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Contributions Manager User Guide

This guide provides step-by-step instructions for submitting earnings and reports using the Contributions Manager. If you need assistance,
please email us or call (818) 973-4472, Monday through Friday between the hours of 8:30 a.m. - 4:30 p.m. PST.

Registering
Before you begin, you will need your Plan code. If you do not have a Plan code, please request one through the Contributions Manager or
by calling (818) 973-4472.

Once you have a Plan Code:

1.

2.
3.
4

o«

Visit the Contributions Manager at https://my.sagaftraplans.org/employers/.

Select Register.

Read and accept the Terms of Use/Disclaimer by selecting | agree.

Enter your company and personal information. Note: Each employee requiring access to the Contributions Manager will need to

register independently but will use the same Plan code.

Select Continue.

On the next page, review the summary of the information you have entered. If you’ve made a mistake, select Review to go back to
the previous page. If your information is accurate, select Confirm.

You will receive an email confirmation from the Contributions Management team within two business days with the next steps to
complete the registration process.


mailto:employercontributions@sagaftraplans.org
https://my.sagaftraplans.org/employers/

Getting Started

After registration is approved, you will receive a temporary password. The first time you log in, you will use this password and be
prompted to update your password. To use the Contributions Manager, you will need to log in using the username and password you
created during the registration process. Ifyou did not receive an email from us when you tried to register, please call (818) 973-4472.

2enr i | EMployers

Access Your Cont

Log In or Register

user Forgot Username

TTITITTY FGrgOt Password

Register for Your Contributions Manager
Viewing your reporting history, submitting earnings reports and paying contributions, has never been easier. Sign up for your account and access your information
at anytime from any location.
Username: Your username will be assigned when you register, and you will be required to customize it after logzing in for the first time.
Password: You will receive a temporary password and will be required to customize it after logging in for the first time.
Adobe Reader: Some of the documents on this website are provided in PDF format and require Adobe Acrobat Reader.
Google Chrome: Some elements of this website are best viewed using the Google Chrome web browser,

Contact Us: If you have any questions, contact the Employer Contribution team by email at employerreqguestsi@sagaftraplans.org or by phone (818) 973-4472,
Monday through Friday, 8:30am-4:30pm PST.

Using Your Contributions Man:



Your Dashboard
Once you have logged in, you will be taken to your dashboard. The Dashboard provides all your account information at-a-glance,
including:

Drop-down menu (available on all pages of the site).
Links for uploading and entering earnings.

Link to the help section.

Summary of your earnings reports.

A S

Your current contact information.

Enter earnings
Menu &

/ information e Help section
SAG-AFTRA

BT Beairnkicn | Emplevers & @

Lisa Robertson Dashboard
@, Getting Started T Upload Earnings Information  instruction: [Z3 Enter Earnings Information  lnstructons © GetHelp
To get started with your Contributions Manager, click Upload an earnings report in a supported format. Enter a new eamings report. Access resources needed for reporting earnings, including agreement
the three-line menu on the top left. Learn more and subagreement information, report templates, user guides and

contact information.

= Your Earnings Reports Asummary of eamings reports you have provided through this Contributions Managee in the last one year. .
@‘ Contact Information
= T :
ik Type & Name C Submittedby & Submittedon & Detsilscount G Totslwages © 3 Payr c Payor name: Lisa Robertson
296796 Login Entry Sept 6 payroll LISA 09/06/2017 1 234.556.00 2580116 Pending Plan code: 772892
796795 Standard Upload  test sept LIsA 09/06/2017 92 30659871 3525886  E-check Rejected Address: 999 oth Street
296788 Login Entry test august LISA 09/06/2017 1 2345600 427908 Pending 'l-iﬁ;‘”é’*" e, CA 79999
296633 Custom Upload KOIT vii0csv LISA 08/28/2017 16 3475190 3995648 Pending
Payor phone: (9991 999-9999
Custom Upload E"I‘;“i"’nw‘ Test | {jsa 08/18/2017 é 132036 22182 Pending
loyee name: Lisa Robertsor
Login Entry AOOSB366 LisA 08/18/2017 1 358300 41205 Pending B e -
Standard Upload  WIHT v1csv LISA 08/18/2017 92 30659871 3449242 Pending Empioyee phone: (9991 999-9999
Employee email: cw-chisagphorg

