN913919 Workers Comp 8/31/2018 12/15/2018 Active YOUR CARRIER < — N
PN919919 Workers Comp 71212018 7/2/2019 Setup Cancelled YOUR CARRIER
$ Payrolls

1008 - These are the five most recent payrolls



Clicking on a policy will take you to the Enter Payroll page and show you
the new Navigation Menu.

Enter Payroll EIN Policy Number Effective Expiration Status Type Payroll Carrier Frequency
&Q\N View Payroll Reports s
91-9919919 PN919919 8/31/2018 12/15/2019  Active Workers Comp Self-Reporting Self-Reporting YOUR CARRIER BiVWeekly
anage Employees
Manage Policy Settings
Upload Payrol Define PayType
Manage Motifications
Status Check Date Gross Pay
Manage Seasonal Shutdown
View Messages Enter Payroll Zero Payrol LATE 71512019 SEBIN
View Documents
LATE 711912019 SEEEY
View Rating Report
LATE 8/2/2019 SIS
LATE 8/116/2019 SLZEED
$1,296.30

LATE 8/30/2019



On the Enter Payrolls page, you will be able to Upload Payroll using a

template excel file if you choose to do them all at once. Or, you can click

the Enter Payroll link and enter the payrolls individually. You can also
enter a Zero Payroll by clicking that link. These can all be done on this

page.

Enter Payroll

Payroll Reports
&Q\N nage Employees
Manage Policy Settings
Manage Notifications
Manage Seasonal Shutdown
View Messages

View Documents

View Rating Report

EIN Policy Number Effective Expiration Status Type

91-9919919 PNS19919 8/31/12018 12/15/2019  Active Workers Comp

Upload Payrol| «—

Status

Enter Payroll -« — Zer0 Payioll < — LATE

LATE

LATE

LATE

LATE

Payroll Carrier

Self-Reporting Self-Reporting

Check Date
7/5/2019
7/19/2019
8/2/2019
8/16/2019

8/30/2019

Define PayType
Gross Pay

$1,296.30

$1,296.30

$1,296.30

51,296.30

$1,296.30



There is a link on this page for Define PayType. If you click on this link,
you will open a screen where you can select only the pay types for
which you will be entering payroll to appear on your Enter Payroll
screen. You can remove any of those pay types that you do not want to
be shown on your Enter Payroll as well.

nter Payroll EIN Policy Number Effective Expiration Status Type Payroll Carrier Frequency
View Payroll Reports .
91-9919919 PN919919 8/31/2018 12/15/2019  Active Workers Comp Self-Reporting Self-Reporting YOUR CARRIER BiWeekly
Manage Employees
Manage Policy Seffings
Upload Payrol —l Define PayType
Manage Notifications
Status Check Date Gross Pay
Manage Seasona | Shutdown
View Messages Enter Payro Zero Payroll LATE 71512018 SEZe S
View Documen ts
LATE 7192019 $1.296.30
View Rating Report
LATE 8/2/2019 LSS
LATE 8/16/2019 SRl

LATE 8/30/2019 $1,296.30



You can add or remove pay types to customize your Enter Payroll screen.

Define PayTypes =:

Annuity Plan Bonus
ommission Overtime

Contribution Retirement Sick

Davis Bacon Vacation

Employee Discount Wages

Employee Savings

Employer Cafeteria

Employer Compensation

Expense Business

Expense Non-Business

Fringe Benefit

Gift Equitant

Heliday

Housing

Incentive Plan

Insurance Pension



You also have access to select Manage Employees from the Navigation

Menu.

Enter Payroll

View Payroll Reports

Manage Employees <« ummm—
Manage Policy Settings

Manage Notifications

Manage Seasonal Shutdown
View Messages

View Documents

View Rating Report

EIN Policy Number Effective Expiration Status Type Payroll Carrier Frequency

91-9919919 PN919919 8/312018 121152019 Active  Warkers Comp 2.7 PAYROLL FILE 13 COLUMNS FORMAT YOUR CARRIER Weekly

1018 - Manage your employees and make sure the correct class code is assigned to each employee.

Verify Employee(0) Owner/Officer(0) Employees(13) Subcontractors(a) Upload Employee Here

1020 - Make sure the correct class code is assigned fo each owner/officer. The setting of Included or Excluded is very important. To Exclude an Owner/Officer, you must receive approval from your carrier. If you have
any doubts on how to set your Owner/Officers please contact your Agent or Carrier.

