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1. Accessing and Logging in

The new Employers Online can be accessed by any browser however for optimal performance BERT

recommends the following browsers:

Google Chrome Mozilla Firefox

Microsoft Edge

Navigate to https://ernieweb.bert.com.au/ using one of the preferred internet browsers listed above.

The Home Page / Login screen will display.

,_

Welcome 10 our new online site. The new help guide can be fou_nd once 0
‘._ / logged into your account. If you need to access the old online's) istefn p
»

o

—
SUPPORTING THE INDUSTRY

Log in to your account

Gi°

Income Protection

Register

Forgot Password?
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1.1 New Registrations
Select the Register link on the login page and enter in your credentials (including Employer Number| Email

Address | Password | Confirm Password) and select Create My Account.

Income Protection

1 - . Create an account
SUPPORTING THE INDUSTRY Income Protection

Log in to your account

Employer Number

Employer Number I
Email Address

Password

Forgot Password?
Confirm Password

CREATE MY ACCOUNT

You will receive a notification on screen that your registration has been successful. You will need to login
using your newly created credentials. To do this, select the Go back to login link and enter the Employer

Number and Password you just registered and select Login.
c I P Income Protection

Income Protection

Password

Log in to your account

Create an account

) ) Employer Number
Your registration has been successful.
Please login using your newly created credentials.

] Password
Go back to login

Register Forgot Password?
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1.2  Returning Employers

If you have previously registered to submit your contribution online simply enter in your Employer Number

and password and select Login.

iy Cir

ﬂl!mmnimmm Income Protection

Log in to your account

Employer Mumber

11223

Password

EELEEEET

Register Forgot Password?

13 Forgot Password

On the Login screen select the Forgot Password? Link and when prompted enter in your Employer Number

and select Send Reset Link.

G? P

SUPPORTING THE INDUSTRY Income Protection
Log in to your account

Forgot Password?

Employer Number Employer Mumber

rassword

:> 11229
SEND RESET LINK
Register I Forgot Password? I
LOGIN
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A Reset Password link will be emailed to the registered email for that account. Click the link in the email and
when prompted reset your password.

{ et 3
th i cio

SUPPORTIV THE INDUSTRY Income Protection

Dear Employer,

You have requested to reset your password for the BERT/CIP online contributions system. Reset your password

Please clicnd you will be taken to the Reset Password page.

For any issues please call 1300 261 114, Employer Number

BERT/CIP Office

Password
Level 1, 35 Astor Tce P: 1300 261 114
PO Box 805 F: O7 3832 3795
SPRING HILL QLD 4004 E: enquiries@bert.com.au

Confirm Password

enguiries@cipg.com.au
www.bert.com.au
WWW.cipg.com.au RESET MY PASSWORD

Go back to login

This is an auto-generated email - please do not reply to it.

You will receive a notification on screen that your reset password has been successful. You will need to login
using your newly created password credentials.

SUPPORTING THE INDUSTRY Income Protection

Income Protection .
Log in to your account

Reset your password

Your reset pasword had been successful. Please login Employer Number

using your newly created credentials.

Password

I Go back to login I

Register Forgot Password?

Tel: 1300 261 114 | Email: enquiries@bert.com.au | Web: www.bert.com.au _
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1.4  Changing your Password
Once you have logged in click your Employer Name link located in the in the top right-hand corner of the
screen.

7:58:04FA Building Company Pty Ltd (55686)

filter by fund filter by rate Period

B contributions Management
1 __ Search All Funds v ¥ Decemb =™ 7-Open ¥
Members:0 Period: 26/11/2017 - 30/12/2017

‘ Change Password

Logout

Select the Change Password option, and the below screen will display. Enter in your current password | New
Password | Confirm New Password and select Update.

B} Change Password

To change your password, please enter your current and new password below.

If you can't remember you current password please visit the Password Reset Page.

Current password

New password

Confirm new password

| B UPDATE |

You will receive a notification on screen that your password has been updated successfully.
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2. Understanding Your Contribution

When you first access your online contributions the contribution period will automatically be selected and
display the oldest contribution outstanding (i.e. Submitted (in Arrears) | Submitted | Saved | Open). You are
able to select other available contribution periods using the dropdown facility.

Period

January 2018 - Submitted (In Arrears)

April 2018 - Open

March 2018 - Saved

February 2018 - Submitted

January 2018 - Submitted (In Arrears)

- December 2017 - Paid

2.1 Contribution Screen Paging

Members on your Contribution will appear in alphabetical order (unless newly added when they are displayed
at the top of the contribution) and the screen will display ten (10) members per page / screen.