All reports

Tochange your contact username or password, go to Settings TF on the top right

e Contact Information

For a detailed re on a specific reparting instance select the corresponding link in the first column. To pay your contributions. select the Pending link that corresponds with the earnings you wish to pay:

Using Your Contributions Manager | Visit Employers Website

OSummary of earnings reports



The three-line pull-down menu at the top left of the site is available on every page. This menu provides links to:
e Your Dashboard

e Upload Earnings: Upload earnings reports, which is the optimal way to upload earnings information if you report on a regular basis.
e Enter Earnings: Enter earnings reports manually. This option is ideal for infrequent users who report on only a small number
of employees or regular reporters who forget to include one or two employees on an upload.
e Pay Contributions: Securely pay contributions online.
e Reports: View, download and print reports individually or in bulk within a given date rate.



Uploading Earnings Reports
An earnings report is a CSV file containing earnings information for work performed under SAG-AFTRA Collective Bargaining Agreements. If

you are an infrequent reporter with a small number of employees, consider entering the information manually in the Enter Earnings
section.

Before You Begin
There are two types of reports:
1. Astandard report is an earnings report submitted using our CSV template. Uploading a standard report will expedite the upload

process.

2. A custom report is an earnings report submitted using your own CSV file. Uploading a custom report will require a little more work,
as you will need to map your column names so that they match ours. Even if you upload a custom report, we recommend looking
at our templates and familiarizing yourself with the fields to be mapped or renaming your fields to match the labels used in our
template.

Note: Broadcast employers who report station staff on a regular basis should use the abbreviated broadcast template. All other reporters
should use the standard template. If you are reporting station staff earnings for the first time, please contact to the Plans to confirm your

call letter(s) necessary for reporting.

Note: Safari users should select shift when downloading the templates.

e Download the station staff (broadcast) employers template.

e Download the template for all other employers.
e Download our template tips to learn how all data should be entered into the station staff template.
e Download our template tips to learn how all data should be entered into the non-station staff template.



http://www.sagaftraplans.org/sites/default/files/other-files/stationtemplate.csv
http://www.sagaftraplans.org/sites/default/files/other-files/standardtemplate.csv
http://www.sagaftraplans.org/sites/default/files/inline-files/template_tips_station_staff.pdf
http://www.sagaftraplans.org/sites/default/files/inline-files/template_tips_non_station_staff.pdf

Uploading a Standard File

A standard earnings report file is generated using one of our standard CSV templates. Using one of our templates will make reporting
earnings much easier. Download and fill in the template for station staff (broadcast) employers or all other employers prior to beginning
your upload. Please be aware that the columns on the standard template can be reordered, however, all columns must be present, and
the names cannot be changed for the file to upload successfully. You can review the Contributions Manager Glossary of Terms and the
template tips for station or non-station reporting to review what information should go in each column. Some columns require standard
terms in order to process. If you do not use our standard terms you will be asked to map your values once your file is uploaded.

1. Sign into the Contributions Manager by entering the username and password you created during the registration process.
2. Select Upload Earnings Information from your dashboard or the drop-down menu.

@& Dashboard . Upload Earnings & Enter Earnings BB Py Contributions Reports

3. What is the file format? Select Standard.

4. s this file for station staff? If you are reporting for station (broadcast) employees using the station staff template, select Yes. If you are
reporting on any other contract type, select No.

Upload a file here: Click Select to upload your earnings report or drag and drop your file into the upload area.

6. Description name for the file: Enter a description for your file. Every file is required to have a unique name that will be displayed on your
dashboard. We recommend the project title or station and the pay period date.

e e gy

We will process your file only after you complete all the steps
Pl
o

What is the file format? @ standard @ Ocustom O &
ad
co

This file s for Ostationstatt @ @ All Other Earnings € fo

[ the template to be used by all other employers.
+ Select

Upload a file here:

Descriptive name for the file: i


http://www.sagaftraplans.org/sites/default/files/other-files/stationtemplate.csv
http://www.sagaftraplans.org/sites/default/files/other-files/standardtemplate.csv
https://www.sagaftraplans.org/employers/contributions-manager/contributions-manager-glossary-terms
https://www.sagaftraplans.org/sites/default/files/inline-files/template_tips_station_staff.pdf
https://www.sagaftraplans.org/sites/default/files/inline-files/template_tips_non_station_staff.pdf
https://my.sagaftraplans.org/employers

