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What Payroll Coordinators Need to Know
About Trust Advantage & QuickLink

Trust Advantage allows employees to pay premiums for WEA Trust Member Benefits’ (Member
Benefits) auto, home, and umbrella liability policies and contribute to the TSA and the WEAC IRA
through payroll deduction. It's offered to district employees on a strictly voluntary basis.

Because you use Skyward Point and Click (PaC) payroll processing software, you can process these
deductions with QuickLink. With QuickLink, you will:

o Download a file from our Web site, which contains billing information for insurance policies and
IRA accounts.

e Import that file into the Trust Advantage Interface of Skyward PaC before starting payroll.

e If automating TSA deductions, you will continue to maintain the TSA deductions/benefits on the
pay record, but the deductions/benefits will be included when you create the remittance file.

e After you run payroll, you will create or export a file containing the deductions you made for that
payroll and send it to us through our Web site.

This document will explain the steps necessary for processing payroll deductions through the Trust
Advantage program using QuickLink. You can submit a remittance file of TSA deductions processed in
payroll after performing a one-time setup.

Shortly after the meeting that introduces Trust Advantage to the district employees, we will contact you
to explain the payroll deduction process for Trust Advantage. Once we see that an enrollment has
occurred, we will contact you to set up a training session.

Below is an outline of the process, and it also serves as a table of contents. Step 1 is performed on an
on-going basis; Steps 2-4 are performed once during the setup of the program; Steps 5-11 are
performed at each payroll.

* Step 1. Collect Payroll Deduction Authorizations (PDAS) .......ccuuiiiiiiiiiiiiiiieiee et
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* Step 1 — Collect Payroll Deduction Authorizations (PDAS)

The first step of the payroll deduction process is to receive Payroll Deduction
Authorization (PDA) forms from participating employees. The PDA authorizes you
to deduct insurance premiums and/or IRA contributions from the employee’s
paycheck. Just complete Section 3 of the form, and keep it for your records. The
PDA does not replace the Salary Reduction Authorization (SRA), which is required
for TSA contributions.

What is a PDA?

A Payroll Deduction Authorization (PDA) is a form that, when signed by an employee, authorizes
you, as the employer, to deduct insurance premiums and/or IRA contributions from an
employee’s paycheck. Only one form is required for all products (auto, home, umbrella, and
IRA). It's not necessary to request a new PDA when a policy renews.

When will | receive the PDA, and whom will it come from?

If an employee enrolls in one of our products, we will ask that the employee bring you the signed
PDA or that the employee come to your office to complete one. We will give you a supply of
PDAs to have on hand for these situations.

What do | do with the PDA?
When you receive the PDA, just complete Section 3, Employer Approval, which includes:

1. Your name as the employee representative.
2. Your district/employer name.
3. Your signature and current date.

Keep the PDA for your records. There is no need to send a copy of the form to us.
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Payroll Deduction Authorization

Important: Please complete this form and retumn it to your payroll office as soon as possible.

1. Employee Information

Last Name First M.I. Sacial Security Number
Address Evening Phone Work Phone
City State ZIP

2. Employee Authorization

| authorize my Employer to deduct insurance premiums and/or IRA contributions from my pay in the amounts necessary
and to forward it to WEA Trust Member Benefits, subject to the terms and conditions stated in this Authorization.

| understand that if | make any changes to my policy(ies) that | must make them through WEA Trust Member Benefits and

not through my emplover. If | make any changes that affect the amount to be withheld, the Employer will adjust the payroll
deduction amounts accordingly (WEA Trust Member Benefits does not adjust payroll deductions—only the Employer does).
| understand that it is the Employer's obligation to deduct and transmit funds to WEA Trust Member Benefits on my behalf.

| understand that my participation in Trust Advanfage requires the Employer to supply payroll and financial information to
WEA Trust Member Benefits.

| understand that if my net pay is not sufficient to fully cover any deduction, | am responsible to make timely payment on
my own. In the event | terminate employment with this Employer for any reason, cancel my policy(ies), or have an unpaid
balance remaining on any pcolicy at the end of its term, | understand that | am responsible for paying any premium that is
due. This amount will either be billed to me separately and paid directly to the insurer or be paid through an additional
payroll deduction. If full payment is not made timely, my insurance policy is subject to cancellation.

| understand that a delay in returning this Authorization to the Employer could delay payroll deductions, which may result
in larger deductions than anticipated for insurance products or a delay in contributions to the IRA | have established.

This Authorization shall remain in effect until | notify WEA Trust Member Benefits of my desire to terminate this
Authorization.

3 Employee's Signature Date

3. Employer Approval 5 Just complete this section of the
form and then file it for your records.

The Employer will provide a monthly remittance report and any anomme
the school's account.

Employer Rep. Name District/Employer

Signature Date

WWWBT/2901-290-0704




* Step 2 — Create Codes in Skyward (Liability Account, Vendor, and Deduction)
Create a liability account code in Skyward, if applicable. This account code will be used
when setting up the deduction codes.

If you prefer to automatically generate A/P invoices (produce a manual check) instead of a
manual journal entry, create a vendor account code in Skyward, separate from the WEA
Trust and the WEA TSA Trust. This vendor code will be used when setting up the
deduction codes.

Before training with us in Step 4, set up two deduction codes in Skyward for each insurance
product and one deduction code for each IRA product. Insurance and IRA deductions are
after-tax.

If you currently contribute to TSA products and choose to automate the deductions, there’s
no need to create new deduction codes. However, once your last payroll is done prior to
your QuickLink training, you will need to change the TSA deduction and/or benefit codes so
that checks no longer print.

If you are just starting the Roth TSA program, call our office for information on setting up the
deduction code.

What do | use for the deduction codes and the descriptions for each insurance
and IRA product?

Go into Skyward PaC and go to the screen to set up a deduction code (see the following page for an
example of the screen). You may enter the deduction code you prefer or suggestions are listed below.

