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The Electrical Workers Local 357 Trust Fund website is a secure website where Employers can enter and calculate 

Employee contributions, print the contribution report, and submit to the Benefits Fund Office electronically. 

To access the Contributions website, go to: www.ibew357employers.org 

To use the Contribution website, you must contact the Benefits Fund Office for your unique user name and temporary 

password. The Contact Us section provides contact details as well as the ability to send an email to submit your request. 
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Logging In 

 
Once you have received your user name and password, go to the login section located at the top right of the page 

 

 
 

To Log In: 
 

1. Enter your User Name (case sensitive) 

2. Enter your Password (case sensitive) 

3. Press Login to continue 
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Managing Your Profile 

 

After you have signed in, you can view and update your profile in the My Profile section. 
 

 
 

To change your password: 
 

1. Select the Change Password option from the Profile menu 

2. Enter your current password in the Current Password field 

3. Enter your new password in the New Password field 

4. Re-enter your new password in the Confirmation Password field 
 

 
 

To change your secret question: 
 

1. Select the Change Secret Q & A option from the Profile menu 

2. Enter the answer to your current secret question in the Secret Answer field 

3. Enter a new secret question in the New Secret Question field 

4. Enter the answer to your new secret question in the New Secret Answer field 
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Employer Information 

 

The Employer Information section provides helpful forms and links 
 

 
 

 
 

News 

 

The News section provides current contractor News & Information 
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Electronic Contributions 

 

In the Electronic Contribution section Contractors can process contributions, view submitted contributions, and find 

answers to frequently asked questions. 

Frequently Asked Questions: 

The frequently asked questions section shows common questions regarding Electronic Contribution Processing. 
 

 
 

Processing Contributions: 
 

1. Select the Process Contribution option from the Electronic Contribution menu 
 

 

 
2. The Select Contractor field will be populated with your Employer Name and assigned number 
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3. Specify the correct Work Start and End Dates for the detail being reported – only one work month should be 

reported per invoice 

 

 
4. Select the type of entry method from the Process Contribution drop down 

 

 

 
a. Enter New Contribution – Use this option to start a new contribution form. The User will be required to 

enter Employee Social Security Numbers, Names, work classification, and hours worked for all Employees 

• Select the Contribution Type of ‘Regular Contribution’ and select the applicable ‘CBA’ 
 

 

 
b. Modify / Submit Saved Contribution – Use this option to return to a previously saved contribution for 

updating and submission 

• Select the saved contribution batch report from the drop down list 
 

 

 
c. Upload Contribution File – Use this option to upload a locally saved Text or CSV file that contains the 

Employee details (Employee Social Security Number, accurate work classification code, last name, first 

name, middle initial, gross wages, straight time, over time and double time). 

• Select the Regular Contribution Type, CBA, and select the file to upload using the Browse function 
 

 

• File to be uploaded must be a Text file and in Comma Delimited File format with .txt or .csv 

extensions. No other file type is accepted through the website. 

 

Field Data type Special Attention 



EMPLOYER CONTRIBUTION WEBSITE – TRAINING GUIDE 

8 | P a g e 

 

 

 
Social Security Number Numeric SSN must not contain any dashes 

Work Class Code Alphabetic   Do not spell out classification 

Last Name Alphabetic  

First Name Alphabetic  

Middle Initial Alphabetic  

Gross Wages Numeric  

Regular Hours Worked Numeric  

Overtime Hours Numeric  

Double Time Hours Numeric  

• All the data in the numeric fields must not contain commas or special characters such as $, -, +, (, ). 

For e.g. $1,234 must be represented as 1234 or 1234.00. Having the $ or the “,” would cause the 

program to error out. 

• Examples of good data lines are: 

XXXXXXXXX,JRNY,LastName,FirstName,MI,5514.24,128,0,0 

YYYYYYYYY,A65,LastName,FirstName,,3654.00,130.50,0.5,0 

ZZZZZZZZZ,FORE,LastName,FirstName,,5929.68,124,40,10 

 
d. Copy / Modify Previous Report Form – Use this option to select a previously submitted contribution report 

to copy the Employee details. Users will then have the option to zero out hours and amounts from copied 

data 

• Select the report number from the drop down list and mark the box to zero out hours and amounts 

from copied data if desired (this will not change the previously submitted report in any way) 

 

 
5. Once the Contribution Processing method and applicable settings are selected, press the Submit option to 

continue 

 

 
6. The next step is completing the Contribution Entry Form – The Contribution Batch details will display in the 

upper section (if any of the details are incorrect, it will be necessary to Cancel, go back, and start again) 



EMPLOYER CONTRIBUTION WEBSITE – TRAINING GUIDE 

9 | P a g e 

 

 

 

 
 

a. For each Employee: Enter the complete Social Security Number, select the Work Class, populate the 

Employee’s Name, fill in the gross wages and number of hours worked in the applicable fields (Regular, 

Overtime, and Double hours must be entered separately). 