7. Select Next in the lower right corner of the screen.

8. If you enter a standard report but the values in your file do not match our standard values, you will be taken to the Map Values

page (as shown below). Here you will be asked to map the values from your file to one of our standard values for that field before
proceeding to the error/warning section of the upload. Download template tips for station staff reporting or non-station staff

reporting. If your file does not require mapping you will skip this step and this page. If you have mapped fields in the past, you will
see this data each time you see the mapping page. Once you map your values you will not need to do so again for future files

1. Upload file 2 Map values 3. Validation results 4 Confirm/submit

For each of the fields below, map the appropriate Plans’ standard value to each of the values in your file. Comments are optional.

Agreement subtypes Made for market values Reuse market values
Value in your file Plans' standard value Comments your fil Plan: Comments Value in your file Plans’ standard value Comments

Exhibit A --- Select One - Network Broadcast - Select One--- Supplemental -~ Select One -

T T —— _ SR
Value in your file Plans' standard value Comments. Value in your file. Plans' standard value
Actor - Select One st o ACT elect One -~
[ ] S
ngY t

9. Once mapping is completed select the Next button at the bottom right of the page

10. The Validation results page will show any errors or warnings within our file that should be reviewed and addressed. The Summary

section will display a list of errors and warnings associated with your file and the row numbers these errors or warnings apply to
The Details tab provides all the details regarding each employee’s earnings and shows any errors you may need to fix

1 Uploadfile 2 Map values 3 Validation results 4. Confirm/submit

f all the details are Valid or contain only Warnings, then you can proceed to the next step. If any of the details contain validation Errors, you must cancel this process, correct the errors in your file and restart the upload process. Some errors or warnings may also be a result of wrong column/value mappings. in
which case you can click the Back button and correct them.

Summary Details

“This tal is & Summary of errors/warnings thet were found in your file. To view your calculated contributions and details of any errors/warnings, select the Details tab,

Message Type Validation message Row numbers Imvalid values Valid values
Errar Station value is invalid 788 WESTWOOD Not Applicable
Error lid contract found 758 Mot Applicable Not Applicable
Warning Cantribution amounts do not match. 789 Mot Applicable ot Applicable


http://www.sagaftraplans.org/sites/default/files/inline-files/template_tips_station_staff.pdf
http://www.sagaftraplans.org/sites/default/files/inline-files/template_tips_non_station_staff.pdf
http://www.sagaftraplans.org/sites/default/files/inline-files/template_tips_non_station_staff.pdf

11. If errors or warnings are detected, select the Details tab, and the reported earnings with errors or warnings will be noted in the
Status column. When you select on the Warning or Error, a validation message will appear to display any issues. Although it is best
to address all warnings and errors in your original document and re-upload it, you can proceed without fixing the warnings.

Note: You will not be able to complete the upload if errors are found; you will need to fix the errors in your original document and

Summary

To view more Information or any errors/warnings, select the links under Status.

re-upload it.

Agreement

Status Row Agreement cul Employer name Project/Seri
Error 2 Test Company Test Project
Validation messages Performer . Compensation
SSN Pension fund Plar

1. Agreement is required

12. Once you are ready to upload your report, select Next in the bottom, right corner of the screen.

13. The Confirm/submit page shows a summary of the information you’ve submitted including your upload name, your file name, the upload
type, number or details, and total wages and contributions in your file. Review the summary information for accuracy then agree to the
Plan’s Terms of Use and Terms and Conditions and select Submit.

1. Upload file 3. Validation results 4. Confirm/submit

Here is a summary of your file. Please review this information and select Submit to proceed.
Audiobooks Feb 2022 csv
Upload name:

, Audiobooks Feb 2022 csv
File name:

Upload type: Standard Upload
Detail count:

Total wages:

Reported contributions:

|:| | agree to the Terms of Use and the Terms and Conditions:
Back

<




14. Once you have submitted your file your file receipt will display. This page includes your earning File ID, the summary information for your
file and the mailing address of the Plans.

o If you are mailing your payment, print the receipt page and send a copy with your check to the address shown. Be sure to include
the File ID on your check.

o If you are paying electronically, select the Pay contributions button on this page or pay later through your dashboard.