1. Setup two codes for each insurance product and one code for each IRA product:

Auto Insurance AUTO & AUTO1 Traditional IRA TIG
Home/Renters/Condo Ins.  HOME & HOME1 Roth IRA RIG
Umbrella Liability Insurance  UMBR & UMBR1

2. Complete the rest of the screen as follows (this is only for insurance and IRA deduction
codes; example of the screen on the following page):

e Deduction code Enter the code you prefer, but suggestions are listed above.

e Check Stub Description  Enter the description that will show on the check stub, usually
“Auto Insurance,” “Home Insurance,” etc.

e Description This description will be associated and seen next to the code
in certain areas of Skyward.

e Group Please ask your auditor. It's usually a “MISC” deduction.

e ACH Choose “No.”

e Reimbursed Do not select.

e Account Breakdown Do not select.

e Decreases Federal Gross Do not select.
o Decreases State Gross Do not select.
e Decreases FICA Gross Do not select.
e Pay level This applies if using the default deductions and benefits.
o W2 Level Select “None.”



Account #

Amount Type
Amount/Percent
Maximum Amount

Select the liability account that will accumulate all Trust
Advantage deductions. The following account numbers are
from DPI:

811690 All personal insurance in one account
If grouping deductions separately:
811692 Auto
811693 Home
811694 Umbrella

811629 All IRA products in one account
If grouping deductions separately:
811628 Roth IRA
811629 Traditional IRA

Select “Amount.”
Leave at “$0.00"
Leave at “$0.00.”

If you prefer to automatically create A/P invoices (generate a manual check):

Vendor information
Account Detail
Batch Number

Invoice Type

Select WEA Vendor that you just created.
This option will print internal accounting information on the invoice.

Assign a batch number, such as “PWEA” to distinguish WEA
invoices from other types of invoices.

Choose “Hold.”

If you prefer to make a manual journal entry for electronic payables:

Vendor information

HRWPANCODE - 737 - Deduction Code

Leave the entire section blank.

Deduction Code; TAUT ¥ Active v QK
Check Stub Desc; [AUTO INS 3 cancel
Description; [AUTO INS
Warning! Code has history. The insensitive fields may not be changed.
Group! v ACH: ]Nn hd B
[ Use Account Breakdown
-
-
-
Pay Level: |3-Must Select LI W2 Information: |Nane j
Account,/Amount Information
Account Number! |IU L 000 000 811800 000
Amount Type: |Amounk ﬂ Amount/Percent: |- 00 Maxinumn Amount: |D. oo !\"TD LJ
¥Yendor Information
vendor |WEA INSURANCE TRUST dweamsuoon 8] Account Detal: N0 ¥
Message! || Batch Number: PWEA Invoice Type: |Hold -
|Hessaqe to appear on some of the PA verification reports, @noomnm ﬂ




Why do | need to set up two codes for each insurance product?

You need to set up two deduction codes for each insurance product in the unlikely event that someone
has two separate home policies effective at the same time — one for a new home and one while selling
the old home. There also may be two deductions taken from a paycheck for the same policy. For
example, if you specified the number of paychecks in Step 7 incorrectly, there’s a chance that you'll
have a deduction for the expired policy term and the current policy term on the same check.

How does the money reconcile from my account?

The Skyward software can automatically create A/P invoices from payroll transactions, eliminating
the need to make journal entries for electronic payables. When the deduction code is set up, select
the new vendor that you created (which is separate from the WEA Trust). You will select the
“Batch Number” as “PWEA" so that it distinguishes this invoice from other types of invoices. You
will also select “Hold” for the “Invoice Type” field. When paying electronically the invoice type is
changed to Manual through the A/P area so that the accounting is processed, but a check is not
printed. The invoice is assigned a manually entered check number, which should be lower than the
standard check stock, and the manual check is run through check processing. This process allows
the manual check to be made part of the Check Reconciliation software.

* Step 3 — Create Folders on Your Network or Computer to Save Files

It's helpful to create a folder on your network or computer called, “Skyward” and
within that folder create folders called “From WEA” and “To WEA.” The “From WEA”
folder is used to save the billing data file that you'll download from us, while the “To
WEA” folder is used to save the remittance file that you’ll send to us.

B Skyward o ] A
Ele Edit View Favortes Tools  Help | Address |.,:| H:\TPapE Skywar ¥ | (Y Go | 0"
() Back = ) ~ T"|, Searchl; Folderslm'llﬂlﬁlxu’ﬂ e B
Folders ¥ || MName - |
E 5# Home on “Weapcivoll (H) 4] [ From WEA
) Dr13EK e weA
B [55) JPaPE
|2 Docs J
|2 Excel
SR |vard
|2 Fram WEA
[ To wEA ~||«] | 2+
|2 objects (Disk free space: 2,81 GB) 0 bytes |‘J Local intranet 4

* Step 4 — Perform Initial Setup in Skyward

Once an enrollment occurs, we will contact you to set up a time to perform the initial
setup, and training session. This session should last approximately an hour.



* Step 5 - Download the Billing Data File

You must download the billing data file prior to selecting payroll. Please see the
following steps.

The billing data file is updated every morning and will contain information about:

e A new insurance policy or IRA contribution.
e Changes or cancellations to an existing insurance policy or IRA contribution.
e Renewal information for an insurance policy.

Depending on your district’s size and participation, however, the billing data file may
be empty if no activity occurred since your last payroll.

If automating TSA, billing data files do not contain information on TSA contributions.

To download the billing data file:

1. In Skyward, go to the following menu, Human Resources, Payroll, Reporting, Master Files, and
choose Trust Advantage Interface. Click on “Run.”