 
� To navigate through the Contribution Entry screen, use the TAB button or use the mouse 

 
� The Work Class must be selected from the drop down list using the mouse 

 
� Pressing the ENTER key when completing the Employee Details will save the form - Users can 

continue to enter Employee details or exit the screen and complete it later 

 
� Selecting the ‘Save and Complete Later’ option in the tool bar above will also save form details 

 

 

 
� To delete a line entered in error, check the ‘Delete?’ box at the end of each record to be 

removed and press the ‘Delete Employee’ option in the tool bar above 

 

 
� Rate Inquiry – Selecting this option will display a table of all Shift-Work Class combinations and 

the applicable rates by fund 
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� Contact the Benefit Office for any new rates being submitted for new or existing work 

classifications – Users do not have an option to use rates that are not listed 

 
� If the ‘Copy/Modify Previous Report Form’ processing method was selected, the Employees and 

Work Classifications that were on the copied contribution report will display – Users should 

populate the hours worked for all Employees (adding/removing Employees as necessary) 

 
� If the ‘Upload Contribution File’ processing method was selected, the details imported will 

display in the Employee Entry section – It may be necessary to complete details that were not 

imported 

 
b. Once all Employee details have been entered, press the ‘Calculate Contribution’ option in the tool bar 

above 

 

c. The Contractor level Contribution details will display with calculated amounts by work classification 
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� Pressing the ‘View Details’ option will show the calculated amounts per fund 
 

 

 
d. The Employee level Contribution details will display with calculated wages and amounts 

 

 

 
� New Employees are highlighted in yellow 

� Pressing the ‘View Details’ option will show the calculated amounts per fund 
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7. Once all details have been reviewed and verified for accuracy, press the ‘Finalize Contribution’ option to submit 

the contribution report electronically to the Benefits Fund Office and continue 

 

 
• A verification pop-up will display – press OK to continue or Cancel to go back 

 
 

 

 
8. The Contribution Finalization screen will display showing the details of the contribution report submitted 

 

 

 
9. To print the report, press the ‘Print Invoice’ option 

 

 
 

 

10. To process payments online, please proceed to page 15 for further direction. 
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Reporting No Work – To submit a zero hour report: 
 

1. Go to the Process Contribution screen – The Contractor associated with your user information will display 

2. Complete the Work Start and End Dates 

3. Select the ‘Enter New Contribution’ processing method and Regular Contribution Type 

4. Select the CBA applicable 

5. Mark the ‘Report No Hours’ box 

6. Press the ‘Submit’ option to continue 
 

 
 

7. Identify the reason for no hours 
 

 
 

8. The Employee Entry screens will be skipped and the user will be directed to the Contribution Finalization screen 
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9. Use the ‘Print Invoice’ option to print the report and follow mailing instructions 
 

Viewing Previously Submitted Contribution Reports – To view previously submitted contribution reports: 
 

1. Select the ‘View All Contributions’ option in the Electronic Contribution menu 

 

 
 

2. Pick the contractor to view contributions for and press the ‘Search’ option 

(for most users, there will only be one Employer listed) 

3. Results will display all previously submitted contributions 

 

 
 

a. To view report details, including the ability to re-print a report, select the report # of the record from the 

list – the user will be directed to the finalized report 

b. If the report status is ‘Pending’, it hasn’t been sent electronically to the Benefits Fund Office. Reports 

that are pending can be deleted by marking the ‘Del’ box of the record(s) and selecting the ‘Delete 

Contribution(s)’ option 

c. Once reports have a status of ‘In Process’, they have been submitted electronically to the Fund Office 

and cannot be deleted or voided through the website. If an adjustment is required due to incorrect 

information submitted, contact the Benefits Fund Office to have the original submission voided and 

removed from the website 
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Online Payment for Contributions 
 

1. After selecting ‘Finalize Contributions’, you can select ‘Pay Now’, which will direct you to the Pending Payments 

page. This page will show all Contributions Forms entered on the website that have not been paid. Here, you will 

select the Open Invoice(s) for which you would like to remit a payment. Once you check the box(es) to the left of 

the invoice(s) desired, select the ‘Select Invoice’ button. 

 

 
 

2. The Pending Payment page will show selected invoice(s) highlighted in orange on screen, and the upper left 

portion of the screen in ‘Payment Summary’ shows the total amount due for the selected invoices. 

3. Select ‘Make Payment’ to proceed with payment. Use the ‘Edit Selection option if you selected the wrong 

invoice(s), and you will return to the previous screen to make selections. 
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4. The ‘Make Payment’ screen will show the total amount due and the option to make an adjustment. 

5. Use the ‘Invoice Adjustment Amount’ field to enter adjustment amount. You can insert positive or negative 

amount to automatically increase or decrease, respectively, the ‘Total Amount Due’. When an adjusted amount 

is input, you are required to enter the reason for the adjustment in the ‘Adjustment Reason’ box. For example: 

Liquidated Damages or Over/Under Payments. 

 

 
 

6. Select payment option and press ‘Submit’. 

7. If this is your first ACH payment and you have not supplied your Banking information, you will be prompted to 

complete the section below. For future contributions, information is saved and only needs to be updated if your 

information has changed. If your company requires an Approver to be notified when an ACH payment is 

processed, you can add a list of those individuals. Press ‘Submit’ to continue. 
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8. You will subsequently be directed to the ‘ACH Payment’ page. 
 

 
 

9. Input a settlement date for when you would like the funds withdrawn from your account. There is a 2 working 

day lag for ACH transaction to be applied to the Fringe fund bank account, so you must submit your payment 2 

days prior to when you want it to be considered paid. 

10. Make sure if you have an ACH block on your bank account that you provide the bank the Company ID that is 

provided in RED on the ACH Payment Page. 

11. After selecting ‘Submit’, you will be taken to a Payment Confirmation Page. This can be printed for your records. 

Additionally, it is saved under the Contribution Payments tab of the website. 

 

 

 

 

 

 

 

 
NOTE: If you select to ‘Pay By’ Check, after you choose Submit, you will be taken to a Payment Confirmation page. You 

will need to print and mail this Payment Confirmation with your checks. 