The file named Aug 2022 Earnings.csv has been saved. Your Earning File ID is: 460802. If you will be mailing your payment to the Plan, print and send a copy of this receipt with
your check payable to:

Aug 2022 Earnings.csv

Upload name: - -

) Aug 2022 Earnings.csv
File name:

Standard Upload SAG-AFTRA Health Plan
Upload type:

1 P.O.Box 54867
Detail count:
Los Angeles, CA 90054-0867

$466.50
Total wages:

$95.63
Reported contributions: ?

o oo

Using Your Contributions Manager | Visit Emplove




Uploading a Custom File

A custom file is a CSV file using your own formatting. With this function, after you have uploaded the file, you can map your columns to
match the standard column names for the Plans. Once saved, the mapped categories will automatically be recognized in future uploads.

Even if you are uploading a custom file, we recommend modifying your file with the column names shown in our templates for all other
employers prior to beginning your upload. This will make matching the columns easier.

1. Sign into the Contributions Manager by entering the username and password you created during the registration process.
2. Select the link to upload earnings information on your dashboard or in the menu.

1EALTH P

@R Dashboard o Upload Earnings EZ Enter Earnings &H Pgy Contributions Reports

3. What is the file format? Select Custom from the options.

Is this file for station staff? If you are reporting for station (broadcast) employees, select Yes. If you are reporting for any other contract
type, select No.

5. Upload afile here: Click Select to upload your earnings report or drag and drop your file into the upload area.

6. Description name for the file: Enter a description for your file. Every file is required to have a unique name that will be displayed on your
dashboard. We recommend the project title or station and the pay period date.

I e e ey Ty

We will process your file only after you complete all the steps.
Plea

cont
What is the file format? Ostandard @ @ custom O onlii
addi
cont
This file is for: O;»'._'-: onStaff €9 @ Al Other Earnings (i} four
Upload afile here:
Descriptive name for the file: e

7. Select Next in the right, lower corner.

10


https://www.sagaftraplans.org/sites/default/files/inline-files/template_tips_non_station_staff.pdf
https://www.sagaftraplans.org/sites/default/files/inline-files/template_tips_non_station_staff.pdf
https://my.sagaftraplans.org/employers

8. Because you have entered a custom report, you will need to map the columns names in your file to our standard column
name values on the Map Columns page. Once you create the mapping for this report, you will be able to use the saved
mapping every time you upload the same custom report.

e Enter the Descriptive name for the new mapping, which is the name you give the mapping so you can select it again the next

time you upload the same type of report.
e Enter the Row with the column titles, which is the row on your CSV file where your column titles appear. Typically, this is row 1,

but can vary based on the file you’re using
e Select Add new to create your custom mapping.

1. Upload file 2 Map columns 3. Map values 4 Validation results 5. Confirm/submit

In order to process your report, you need to map your column titles to the Plans’ standard field names. You can save your mapping for future use. If you have created mappings in the past, your list is below.

Descriptive name for the new mapping:

Row number with column titles: * 1

11



A Mapping pop-up allows you to assign the Plans’ standard column value to the column values in your file. For currency
and date fields, you will need to map the data format accordingly. You can reference the Contributions Manager
Glossary of Terms and the tips for either station staff or non-station for assistance with the column value definitions.

e Select Save and once the popup window closes, select Next.

Mapping

Hover over the Plans’ standard title value to display its description. For every standard title. map your choice under Title in your file. Data format is required
when the Data type is Date or Currency. If you do not see expected choices under Title In your file, you may have provided a wrong value for the column title
row. Inthatcase. click Cancel and correct that value. Comments are optional.

Any Plans' standard title displayed in bold must be mapped. This does not mean that all others are optional, but might be required depending on the values
‘within your file for Pension funds. Agreements and Compensation types. Wrong or incomplete mapping can result invalidation errors in the next steps.

Plans' standard title Do Title inyour file Data format Comments
Signatory ID String Mot Applicable
Signatory name string Mot Applicable
Station String ) Mot Applicable
Payroll period end date Dste - N MM/DDAYYYY
Employee SSN String Station Not Applicable
Employee first name String Bimyrelipetiod ari dte Not Applicable
Employee last name String Not Applicable
Employee middie name String Employee SSN Not Applicable
Wages Currency Employee first name 0. 00000
Contribution rate (%) Number Not Applicable

. Employes middle name =
Contribution amount Currency 100.000.00

Employes lastname
Wages
Contribution rate (%;

Contribution amount

——

9. The Validation results page will show any errors or warnings within our file that should be reviewed and addressed. The
Summary section will display a list of errors and warnings associated with your file and the row numbers these errors or warnings
apply to. The Details tab provides all the details regarding each employee’s earnings and shows any errors you may need to fix.