E Human Resources: Main Screen 01.06.06.0 - 010227

Login Logoff  Exit  Preferences  Utiities Customer Access  Help

EBEX

User IC: m

£
Student hngmit

Sign In Time:  §:03:44 AM Entity: 000

|
|j=“l=0gin|ﬂngfo| X Exit |

i|RCT DEEIT CREDIT]:

il570 3130 p.oofi

Lol
o0 2M
Em Admin Human Fezourzes

Financial Mngmnt

IE_ El ﬁ :;‘? ﬁr-f E% 5 y Human Resources - Reports E|
Etup PFRofile Emphigmt || Priyroll
=3 Payrall - P&, SR |
o i n {71 Master Files - MF DeductionfBenefit &udit - DB Ve
“ rﬂl E_l ’Q {1 Historical - HI Employee Contracts - EC @ Close
Codaz Cur.Fayrall || REparting | Mass Proc. G Ctate/Federal - SF Flx: Processing - FP o
Pay Records - PR
Taxable Life Insurance - TL
\Trust Advantage Interface - WE
PaC Student™ User—D%l):zgrlgepErg raerge- Account Distributien - AD
Al other brands and prody PayiDedBen Totals (¥TD/FTD) - PT
W2 Audit - Wa
Employee History - EH
Dietail Check History - DC
ability ko add, edit, delete, and repart on Trust Advantage infarmation stared within the
syskem,
|Select a program ko run, @Docuﬁgntation ﬂ




2. The Trust Advantage Interface screen will appear. Click on the “Web site” button, or go to the
following Web address: http://weabenefits.com/quicklink/.
(If you can’t access the Web page, call Jess Pape at Member Benefits.)

Human Resources: Trust Advantage Interface - 3529 E|
Company Code |WEA ﬂ WER TRUST ADWANTAGE Last Payroll Run Date: Lask Export Date: 11/10/2003
Line of Business Code | EElEaelef4 - TRADITIONAL IRA A | Last ‘Web Inguiry Date: 10/21/2003 Last Import Date: 104212003

800003 - ROTH IRA
800004 - TRAD IRA MUTUAL FUND v Last Calc Date: 08/23/2004

Policy Expiration Date: to Policy Expiration Date: [12/31/9999 & Reset Sort By (* Mame Key (" Policy Expiration Date

Employee Summary

Select to by
205

=i

= 73
sues] | o
—d Files
®Close

i

<
*# - Indicates deduction amounts must be recalculated dus ko policy changes| \ﬁ_ﬁf
Display of emplayee information For selected company. L] -

3. When the Member Benefits’ Trust Advantage screen appears, enter your school district's
number in the “District Unit #” box. This number is the same as your group code with WEA
Trust. Enter only the numbers to the left of the decimal without leading zeros (i.e. if your
school district number is 0999.0, your district unit # is 999).

ORO00

B PaC
CSpocfkmation

4. Enter the school’'s password in the “Password” box. You can obtain your password from Jess
Pape at Member Benefits.

5. Click on the “Log In” button.
a Login - Microsoft Internet Explorer provided by — |I:I|i|

J File Edit “ew Favorites Tools  Help | 3,'

Y I i »
J eBack - e - \ﬂ \ELI o ‘ /.]Search “E.A(‘ Favorites

J.ﬁ.c_ldress I@ https:ffweacbenefits comfsecure/quicklinklagin, aspx j Go
JLinks & Progressive @APlus @"[SpamTank [B]IBShelptickets »

|

g TRUST
wea st fldvantage

P MEMBER BENEFITS

Flease enter your school district number and password.

Digtrict Unit #.l *
F'assword:l *

Log In

IIf you hawe forgotten your password or need one
assigned, e-mail: Jessica Pape or call (800) 279-4010)

[ &] Done I_I_I_I_E|Q Inkernst

N[ B




6. On the screen below, under Step 1 of the section, “To obtain billing data file to import into
Skyward,” click on the button, “Download Billing File,” and choose “Save.”

Important! If you choose to open the file and exit the Web site without
saving the file, you will lose the data in the file and will need to call Jess
Pape at Member Benefits.

If you save the file, but find out later that you didn’t save the file in the
correct place and need to download the file again, contact Jess Pape.

3 WEA Trust Advantage - Microsoft Internet Explorer provided by WMBT Aglﬂ

J Eile Edit View Favorites Tools Help | ",'

J @ Back = O - \ﬂ @ .:\; \-_h ‘ ;) Search ‘2{\_\? Favorites @ | J Address I@ https:,f,fweacbenefits.com,l’secure.l’quicldinHLogj Go
JLinks Q Progressive @ A Plus @ Spam Tank Q 1ES help tickets @ WE# School page @ WEA TA app @ Chase {direct send) @ TEST - TA app »
=
g TRUST
wea st [ldvantage

M ER BENEFITS

District Name
District #: 09990

To obtain billing data file to import into Skyward
Dawnload Billing File

Click to download billing fikg

If you press the "download billing file” button Bt do not save it, the records in the billing file will be
deleted upon exiting the website. If you didn't mean to press this button, please contact WEA to - MEUIRER SENEFITS
regtare those billing recards.

File Download

o After you run payroll in Skyward, you will be asked to e

2 Click Browse and select that file: Do you want to open or save thiz file?

Mame: 04940w, Exk
Type: Text Document, 142 bykes

If you do not see a "Browse" button, your browser does nc

E-mail Jessica Pape or call (300) 272-4010. .
Fram: weachenefits.cam

3 Click _Submit |When you are ready to upload your rerm
Open Save Cancel

~_

|@ Done

Wwhile files from the Internet can be useful, zome files can potentially
harm wour computer. [F you do nat trust the source, do not open or
zave this file. What's the risk?




7. Select the folder on your computer or network where you want to save the billing data file.

[ From WE&,

Save in:

H o2 E

Deskiop

[f:} My D ocuments
a by Computer
‘ﬁ, 3% Floppy 4]
g Local Dizk [C:]
age Local Dizk [D:]
HL CD Drive [E:)
Y

WL
-

] = ol on
hy Computer

I My Documents
‘Q hy Nebwark Places
= WEA Remate

% Wy Recent Documents

oll on "weapc' [G:)

"wieapo' [P
fx Mez_wold on “Wweaappsz1' [R:]
“# Public on "wWeapchSys' [22)
[22) Shared Documents

g i

= =Py ==

[T DG

8. Click on “Save.”

Sawe in: IE} From 'WE,

=| 09990w. Exk

File name:

Save az type:

| 09330 b

ITen-:t Drocumett

i

10



9. If this is not the first time you have downloaded a billing data file, a message box will appear
asking you if you want to replace the current file. Click on “Yes.”

savens i

"j H:IPAPE Skyward Fram WEALDF990m, kxtb already exisks,
L

Do you want ta replace it?