Delete Hide Unhide  Include  Exclude [ Show All Employees

Employee# First Name Last Name Employee Type Class Code-State i Excliinel Created On 1+

ltems perpage: 10 «



On the Manage Employees page, you will be able to Upload Employees
using a template file if you choose to add them all at once. Or, you can
click the New button and enter each employee individually. You can also
Delete, Hide or Unhide employees from this page as well.

Enter Payroll

View Payroll Reports
Manage Employees
Manage Policy Settings
Manage Nofifications
Manage Seasonal Shutdown
View Messages

View Documents

View Rating Report

EIN Policy Number Effective Expiration Status Type Payroll Carrier Frequency

91-9919919 PN919919 8/31/2018 12/15/2019 Active Workers Comp 2.7 PAYROLL FILE 13 COLUMNS FORMAT YOUR CARRIER Weekly
1018 - Manage your employees and make sure the correct class code is assigned to each employee.

Owner/Cfficer(0) Emplayees(13) Suhcontractors(0 —_— LRI LR RS

1020 - Make sure the correct class code is assigned to each owner/officer. The setting of Included or Excluded is very important. To Exclude an Owner/Officer, you must receive approval from your carrier. If you have
any doubts on h LOff] lease contact your Agent or Carrier

[ Show All Employess ) A

[0 Employee# First Name Last Name Employee Type Class Code-State Hide Min Max Excliinc Created On



At the top of all the portal screens, there isa Gear icon 8 and if you click it, you

will obtain access to the Admin Menu page which allows you to perform the
foIIowing actions:

Company Info — update Company Contact information

Manage Users — Several maintenance actions can be performed under this menu including setting up new users, editing existing users,
locking or unlocking users, resetting passwords or deleting users

Define PayTypes — this menu allows you to customize your Enter Payroll screen by selecting the Pay Types that will appear there — this is the
same screen you have access to under Enter Payroll

Comgany

CO m p a ny Business Type: Al Oer
Info

Manage oo e W AN . s 0 Define
Users oo ) o _ PayTypes



Some of the new self-service functions available in the new portal
include access to Manage Policy Settings as follows:

Manage Policy Settings
Manage Notifications
Manage Seasonal Shutdown
View Messages

View Documents

View Rating Report

EIN Policy Number Effective Expiration Status Type Payroll Carrier Fraeguency

91-9919919 FN919919 8/31/2018 121152019 Active  Workers Comp

2.7 PAYROLL FILE 13 COLUMNS FORMAT YOUR CARRIER Weekly

1009 - Specify whether you will enter your payrolls directly using this portal (Self-Reporting) or if your payroll company will report your payrolls on your behalf (Payroll Provider).

Payroll From:* 2.7 PAYROLL FILE 13 COLUMNS  Self-

FORMAT Reporting

1010 - Create a schedule for when your payrolls will be due.

Payroll Frequency: Weekly

First Check Date:  10/1/2019

1011 - Specify the defails for how you will be paying your premium.

Payment Method: * ACH
Account Holder Name: ARUL
Routing Number: 063100277

Account Number: #2312

Use Payroll Provider

Edit Schedule

Edit Payment Method



If you click on Use Payroll Provider, you can search and select a Payroll

Provider or request one to be setup, or you can choose Self-Reporting.
Under Edit Schedule, you can set up how often your payroll is run. And
lastly, under Edit Payment Method, you can set up your ACH payments.

H
| =

Use
Payroll
Provider
[ Cance |
Edit Edit
Schedule Payment

Method




Another important change in this new version of the Portal is the access
to Manage Notifications on the Navigation Menu.

On this page, you can add/edit/delete the folks who you want to receive
otifications.

gr Payroll

EIN Policy Number Effective Expiration Status Type Payroll Carrier Frequency
iew Payroll Reports
anage Employees 91-9919919 PN919919 8/31/2018 12/15/2019  Active Workers Comp 2.7 PAYROLL FILE 13 COLUMNS FORMAT YOUR CARRIER Weekly
Manage Policy Settings
Manage Notifications -« Reclpients {otcations
Manage Seasonal Shutdown Recipients
View Messages 1017 - Manage the list of people who can receive notifications.
View Documents Name Email Mobile Action
View Rating Report
ARUL-1 ATIPPABATUNI@CTSHOLDINGS.COM /. i
Jack Sprat jsprat@yahoo.com (888) 868-8a888 /. i
Tami Twotone t54@gmail com @77 7777777 VN |
Thormas Kinkade tkinkade@aol (999) 999-9999 VN |

Add New Recipient



On this page, you can add/edit/delete the recipients to the
Notifications to make sure they receive the correct
correspondence.