If all the details are Valid or contain only Warnings, then you can proceed to the next step. If any of the details contain validation Errors, you must cancel this process, correct the errors in your file and restart the upload process. Some errors o warnings may also be a result of wrong column/value mappings, in
which case you can click the Back button and correct them

Summary Details

This tahis 8 Summary of errors/warnings that were found in

1 your file To view your calculated contributions and details of any errors/wamings; select the Details tab.
Message Type Validation message Rownumbers Ivalid values Valid values
Station value s invalid 89 WESTWOOD Not Applicable
Error 789 Not Applicable Not Applicable
Warning Contribution amounts do not match. 7859 Mot Applicable Mot Applicable
= =

12


https://www.sagaftraplans.org/employers/contributions-manager/contributions-manager-glossary-terms
https://www.sagaftraplans.org/sites/default/files/inline-files/template_tips_station_staff.pdf
https://www.sagaftraplans.org/sites/default/files/inline-files/template_tips_non_station_staff.pdf

10. If errors or warnings are detected, select the Details tab, and the reported earnings with errors or warnings will be noted in the
Status column. When you select on the Warning or Error, a validation message will appear to display any issues. Although it is best
to address all warnings and errors in your original document and re-upload it, you can proceed without fixing the warnings. Note:
You will not be able to complete the upload if errors are found; you will need to fix the errors in your original document and re-

upload it.

Summary Details

To view more information or any errors/warnings, select the links under Status.

Agreement : :
Status Row Agreement S Employer name Project/Seri
Error 2 Test Company Test Project
Validation messages Performer Penclon hind Compensation Plar
SSN type
1. Agreement is required

11. Once you are ready to submit your report, select Next in the bottom right corner.

13



12. The Confirm/submit page shows a summary of the information you’ve submitted including your upload name, your file name, the upload

type, number or details, and total wages and contributions in your file. Review the summary information for accuracy then agree to the
Plan’s Terms of Use and Terms and Conditions and select Submit.

I I ey Ty

Here is a summary of your file. Please review this information and select Submit to proceed.
ks Feb 2022 csv

Upload name:
File name:

Upload type:
Detail count:

Total wages:

Reported contributions:

D I agree to the Terms of Use and the Terms and Conditions:

13. Once you have submitted your file your file receipt will display. This page includes your earning File ID, the summary information for your
file and the mailing address of the Plans.

o If you are mailing your payment, print the receipt page and send a copy with your check to the address shown. Be sure to include
the File ID on your check.

o If you are paying electronically, select the Pay contributions button on this page or pay later through your dashboard.

The file named Aug 2022 Earnings.csv has been saved. Your Earning File ID is: 460802. If you will be mailing your payment to the Plan, print and send a copy of this receipt with

your check payable to:

Aug 2022 Earnings.csv
Upload name: e

> Aug 2022 Earnings.csv
File name:
Standard Upload SAG-AFTRA Health Plan
Upload type:
P.O.Box 54867
Detail count:
Los Angeles, CA 90054-0867
$466
Total wages:
9563

Reported contributions:



Entering Earnings Information

If you do not have an earnings report CSV file and/or only need to provide the earnings of a small number of employees, you may wish to
manually enter the information into our system.

1. Sign into the Contributions Manager by entering your username and password.

2. Select on the link to upload earnings information from your dashboard or the drop-down menu.

_-‘ .A.._ T :“‘_I-".-'_ | — ) —
HEALTH PLAN i_[ r I_-} | :\_}\}"’ {,_- 13

@ Dashboard ok Upload Earnings E=A Enter Earnings BB Pay Contributions Reports

3. Your Plan code and Payor name will already be populated on the page.

4. Enter a descriptive name for this entry (report). Every file is required to have a unique name that will be displayed on your dashboard. We
recommend the project title or station and the pay period date.

5. Select the appropriate pension fund, agreement, and compensation type for your employees. A list of values for these fields can be found
on our Template tips or on the Glossary. Once all fields are complete select Next.

2_Earnings details 3. Confirm/submit

Please Note: We will process your entry after you complete steps 1-3. Choose the options below accurately. You cannot change them once you add data in the next step.