Along the bottom of the contribution page numbers will appear depending on the number of members on the
contribution. Selecting a page number will refresh the screen and show the members listed on the
contribution for that page.

Addams, John 10/02/1980  CIPQ o weeky » 01 Oz O: O¢ @@ Standard $31.70 v Total $0.00
BERT2 B weeky » 01 Oz O: O @@ BERT Award Rate $35.00 v Total $0.00

Asmith, John 16/06/1982
' ciPa B weeky » 01 Oz O: O¢ @@ Standard $31.70 v Total $0.00
BERT2 ] weeky v 01 Oz O: O @@ 60% 2nd Year Apprentice $66.00 v Total $0.00

Brown, Richard 16/11/1996
ciPa o weeky » 01 Oz O: O¢ @@ Standard $31.70 v Total: $0.00
BERT2 o weeky v 01 Oz O: O @@ Standard $110.00 v Total $0.00

Citizen, Ma 17/09/1973
e e ciPa B weeky » 01 Oz O: O @@ Standard $31.70 v Total $0.00
BERT2 I weeky v 01 Oz O: O @@ Standard $110.00 v Total $0.00

Davies, Peter 16/01/1993
" ciPg I weeky » 01 Oz O: O¢ @@ Standard $31.70 v Total: $0.00
BERT2 o weeky v 01 Oz O: O @@ BERT Award Rate $35.00 v Total $0.00

Doe, Phil 30/07/1985
e ciPa B weeky » 01 Oz O: O @@ Standard $31.70 v Total: $0.00
BERT2 EEm o weeky v (01 Oz O: O @@ Standard $110.00 v Total: $0.00

Evans, David 14/02/1972
ciPg I weeky » 01 Oz O: O¢ @@ Standard $31.70 v Total: $0.00
Fitzgerald, Kate 10/02/1980  CIPQ EEm o weeky v 01 Oz O: O @@ Standard $31.70 v Total $0.00
BERT2 EEEE veeky + [0 O2 Oz O @@ BERT Award Rate $35.00 v Total $0.00

Smith, Scott 05/04/1969
clPQ EE o weeky v (01 Oz O: O @@ Standard $31.70 v Total: $0.00
BERT2 EEE veeky + 00 O:2 O: O @@ Standard $110.00 v Total $0.00

Taylor, Natha: 12/07/1983
’ " ciPa EEm o weeky v 01 Oz O: O @@ Standard $31.70 v Total: $0.00

Note: Paging is also applicable for members appearing on the Member Management screen.

Tel: 1300 261 114 | Email: enquiries@bert.com.au | Web: www.bert.com.au _
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2.2 Understanding what the different statuses mean

Open Status An ‘Open’ Status means that this contribution is in an open period
and has not had modifications made to it or changes saved.

Please Note: some Open Status contributions you will not be able to
access. These are future contributions that can only be processed or
modified if the previous month’s contribution has been saved or
submitted.

Saved Status A ‘Saved’ status indicates that the contribution has been saved
either with or without changes being made.

A contribution advice can be downloaded at this stage to assist you
with your calculations for the contribution.

Submitted Status A submitted status indicates that the contribution has been
submitted for payment. Submitting a contribution closes the
contribution off to further modifications and enables an invoice to
be generated for the contribution.

An invoice can be downloaded at this stage to assist you with your
payment of the contribution.

If you need to make modifications on a Submitted contribution you
will need to contact the BERT Office.

Submitted (In Arrears) | This status indicates the contribution is in Arrears and has not been
Saved (In Arrears) Status paid by the due date. This can occur on both Submitted and Saved
contributions.

Paid Status Paid status refers to a contribution that has been paid. Again, you
are unable to make any modifications to the contribution as it has
been closed.

A receipt can be downloaded at this stage for proof of payment of
the contribution.

If you need to make modifications on a Paid contribution you will
need to contact the BERT Office.

OB N NN N N N N R R NN R R RN RN R SN RN R SN RN R SN RN R SN RN R SN RN R SN RN R SN RN R SN RN R S RN R SN R R R R R S RN R S R S R Ry,

’ \
NOTE: If you make any changes to your contribution you must save it. If you “Refresh” or navigate to

another screen prior to saving you will lose any changes you have made. You can choose to “Save” your
contribution multiple times and modify your contribution until you are happy that it is correct for the
period.

o5 T —————

You are only able to ‘Submit’ your contribution online once.