EIN Policy Number Effective Expiration Status Type Payroll Carrier Frequency
Ew Payroll Reports

91-9919919 PN919919 8/31/2018  12/15/2019 Active  Workers Comp 2.7 PAYROLL FILE 13 COLUMNS FORMAT YOUR CARRIER Weekly
Marage Employees

Manage Policy Settings Ly
Recipients Notifications
Manage Notifications
Manage Seasanal Shutdown Notifications
View Messages 1016 - Manage who will receive each nofification
View Documents Naotifications Email Text Action
View Rating Report o
+
Bank Return @
ARUL-1 v |
Jack Sprat ~ ~ N |
- +
Billing o e
ARUL-1 Vs /B
o " +
Employee Classification i ] &
ARUL-1 ~ V|
- "
@ employees (11).xls ~ =| License Key.txt -~ [ ] Acrobat_2017_We...exe = License Key.txt -~ = AcrobatPro_11_We...exe Show all



Other available options include Manage Seasonal Shutdown,
View Messages, View Documents and View Rating Reports

Enter Payroll

EIN Policy Number Effective Expiration Status Type Payroll Carrier Frequency
View Payroll Reports

91-5919918 PNS19919 8/31/2018 12/15/2019  Active Workers Comp 2.7 PAYROLL FILE 13 COLUMNS FORMAT YOUR CARRIER Weekly
Manage Employees
Manage Paolicy Settings %

Recipients Notifications
Manage Notifications

Manage Seasonal Shutdown Notifications
View Messages 1016 - Manage who will receive each notification
View Documents \‘ Notifications Email Text Action

View Rating Report /

+
Bank Return @ .
ARUL-1 v ,o i
Jack Sprat v |
o +
Billing @ (+]
ARUL-1 v P |
+
Employee Classification o =
ARUL-1 v /i
- ™

@ employess (11).xls ~ | License Key.tx ~ a Acrobat_2017_We...exe | License Key.txt ~ £ AcrobatPro_11_We..exe - Show all



These are options from the Navigation Menu for you to view and in
some cases update.

Seasonal Shutdown [i] Messag es m

EIN Policy Number Effective  Expiration Status Type Payroll Carrier Frequency
18919918 PNG19819 BIU2018 12M52019 Acive  Workers Comp 27 PAYROLL FILE 13 COLUMNS FORMAT YOUR CARRIER Weskly EIN Policy Number Effective  Expiration Status Type Payroll Carrier Frequency
1023 - Enter the begin date, end date and reason for each shutdown period. Note that zero payrolls will automatically be generated for you during the 918918019 PN19319 G301 12152019 Acive  Workers Camp 97 EAYROLLFILE 13 COLUMNS FORMAT ~ YOUR CARRIER Weekly

shutdown periods.
Shutdown Start Date Shutdown End Date Shutdown Reason Actions

No record found.

. St

Subject Type Sent

No messages found.

Em Policy Number EMfective  Expiration Status Type Payroll Carrier Frequency EN Palicy Number Effective  Expiration Status Type Payroll Carrier Frequency

919919919 PNo19918 8312018 12152019 Acive  Workers Comp 27 PAYROLLFILE 13 COLUMNS FORMAT  yoUR CARRIER Weekly 91.9919918  PN919919 8312018 12152019 Actwe  Workers Comp 27 PAYROLL FILE 13 COLUMNS FORMAT YOURCARRIER  Viieekly

FL
Document Description Type Check Date
Class Cf Class Code D Estimated Payroll Base Rat Base P Net Rats et Rate
e E———— - lscige  Clas CooeDeerpton st Py este B ramim anwe
8310 CLERICAL $35,000 .00 04800 $168.00 0 4800 $168 00
$36,000.00 §166.00 $168.00
EXPENSE CONSTANT $0.00

TOTAL $168.00 $168.00

Palicy Totals: $168.00
[



Enjoy your new version of the portal.
Thank you!