Plan Code: 282828 €9

Payor name: DUCK TALES THE REBOOT €9

Descriptive name for this entry: *

Pension fund: *

--- Select One --- v
=
Agreement: - Select One - ~
Compensation type: * )
e -==Select One -—- v

15


https://my.sagaftraplans.org/employers
https://www.sagaftraplans.org/sites/default/files/inline-files/template_tips_non_station_staff.pdf
https://www.sagaftraplans.org/employers/contributions-manager/contributions-manager-glossary-terms

On the Earnings details page, complete Box 1 for the Signatory/Project information. The Signatory ID is the Plan code or SAG-
AFTRA ID for the Signatory responsible for paying the contributions. Required fields are marked with a * and must be entered

prior to saving. Once this box is complete, select Save.

Box 2 contains fields for Performer details. Enter the information for each employee/performer and select the Save icon at the end
of each line. A new blank line will appearafter each saved entry. Once you have finished all of entries you will need to delete the
final blank line before entering a new project or submitting.

If you would like to submit more than one project for the same type of agreement select the Add new button in Box 1 and enter the
information for any additional projects. The Signatory/Project list will show a summary of information entered for each project.
Earnings for any other agreements will need to be submitted as a separate file.

Once you have completed entering your earnings information select Next.

2 Eamnings datalls 3. Confirm/submit

Bl signatory/Project details = Signatory/Project list

nter all the required details for the signatory/project and select Save to update it to the list on the right. Select Add new to add Click a record to select it. in order to modify its information on the left and/or to edit its details below.
dditional signatories/projects.

Recard Status. Project/Series Detalls Sum of wages Sum of contrib Actlons
Agreement subtype: * Principal photo start

date: * iy 1 Saved The Shaw 1 1234500 222210 &GP
Payroll end date: *

SAG-AFTRA Theatrical Agreement ~

Signatory ID: * 772892

Signatory name: *

The Production

Project/Series title: *

The Show
Production ID:
Grand totals 1 12,345.00 2,222.10
& Performer details
To enter the performer details, tab through and complete the fields below. Enter at least one performer record per signatory/project. When you are done, select the Save button in the Actions calumn. Select Add new to add additional performer records.
Detall Status SSN* First name * Middle name Last name * Performer type * P;Hnrmer On camera? Wages* Contrib rate (%) Contributions Actions
1 Saved 123-45-6789 John Smith Principal Actor ¥ 12.345.00 1800 222210 (0]

oo

Note: Your Earnings details page may have slightly different fields based on the agreement you selected on the previous page. For
definitions of any of the fields please reference the Glossary.
16
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10. The Confirm/submit page shows a summary of the information you’ve submitted including your upload name, your file name, the upload

type, number or details, and total wages and contributions in your file. Review the summary information for accuracy then agree to the
Plan’s Terms of Use and Terms and Conditions and select Submit.

2 Earnings details 3. Confirm/submit

Here is a summary of the earnings information you have just entered. Please confirm all the values and click 'Submit’.

Entry name: QOctober Report
Entry type: Login Entry
Station count: i ;

Station count: i ;

Total wages: $23455.00
Total contributions: $2.69733

g | agree to the following Terms of Use and the Terms and Conditions:

11. Once you have submitted your file your file receipt will display. This page includes your earning File ID, the summary information for your
file and the mailing address of the Plans.
o If you are mailing your payment, print the receipt page and send a copy with your check to the address shown. Be sure to include
the File ID on your check.

o If you are paying electronically, select the Pay contributions button or pay later through your dashboard.

The file named Aug 2022 Earnings.csv has been saved. Your Earning File 1Dis: 450802,

sur payment to the Plan, print and send a copy of this receipt with
022 Ear
Upload name:
File name:
" tand I SAG-AFTRA Health Plan
pload type:
PO, Box 54857
Detail count:
Los Angeles. CA 90054-08467
Total wages:

Reported contributions:

oo
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Paying Contributions
Contributions can be paid electronically or by mail.

By mail
Send a check and copy of your report receipt to the Plans at

SAG-AFTRA Health Plan
P.O. Box 54867
Los Angeles, CA 90054-0867

Please include your File ID on your check.

Electronically
You can begin the process to pay electronically from your confirmation screen immediately after submitting an earnings file or from the Earnings
Report list on your dashboard.