10. The following box should appear letting you know the download is complete. Close the box,
and exit the Web site.

Download complete 0] x|
¥
Download Complete

Saved:
09990w.txt from www.weacbenefits.com

Downloaded: 142 bytesin 1 sec
Downlaad ko CDocurments and Sekkin, . 104920, xk
Transfer rate: 142 bytes/Sec

™ LCloze thiz dialog bow when download completes

Open Open Eaolder | Cloze I

11



* Step 6 — Import the Billing Data File into Skyward
Import the billing data file from Member Benefits into Skyward.

To import the billing data file into Skyward:

1. Atthe Trust Advantage Interface screen, click on “Import.”
Note: If you have not exported the previous payroll, i.e. created a remittance file, an error
box will appear. Export your previous payroll and send it to us before proceeding.

Human Resources: Trust Advantage Interface - 3529

Company Code |WEA ﬂ WES TRUST ADMANTAGE Last Payroll Run Date: Last Expart Dake: 11§10/2003

Line of Business Code - TRADITIONAL IRA | Last web Inguiry Date: 10/21)2003 Last Import Date: 10/21/2003
800003 - BOTH TRA =
800004 - TRAD IRA MUTUAL FUND ~ Last Calc Date: 06/23/2004

Palicy Expiration Date: ta Policy Expiration Date: |12/31/9999 EzRe§9t Sort By: (+ Mame Key © Policy Expiration Date

™ Employee Summary +2dd | |
Policy Policy Policy Adj| Pays f‘/Edil
* [Mame Ke Effective Date |Expiration Date |Ded Code | Pays| Left =
# T 7 - Dora o 5 AIEEED | Cekte
Q view

Select to impart an external file|

< | > @ Close | —
le [
* - Indicates deduction amounts must be recalculated due to policy changes. Employee: [ANDERDORODD —
|D\sp|ay of employee information for selected company. <‘(\ Dot 2 tation -

2. Click on “Browse.”

3

| Human Resources: Import Transactions from WEA

Sl e sl o cuments and Settingsimariahg)l

Mumber of Transactions Expected: O
Murber of Transactions Imparted: O

Murber of Corrupted Records: O

™ Information Imported from Selected File &
Line of

* |Dist Mbr Soc Sec Last Mame First Mame Iths [Business |acct Mbr

<)l >

* - Records in this color are corrupk and can not be imported.

|Enter the location of the WEA file For importing. @Docuﬁﬁgmaﬁon
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3. Find the billing data file that you downloaded (Folder Skyward/From WEA/09990w.txt), and
[?)1%]

click on “Open.”
Choose File Location to Import WEA Information...

Loaok in: @ Dezktop
;. My Docurmnents
L 'j My Computer

My Recent @My Network Places
Documents @iy shared Files
w

@

My Netwark  File name: |01 2345 = <o [P
Places
| Tent Files [*.t4) =] Cancel

Files of type:

4. Click on “Run.”

r

| Human Resources: Import Transactions from WEA

pruments and SettingsimariabgiDeskbopinl: Nisdq Browse... =
(=]

Murber of Transactions Expected: O

File Location:

Mumber of Transactions Imported: O

Mumber of Corrupted Records: 0

Information Imported from Selected File

Last Mame

* |Dist Mbr Soc Sec

) (]
* - Records in this color are corrupk and can not be imported.

- [
wnocumentatlon

|Enter the location of the WEA file For imparting,

13



* Step 7 — Review the Billing Data File

After you click, “Run,” the records in the billing data file will appear on the screen.
Review the records.

If the billing data file contains no records, a message box will appear telling you that
there are no records in the file; this simply means that no activity (changes,
enrollments, etc.) have occurred since the last time you download and imported a
billing file. If the billing data file contains records, one record will appear per product
per employee on the screen, and a report will print so you can review the records.
Remember that TSA records will not appear on the billing file, and changes,
adds, or stops should be done on the pay record prior to selecting payroll.

If records do not appear on the preview screen, the billing data file is empty, and you
can continue to process payroll.

If records DO appear on the preview screen:

1. If any records appear in red, call Jess Pape at Member Benefits. Do not add the
deduction records manually. These are errors that must be resolved before you run
payroll.

2. If the preview screen contains records, Skyward will prompt you to click “Update.”

Human Resources: Import Transactions from WEA - 3529

File Location: |C:'|,D0cuments and SettingsimariahgiDeskiopl012345.w Browse. .

Mumber of Transactions Expected; 1
Mumber of Transactions Imported: 1

Mumber of Corrupted Records: 0

Information Imported from Selected File

L|ne of

G|05Ll&0 JESS 00l11110

£ b4

* - Records in this color are corrupt and can not be impaorted.,

The Run bukton will import the selected text File. @Dwuﬁﬁgmaﬁon

14



3. Click on “Yes” if no errors appeared. Selecting “Yes” will update the data within Skyward and
will produce a report called, “Register of Actions During Create Process.”

Create Detail Transactions

P

e

This process will import the selected ket File inta the Skyward swskem,
Review any information that is corrupt as it will not be updated into the Skyward syskerm,

Are wou sure you wank to conkinue?

Yes Mo
4. After the report prints, review the report:
4paweal5.p SCHOOL DISTRICT NAME
02.05.01.0-010010 Register of Actions During Create Process
Line of -New Policy- Transaction
Business Transaction Employee Info Record
Name Key Employee Name Code Trans Code Amount Record Created Created Exception Message
JONESDAVO0OO JONES, DAVID AU Renewal 950.00 Yes Yes

End of report

If an exception message prints on the report, call Jess Pape at Member Benefits
immediately. Do not add the deduction records manually.
However, if the message states, “Policy is cancelled — employee overpaid” you can go ahead
with your payroll. This message just simply states that the employee cancelled that policy

and Member Benefits will refund the overpayment directly to the employee.

Verify that you received a PDA if the employee is new to Trust Advantage (see the first

bullet point above).
If you did not receive one, you should call the employee directly and have him/her return the

form to your office or stop by and complete one. You can also call us to contact the

employee for the form. If payroll needs to be run immediately, it's up to your district office
whether you want to process the deduction with verbal verification from the employee or if
you would prefer to wait. Skyward does not have a function in its system to verify that the

15

PDA was received. We stress the importance of returning the form.