From the confirmation screen:
Select the Pay contributions button on the receipt page immediately after entering earnings

The file named Aug 2022 Earnings.csv has been saved. Your Earning File ID is: 460802. If you will be mailing your payment to the Plan, print and send a copy of this receipt with
your check payable to:

Aug 2022 Earnings.csv

Upload name: - -

Aug 2022 Earnings.csv

File name:
Standard Upload SAG-AFTRA Health Plan
Upload type:
1 PO.Box 54867
Detail count:
Los Angeles, CA 90054-0867
$466.50
Total wages:
$95.63

Reported contributions:

o oo

Using Your Contributions Manager | Visit Emplovers Website
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From your dashboard:
Under Payment Status, select the Pending link in the row corresponding with the earnings File ID you would like to pay.

Your Eamings Reports A summary of earnings reports you have provided through this Contributions Manager in the last one year.
Reporting instance Type & Name & submittedby & Submittedon & Detallscount & Totalwages & COMTIPMHonSdUe gy gy &

296795 Standard Upload testsept é LISA 09/06/2017 92 30659871 35,258.86 E-check Received

296788 Login Entry test august LISA 09/06/2017 E 2345600 422208 Pending

296633 Custom Upload KOITv110.csv LISA 08/28/2017 16 34751.90 3,996.44 Pending

296570 Custom Upload Ei"é“f;\'ﬁ"—r'z‘q Test | on 08/18/2017 6 132036 22182 Pending

296569 Login Entry AQ058466 LISA 08/18/2017 1 3,583.00 41205 Pending

296568 Standard Upload WIHT vlcsv LISA 08/18/2017 92 306,598.71 3449242 Pending

Click the link in the first column for the detailed report. When active, click the link in the last column to pay contributions. All reports

1. Either option will launch the Select Contributions page. Review all the contribution information on the Select
Contributions page to ensure you have opted to pay the contributions for the correct earnings file and select Next.

1. Select Contributions 2_Payment Information 3. Confirm/Submit

We will process your payment after you complete steps 1-3.

Pleas
o . . rate|
Earning File ID: 4560802 Q Find your
agret
Contributions for: Aug 2022
Earnings.csv
Reported using: Standard
Upload
Reported by: LUXE
Submitted on: 02/14/2023
Total wages: $466.50
Contributions due: $95.63



2. Use the Payment Information page to enter your electronic payment information. See Glossary for clarification on any required field
definitions. Once complete select Next.

1 Select Contributions 2 Payment Information 3. Confirm/Submit

All email confirmations and correspondence will be sent to cw-cb@sagph.org.
Note: Your contribution payment is not complete until you receive a reporting instance number an the receipt page at the end of this process.
Account holder name: *
Bank name: *
Aecounttype: Bank account type v
Routing number: *

Account number: *

Confirm account number: *

Routing/Transit ~ Account
Number Number

K=y =
site

Using Your Contributions Manager | Visit Employe

3. This will launch the Confirm/Submit tab.
4. Confirm the information you entered is correct and select Submit.

5. Areceipt will display confirming payment. For security reasons, we do not save payment information and you will need to re-enter
your payment information each time you make an online payment.
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Generating Reports
The Contributions Manager allows users to view, download and print reports individually or in bulk for a given date range. In order to
generate reports, you will need to turn off pop-up blockers.

File ID-specific Reports
This report allows you to create a report for a specific file.

1. Onyour Dashboard, go to the Your Earnings Report section and find the report for which you would like to download information.
2. Select the reporting instance number.

= YourEa rnings Reports A summary of earnings reports you have provided through this Contributions Manager in the last one year.
Repartmg\mstance Type & Name & Submitted by < Submitted on < Details count < Total wages < Contrlbu/t\tuns dus Payment status &
b 2
296795 Standard Upload test sept 6 LISA 09/06/2017 92 306.598.71 35.258.86 E-check Received
Login Entry test august LISA 09/06/2017 1 23,456.00 422208 Pending
Custom Upload KOITv110csv LISA 08/28/2017 14 3475190 3.996.46 Pending
296570 Custom Upload Eﬁ”f;;”m’““ Aest ien 08/18/2017 6 1,320.36 22182 Pending
.
Login Entry AQ058466 LISA 08/18/2017 1 3,583.00 41205 | Pending
Standard Upload WIHT vlcsv LISA 08/18/2017 92 306.598.71 3449242 Pending
Click the link in the first column for the detailed report. When active, click the link in the last column to pay contributions. All reports

3. Onthe next screen verify that the report you’ve selected is correct and select the Create Report button.

* In arder to generate reports, you may need to disable pop-up blockers,

Reporting instance -
number: * sy

Costributione for KBUR cxv
Reported sing Stanclared Uple

Reported by

Submitted on

Total wages

Comtribnation chur
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4. The report will launch a new tab in your browser. On the top left, you can save or print your report, scroll through or jump to
different pages, adjust the view or search for specific names or data.