* Step 8 — Recalculate

Before exiting the Trust Advantage Interface screen, click the “Recalc” button. This

will attach the deduction code to the pay record and/or update the deduction amount.

To “Recalculate”:

1. Atthe Trust Advantage Interface screen, click

Human Resources: Trust Advantage Interface - 3529

200003 - ROTH IRA
800004 — TRAD IRA MUTUAL FUND b Last C

Employee Summary

Company Code |[WEA ﬂ WEA TRUST ADYAMTAGE Last Payroll Run Date:
Line of Business Code  |[E=lalalale-s - TEADITIOMAL IRE | Last Web Inquiry Dake: 10/21/2003

on “Recalc.”

alc Dake: 0Ef23/2004

SortBy: (v MameKey ¢ Policy Expiration Date

Last Export Date: 11/10/2003

Last Import Date: 10/21/2003

<

3 W iEmhy

[l Recalc

* - Indicates deduction amounts must be recalculated due ko policy changes.

¥ Irport]

>

X

+ dd
27 Edit |

Recalc

o

Laipy nngs
AuEynort

[5etect ta by

“Q0ptions
[HiPurge

dWebsite
n Files

®dose |

FRDOROO0

Display of employee information For selected company,

CEenoadibntation

2. Click on “Yes.” A report will print showing any records where the deduction was recalculated.

If the deduction is new to the system, it will tell you to which pay record it's applying the
deduction. If it looks incorrect, call Member Benefits. Now, you can select your payroll.

Recalculation Process

Do wou wank bo conkinue with this process?

Yes

Mo

WARMING: THIS PROCESS MaY UPDATE THE PROFILE PAY RECORDS!

* If the policy is closed, the deduction will be deleted from the contral File,

@ SWRRMING: THIS PROCESS WILL UPDATE THE PROFILE DEDUCTION COMTROL FILES!

* If the policy is open and the deduction code doesn't exist on the control File, it will be added.

* If a deduction is created during this process, it will be applied to the primary pay record.  IF the
person has no primary pay record, the deduction will need to be manually applied ko a pay record,

* If a deduction From an existing policy is being recalculated, this process will check if it's applied to
any of the person's pay records, IF itisn't, it will apply it to the primary pay record. I the person
has no primary pay record, the deduction will need to be manually applied to a pay record.

* If a policy is closed, the deduction will be deleted From any pay records it's currently applied to.

]

* If the policy is open and the deduction code does exist on the contral File, iks amount may be modified.
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What does the “Recalc” button do, and how are deductions calculated?

While we don’'t want to get too technical about the calculation methods, we know that as a Payroll
Coordinator, you want to know the calculation methods.

When the “Recalc” button is clicked, Skyward will take the annual premium amount for the
insurance policy and divide it by the number of payrolls specified on the product’s deduction
record to get the per paycheck deduction. After the payroll is processed, Skyward keeps a
running balance of the policy until the policy is paid in full.

When you receive a record for a change to an insurance policy and click the “Recalc” button, the
change amount is applied to the policy’s balance and is recalculated based on the number of
payrolls remaining.

Since IRAs are sent to you as a per paycheck amount, Skyward just keeps deducting the
specified amount until we post a file to change the amount or to stop deducting.

You should click the “Recalc” button if you change the frequency of an employee’s payrolls (i.e.
the employee requests to change his/her pay frequency from 24 to 18). First, you'll need to
change the number of pays on the policy or account record for each policy/account. Call us if you
need to make this modification.

17



* Step 9 — Select and Run Payroll

* Step 10 — Export Deduction Data from Skyward to a Text File (Remittance File)
& Submit the File to WEA

After you have run payroll, you must save or export the deductions to a text file —
we’ll call it the remittance file. If running summer pays, see the Summer Pays

Section.

DO NOT BUILD AN EXPORT FILE FOR THE SAME PAYROLL MORE THAN
ONCE. When Skyward creates the export file, it reduces the policy’s
balance by the current deduction amount and reduces the number of
remaining pays by one. So if you build the export file more than once, the
system will assume that you took another deduction. This will result in an
overpayment to WEA Trust.

If you are unsure if you've already exported for a payroll or if you have exported

more than once for a payroll, contact Jess Pape at Member Benefits.

To save or export the remittance file:

1. Once payroll

is complete and you're ready to send the remittance file to us, go to the Trust

Advantage Interface screen, and click on “Export.”

Human Resources: Trust Advantage Interface - 3529

T - [T]X]
Company Code |[WEA ﬂ WEA TRUST ADWAMTAGE Last Payroll Run Date: Last Export Date: 11710/2003
Line of Business Code — TRADITIONAL IR& | Last Web Inquiry Date: 10/21/2003 Last Impart Date: 10/21/2003 L
S00003 - ROTH IRA
500004 - TRAD TRA MUTUAL FUND b Last Calc Date: 06/23/2004
5 PN
Palicy Expiration Date: to Policy Expiration Date: |12/31/9999 @ %Reset Sort By: {* Mame Key ¢ Policy Expiration Date
|! Employee Summary +add |
i WEYSL
Edit | b—
—
F Delete
Q wiew
=
Bl Recale| F—— =
W mport g
SuExport
|Select bo build and export transactions
“20ptions =
[Purge
B Website
Hees | [
7=
4 ¥ @ Cose |
le [~
* - Indicates deduction amounts must be recalculated due to policy changes. Employes: |AMDERDOROOD -
Display of emploves information For selected comparry. @Docuﬁﬁgmamn - s

2. Click on “Build.”

Human Resources: Process Transactions from Payroll History - 3529 E|

Detail Transactions

hd

lLine of Deduction [Nbr of | Build
Mame Key Employes Mame: Eusiness  Code Amount |Times | NG +
~
® Close

Employee:

Choose ko Build transactions from payroll hiskory, @nm.ﬁﬁgmmim




3. Select the appropriate payroll, and click on “Run.” If you want to select more than one line,
click on the top-most line, then hold down your “Shift” key and select the bottom-most line.
This will select all applicable payrolls. If a prior payroll appears that should have been
sent to Member Benefits, contact Jess Pape.

Display Deductions:| zNDAC - SECOND ACCOUNT
¥ Reqular ZNDAC - SECOND ACCOUNT
ATTTO - AUTO INSURANCE
v Quick ¥oid AUTOZ - AUTO INSURANCE:
¥ Manual HOMEL - HOME OWNEERS IH:
HOMEZ - HOME OWNEERS IH:
v tManual void DOTH - ROTH IRA

mraT mTmATTmTAITAT TT

“heck Date Chis Mbr Lowe | Chi Wbr High| Cep Mbr Love]  Cep Mb High[Twvpe |~
06,09/ 2004 o 0 Q12121447 2121447 R
06/10/2004 o ] 912121448 2121445 R
06/11/2004 123111386 123111386 0 OR
06/ 14/2004 o ] 912121450 912121450 R
06/15/2004 o 0 912121452 912121452
06/15/2004 o ] 912121451 2121452 R
06212004 123111385 1231113885 0 OR
0&/22/2004 123111389 123111389 ] OR
7012004 o ] 912121383 2121383 R
0701 /2004 o 0 912121440 12121440 R
7012004 o ] 912121440 912121440
07/10/2004 123111371 123111371 0 OR
07/15/2004 123111387 123111387 ] OR
123111360 123111360 0 OR
123111390 12311 13'.'4.|:I| “w

|Payr0||s available for processing. @nocuﬁﬁ&mion

4. Click on “Yes.” A report will print showing you the deductions from the selected payroll.

Process Information X

‘t/ This process will build detail transactions from the selected pavraoll run.
\_‘

Cnly the deductions listed will be processed, IF a deduction is not lisked but
should be processed, double-check the primary and)or secondary deduction
codes under the Line of Business code setup.

Da wou wank ko conkinue?

s Mo
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5. A screen will appear showing the deductions from the selected payroll. Click on “Export.”

Human Resources: Process Transactions from Payroll History - 3529

Line af
Eusiness

ALl

Detail Transactions

(Company
Mame Key Employee Mame Process Date |Code
OB/24j2004  |WEA

PAPE JES000 |PAPE, JESSICA WER

Ded Deduction |Nbr of |
Code Amount Times |
ALITO 35.17|1

AT

™\
2
E

<l|m| 2
Employee: |PAPE JESOOO
|Choose to Build transactions From payrall history, wﬁocuﬁﬁgmﬁon

6. Read the message box, “Export Detail Information”, and click on “Yes.”

Export Detail Information ;

\::) This process will expart all information currently listed ko a text file For WEA.
A

If, after this process, an emploves has one pay left in their policy, the
deduction in the Profile will be updated to equal the remaining palicy amaounk,

If, after this process, an emplovee has zero pays left in their policy,
the deduction in the Prafile will be given a walue of zero,

Are wou sUFe woU wa Linue?

Mo

7. Click on “Browse,” and select the directory where you want to save the export file
(...Skyward\To WEA)\) on your network/PC.

Human Resources: Directory Entry for Text Files - 3529 @

i aor Text Files
W + 0K
< Browse. .. | 3 cancel

|Enter the directory o create download files in. mﬁmuﬁgnmion

8. Click on “OK.” A message box will appear asking you if you want to replace the current file.
Click on “Yes” or “OK.”

Human Resources: Directory Entry for Text Files - 3529

Enter Directory For Text Files Vg >
QK
GV I Documents and SettingstmariabgiMy Documents o

|Enter the directory to create download Files in. mﬁocuﬁgmaﬁon
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9. Click on “OK.”

Process Complete

Export of detail is complete.
File location is: C:\Documents and Settings\mariahgiMy Documentsh04 1605, THT

10. Three reports should print during and after finishing the export process.

e One report shows what will be included on the export/remittance file that you will send to
Member Benefits. This should include TSA deductions and/or benefits.

e Another report will show insurance policies where the balance is paid in full. The reportis
notifying you that Skyward will remove the deduction code from the pay record.

e The last report will show you the insurance policies that have one pay left. The report is notifying
you that Skyward is changing the per pay amount by a few cents to collect the balance due.

11. Click on “Close.”

Human Resources: Process Transactions from Payroll History - 3529 E\

1. Detail Transactions
Company  |Line of Ded Deduction [Mbr of A Build
Mame Key Employes Name Process Date |Code Business  [Code Amount |Times
~u
®Close :
[
20 i) >
Employes:
[choose to Expart detail listed bo text file For WEA, Do A tatinn

12. Atthe Trust Advantage Interface screen, click on the “Web site” button. Log onto the Web
site with your district number and password.

A Login - Microsoft Internet Explorer provided by — 3|
J File Edit “iew Favorites Tools  Help | 1','
J @Back - e - \j lﬂ _:j /__j Search '*f:( Favorites >
| Address [ ] https:jweacbenefits.com(securejquickinkfiogin.aspx | £ &a
JLinks & Progressive @ 4 Flus @ Sparm Tank. IB] 185 help tickets »
wea st Mldvantage
P~ MEMBER BENEFITS
Flease enter your school district number and password.
District Lnit #l *
F‘asswurd:l I
Lag In
{If you have forgotten your password or need one
assigned, e-mail: Jessica Fape or call (800} 279-4010.)
é| Dane I_I_I_I_E # Internet v
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13. DO NOT click on Download Billing File. Go to the section, “To send remittance file after
running payroll.” Click on “Browse” under Step 2.

2} WEA Trust Advantage - Microsoft Internet Explorer
i fle Edt Vew Favorites Todls Help

eBadc - \a) @ @ ih pSEar\:h %Favunms & [;3- ; - D 3

i Address

&] https: /fweachenefits. com secure fauickiinkLoagedin aspx

i lnks @] APls @] Chase (drectsend) &]GEMLogin S, PARS &]PCIStx &) Prog &]SpamTank 4] WEASchoolpage &]WEATAapp @ WebqQyl

g TRUST
wea st ldvantage

MEMBER BENEFITS

District Name
District #: 09990

—
To obia'n billing data file to import into Skyward

Click to download billing file:

If you press the "download billing file” buttr et do not save it. the records in the billing file will be
deleted upon exiting the website. If you didn't mean to press this button. please contact WEA to
restore those hilling records.