G 05 | O s [ ¥ [ 16> o ol " T SR A iR
Main Report i

2
SAG*AFTRA Health Plan
Reporting Instance
Datalls of 296937
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Viewing Details of Submitted Reports
You can view submitted reports for a specific date range. To generate this type of report:

1. Select the menu dropdown.
2. Select Reports.

" ACTDA

x %A \ !.rr.-\|:\_:,\}l_a{h‘.< S

B ¥
HEALTH PLAN LI
@ Dashboard .L Upload Earnings = Enter Earnings B8 Pay Contributions Reports

3. Onthe next page, select Details of Reports Submitted from the drop-down.

* In order to generate reports, you may need to disable pop-up blockers.

Select Report: Details of Reports Submitted v
Plan Code: Summary of Reports Submitted
Submitted From Date: s

Details of Reports Submitted
Submitted To Date:

4. Select the date from which you would like your report to begin by clicking inside the field next to Submitted From Date and
choosing from the calendar.
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* In order to generate reports, you may need to disable pop-up blockers.

SelectReport:

Details of Reports Submitted v
Plan Code: 772892
Submitted From Date-
Submitted To Date:

¢ |Aug v|2017 v »
H M T W T E S
1 2 B * 5

6 7 8 ? 10 11 92 Using Your Contributions Manager | Visit Employers Website

13 14 15 16 17 18 19 [oducersPensionPlan, 2016-2017 - Build V16.0| Terms of Use/Disclaimer | Privacy Policy and Security Tips | Contact Us
20 21 22 23 24 25 26

27 28 29 30 31

Select the end date by clicking inside the field next to Submitted To Date and choosing from the calendar.
Select Submit.
The report will launch in a new tab in your browser. Each page of the report provides details of a specific reporting instance. At the

top left corner, you can save or print your report, scroll through or jump to different pages/reporting instances, adjust the view or
search for specific names or data.

& 5| [ Parameters [T2 GroupTree | 1« [1_Ji23 » M [[100% |- | i)

SAP CRYSTAL REPORTS®

Main Report ‘

SAG*AFTRA Health Plan
Details of Reports Submitted
From: 7/1/17 To: 10/7/17
Plan Studio: 772892

Fuin date flima1N1 /3017 3-2780M
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Viewing Summaries of Submitted Reports
This report displays a summary of wages contributions and payment status for a specific date range. To generate this type of report:

1. Select the menu dropdown.

2. Select Reports.
3. Onthe next page, select Summary of Reports Submitted from the drop-down.

* In order to generate reports, you may need to disable pop-up blockers.

e Summary of Reports Submitted w
Plan Code: Summary of Reports Submitted
Submitted From Date- & iz x

Details of Reports Submitted

Submitted To Date:

4. Select the date from which you would like your report to begin, by clicking inside the field next to Submitted From Date and

choosing from the calendar.

* In order to generate reports, you may need to disable pop-up blockers.
Select Report-

Summary of Reports Submitted v

Plan Code: 772892

Submitted From Date:

Submitted To Date:
¢ g~ ] »

1 2 3
& 1 i L Using Your tributions Manager | Visit Er
14 " 7 18 19 Terms of Use/Disclaimer | Privacy Policy and Security Tips | Contact Us
20 2 I 24 2 26
27 2 29 30

5. Select the end date, by clicking inside the field next to Submitted To Date and choosing from the calendar.
6. Select Submit.
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7. The report will launch in a new tab in your browser. At the top left, you can save or print your report, scroll through, or jump
to different pages/reporting instances, adjust the view or search for specific names or data.

=1 Parameters |73 Group Tree g A e SAP CRYSTAL REPORTS®
Main Report ‘
750, 477 L T
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