To send remittance file after running payroll
10 After you run payroll in Skyward, you will be asked to export a file and send it to WEA Trust

2: Click Browse and select that file:
We will draw the amount from your account on the date indicated in the

Draw Date box. il
/‘\Draw Date =% WEA TRUST
( H Browse_. | 116/2008 S

If you do not see a "Browse” button, your browser does not support attachments
E-mail Jessica Pape or call (800) 279-4010

3: Click when you are ready to upload your remittance file

14. Find the remittance file you saved. The file name should be your WEA Trust unit number,
followed by an “s” which shows that Skyward generated the file. Click on “Open.”

Laok jn | () To'wEA - & @k E

File hame: IDSSSDS. tut

Open I >

Lel Lo

Files of ype: [l Files 27
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15. After you've selected the remittance file to submit, select the draw date. The draw date is
defaulted to the current business day plus two business days. The draw date cannot be prior
to this date and cannot be more than 4 months in the future from this date. You can type the
draw date or select the draw date from the calendar. Once the draw date is selected, click on

“Submit” under Step 2 on the screen. This completes the process.

2 WEA Trust Advantage - Microsoft Internet Explorer

i Fle Edt View Favorites Tools Hep

&] https: fweachenefits, comfsecure fquickink/Loggedin,aspx

&) arus @] Chase [drectsend) @] GEMLogn 2, PARS E]PCIStx @] Prog &) Spem Tank 4] WEA Schoolpage ] WEATAapp (&) WebQu

TRUST
wea st ldvantage

PP~ \(EMBER BENEFITS

District Name
District #: 09990

Click to download billing file Download Billing File

If you press the "download billing file” button but do not save it. the records in the billing file will be
deleted upon exiting the website. If you didn't mean to press this button, please contact WEA to
restore those billing records

10 After yvou run payroll in Skyward, you will be asked to e

2: Click Browse and select that file
We will draw the amount from your account on the date indicated in the
Draw Date box.

Draw Date

| |(Browse\ ] [4/15/2008 |

If you do not see a "Browse” button. your browser does not support
E-mail Jessica Pape or call (800) 279-4010

3 \ck wjfen you are ready to upload your remittance file

WEA Tausr—pé

e g r WEA TRUST

16. The following screen will appear confirming that you sent the remittance file.

3 Trust Advantage - Thank you for Submitting - Microsoft Internet Explorer

J File Edit Miew Favorites Tools  Help

| Qeack - O - ¥ 2] @

) Search 7 Favarites % Media 42 | v il

J Address I@ htkps: f v, weatrust, comywea/weamainZ, nsf i ThankSky

W TRUST
WEA TRUST

P~ MEMBER BENEFITS mdvan'uge

Thank you for sending WEA Trust your skyward file,

If you submit an incorrect file, you should receive the following errors:

File Submitted

A billing data file

A non-text file

A file previously submitted

Error Will Read

File has invalid data. May be a billing file.

You must upload a valid Skyward remittance file.
File was previously submitted.
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What if | forget to save (export) the remittance file?

At the end of the payroll update, a message box will appear telling you that the update is
complete. It will also say, "Don't forget to generate the WEA text file for this payroll and export it
to WEA."

If you forget to save (export) the remittance file after this message appears, and it's prior to
importing the billing data file for the next payroll, it's 0.k. to generate the remittance file and send it
to us through our Web site.

However, if you import the billing data file for the next payroll before exporting the remittance file
for your last payroll, please call Jess Pape.

Call Jess Pape at Member Benefits with any questions if you're unsure what to do.

What if | saved (exported) a remittance file but forgot to send it to WEA
Trust?

At the Trust Advantage Interface screen, click on the button called, “Files.” The following screen
will show the files imported into Skyward from WEA (“Text file created by WEA to import into
Skyward”) and the files exported from Skyward to WEA (“Text file created by Skyward to send to
WEA").

Select the applicable export file by looking at the “Date added” column, and select “Extract.”
Choose where you want to save the file (the “To WEA" folder). Submit the file to WEA Trust using
Step 12.

E HR\PA'\RE\PA'\MF\WE - 3529 - Extract Saved Files

|
User By: l ﬂl ﬂ
Files backed up in database DEXtrCtI
. |rspe of file De o =+ Add I
A SPLETTER-GUT Sh ed ®Close I
WEA SPLETTER-GUTHMAN, LISA Text file created by WEA Ea impart into Skywward 03/28/2006 |13:32:59 L -
WER SPLETTER-GUTHMARN, LISA Text file created by Skyward to send to WEA 03/10/2006  |15:00:33
WER SPLETTER-GUTHMAN, LISA Text file created by WEAR ta impart into Skywward o3/10/z006 112809
WER SPLETTER-GUTHMARN, LISA Text file created by Skyward to send to WEA 0Z/23/2006  |13:55:35
WER SPLETTER-GUTHMAM, LISA Texk file created by WES Eo import into Skyward 0zf23/2006 121541
WEA SPLETTER-GUTHMAN, LISA Text file created by Skyward to send to WEA 0z/10/2006  15:37:58
WER SPLETTER-GUTHMARN, LISA Text file created by WE& Eo import into Skywward 0z2/10/2006 134344
WEA SPLETTER-GUTHMAR, LISA Texk file created by Skyward to send to WEA 01/30/2006  |11:06:32
WER SPLETTER-GUTHMARN, LISA Text file created by WER Eo import into Skywward 01/26/2006 1000435
WER SPLETTER-GUTHMAM, LISA Texk file created by Skyward to send to WEA 01/11/2006  |14:36:05
WEA SPLETTER-GUTHMAN, LISA Text file created by WEA Ea impart into Skywward 01/10/2006  |16:43:36
WER SPLETTER-GUTHMARN, LISA Text file created by Skyward to send to WEA 12/19/2005 15016012
WER SPLETTER-GUTHMAM, LISA Text file created by WEA Eo import into Skyward 12/19/2005  13:56:06 -
dditional File Information
File Size: 1,420 Menu Path: HRIPAIRE\FAAIFWE Menu Desc: WEA Interface
Original File: C:\Skyward\WEA\D44705, TRT
Miscellaneous Information
=
I
IShows files backed up in the database, @Docuﬁ-ﬁgmaﬁon

How do | know what was withheld from the employees’ paychecks?

A report will print automatically when you create the remittance file. You can also run the “Detalil
Transaction Report” available in Skyward which details the deductions from a specific pay period.
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Summer Payrolls

| run alump sum payroll (5-6 deductions in one check) in June for certain
employees for their summer paychecks. Do | need to do anything
different?

There’s no need to do anything differently. You'll still need to export a file containing these
deductions and send the file to us as shown in Step 11 before processing your next payroll.

| run six payrolls in June, which include June, July, and August, for our
teaching staff. Do | need to do anything different?

If all of the summer pays can be drawn at one time, export all of the summer pays (at the payroll
select screen, use your Shift key and your mouse to highlight all summer pays) and submit them
to us on our website, specifying the draw date for all of the summer pays.

If each summer pay needs to be drawn at different times (i.e. the 7/1 payroll needs to be drawn
on 7/1, 7/15 on 7/15, etc.), after each payroll is complete, you should export each summer pay
separately and submit the file on our website separately, specifying the applicable draw date for
each submission. Contrary to the past, you can now submit your 8/1 file on 6/15, and specify 8/1
as the draw date.

What if an employee begins a policy or IRA contribution during the summer
months?

If an employee wishes to start a policy and/or open an IRA account with us during the summer
months, he/she will work with us directly to pay for the premium and/or contribute to the IRA
unless the employee works year round (i.e. Administrators, Payroll Coordinators, etc.). When
school begins in the fall, we will enroll them in the Trust Advantage payment option, and we will
add a record to your billing data file.

During the summer when | process the payroll for year-round staff, do |
need to download the billing data file if I've already processed the teachers’
summer pays and no year-round staff participate in the program?

Yes. Even though you've already cut the summer checks for all of the current participants, it is
possible that a year-round staff member might begin a policy or IRA contribution.

What happens when a current participant changes his/her policy or IRA
during the summer months and I've already cut their checks for the
summer?

When you import the billing data file, the change amount will be considered when you run the next
payroll in the fall. In other words, if an insurance change is made, that change amount will be
added to the remaining policy amount and will be divided by the number of pays left. The

deduction will change the next time you run payroll for that employee. See the screen example
on page 27.
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Miscellaneous Questions & Answers

Who do | contact with questions or problems?

Jessica Pape
Trust Advantage Service Coordinator
WEA Trust Member Benefits

Phone: (800) 279-4010, Extension 1101
Direct line: (608) 661-6784

Fax: (608) 223-9700

E-mail: jpape@weatrust.com

What do | do if an employee approaches me to make a change to his/her
deductions?

For insurance or IRA changes, instruct the employee to contact us directly to make the change.
We will then include that change in the billing data file once the change is processed.

For TSA changes, you may make the change on the pay record.

What happens if an employee retires, quits, is terminated, on a leave of
absence, or on disability?

Just give us a call and let us know the employee’s name, last paycheck date, and products paid

through Trust Advantage. We’'ll work with the employee to collect any balances due. We’'ll also

send you a record in the billing data file that will stop deductions for insurance policy balances or
IRA contributions.

| run payroll a week in advance due to the size of our district, but | don’t want
you to deduct from our account until the actual pay date. What should | do?

You should still export the file after you run payroll as in Step 11. On the pay date, complete Step
12 (log onto our Web site and send the file to us at that time).

What do I do in our payroll system when an insurance policy expires?

With the automated feature, you don’t have to worry about the balance being collected by the time
the policy expires. Once the balance is collected, Skyward will stop deducting. When you import
the file containing the policy’s renewal, you will need to adjust the number of pays, if applicable,
and it will begin deductions again.

What happens if an employee cancels his/her insurance policies or
discontinues his/her IRA?
Employees should notify us directly. We'll then include a cancellation record in the billing data file
that you'll download, and Skyward will deduct for any unpaid balance. Refunds, if any, will be
issued directly to the employee from us and will not be made through payroll deduction.
For TSAs, you should stop the deduction at the pay record.
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What happens if | receive a PDA, but | don’t receive a record on the billing
data file from you for the employee?

Just call us, and we will look into the situation and get back to you. The employee might turn in a
PDA to you before the policy is effective. This is usually the case.

How does the system know which pay record to apply the deduction if the
employee has two pay records — one for teacher pay and one for coach pay?

Trust Advantage deductions will be applied to the pay record that is assigned as the primary pay record.

What do | do if an employee changes their pay frequency —i.e. the
employee decides to be paid 18 times per year instead of 24?

1. Atthe Trust Advantage Interface screen, select one of the employee’s deductions (auto,
home, umbrella, or IRA), and click the “Edit” button.

2. Change the “Number of Pays” field to reflect the number of pays remaining until the
expiration date plus the number shown in the field “Skyward Payrolls.”

Click the “Force Recalc” box in the lower right corner of the screen.
Repeat for each product that the employee is enrolled in.

Click the “Recalc” button on the Trust Advantage Interface screen.

How do I find the remaining balance and number of remaining pays?

At the Trust Advantage Interface screen, it shows each product associated to the employee.
Click on the applicable product, and click the “Edit” button. The following screen will appear.

Employes: BALLADONOO0 AOE 1AL oK |
Company Code: WEA TRUST ADYVAMNTAGE MI
Line of Business: UMBRELLA INS LIE

Policy Number: 333333333
Deduction: UE IUMBRELLA IMS
Policy Effective Date: 09)18/2002

Paolicy Expiration Date: 09/15/2003

Policy Amounk: €00 00 Mumber of Pays (Initial Setup): Ze

urrent Conkrol File Deduckion Amount —
IJE Policy Amounk: &00. 00 Mumber of Pays: |=3
Z23.08
_ LB Withholdings: 0.00 - Skyward Payralls; 0
Remaining Policy Amounk: 600.00 {  Mumber of Pays Left: 2e =  PerPay Amount: 23.08
Regular Manual  Woid Qvoid  Total Last Impork Date: 03§31/2003  Amount: €00.00
Skyward Payrolls: O 0 [u} [u} [u}
Last Expork Date: Amount: ©.00
Last Payrall Run Date:
Last Recalc Date: | Force Recalc
The adjusted number of pays, # |
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