-——-——-——

L4

-
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2.3 Contribution Fund Table

Each fund is summarised in the Fund table at the bottom right of the contribution screen.

Fund BERT2 BEWT CIPQ
Status Submitted Submitted Saved
Members 4 0 3
Members with weeks selected 1 0 1
Contribution Amount $440.00 556.80 $140.00
Mot Yet Invoiced 50.00 50.00 5140.00
Invoiced Amount $440.00 556.80 50.00
Amount Paid $0.00 $0.00 50.00
Amount Remaining $440.00 $56.80 $0.00

Status This is the status for the contribution for the particular fund. As you have the
ability to submit the contribution for funds separately these statuses may differ
across the funds.

Members Displays the total number of members that are on the contribution for the Fund,

regardless of weeks selected

Members with weeks selected

Displays the number of members for the fund that have weeks selected on the
contribution

Contribution Amount

The total amount of the contribution based on members with weeks checked
for the fund. It includes any amount previously saved, submitted or paid plus
any new amounts added or subtracted through an amendment.

Not Yet Invoiced Amount

This will be the amount that has not yet been added to a current invoice. This
normally occurs if a contribution has been saved but not yet submitted. Once
the contribution for the fund has been submitted the amount will be invoiced.

Invoiced Amount

Once a contribution is submitted the amount becomes invoiced.

Amount Remaining

This is the amount left to pay for the contribution period. It will normally be the
same amount as the Invoiced Amount unless a part payment for the
contribution has been received.

Tel: 1300 261 114 | Email: enquiries@bert.com.au | Web: www.bert.com.au
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2.4 BERT2, BEWT and CIP Employers

In a contribution where you have multiple Funds (l.e BERT2, BEWT and CIP) the status for the contribution
period will not update to Submitted — unpaid unless all Funds have been submitted.

For example where BERT2 and BEWT contributions have been submitted but CIP has not, the Status for that
months contribution will still be Saved.

-A Building Company Pty Ltd (55686)

Contribution status is
Saved as CIP Contribution Period
has not yet been saved March 2018 - Saved

Fund BERT2 BEVY] CIPQ
Status
Members 17 ] 17

Members with weeks selected 4 0 4

Contribution Amount $1,100.00 $142.00 5350.00

Not Yet Invoiced $0.00 $0.00 5350.00

Invoiced Amount $1,100.00 $142.00 50,00 o
Amount Paid $0.00 $0.00 50,00

Amount Remaining $1,100.00 $142.00 50.00

Once CIP has been submitted the period will update to ‘Submitted’

-A Building Company Pty Ltd (55686)

Overall Contribution Status
is now submitted as all
funds have been submitted March 2018 - Submitted

Period

Fund BERT2 BEWT CIPQ

Status
Members 17 U

Members with weeks selected 4 0 4

Contribution Amount $1,100.00 $142.00 $350.00

Not Yet Invoiced 50.00 50.00 $0.00

Invoiced Amount $1,100.00 $142.00 $350.00 o
Amount Paid $0.00 $0.00 50,00

Amount Remaining $1,100.00 $142.00 $350.00

Tel: 1300 261 114 | Email: enquiries@bert.com.au | Web: www.bert.com.au
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2.5 CIP Contributions Passed Their Due Date

Where a CIP contribution is passed its due date, it cannot be submitted online. You will still be able to view
the contribution and if applicable make changes to the BERT contribution, but will not be able to submit or
make any changes to the contribution for CIP. This includes not being able to add members to; or terminate
members from the CIP fund.

Upon opening a contribution where the CIP component is past its due date you will see an information icon
located next to the CIP heading. Hovering over this information icon will display the following message.

B cContributions Management

Members: 1 Period: 31/12/2017 - 27/01/2018

O+ Oz O= O

BERT2 o weeky » (11 O2 Oz O«
Fitzgerald, Kate 10/02/1980 — °°
gl 0 - H H: Hs He @

<>

You are not authorised to process this CIP contribution as it is more than 55 days old

Tel: 1300 261 114 | Email: enquiries@bert.com.au | Web: www.bert.com.au
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3. Navigating the System

To perform different functions on your contribution, such as Submitting and Saving your contribution, and
adding or terminating a member use the action icon (3 dots in a red circle) located in the bottom right hand
corner of the contribution screen.

Clicking the action icon will display the list of actions available to you to perform on that contribution. Note
depending on your contribution status you will see different options.

To select an action simply click on it.

Submit

Save

Refresh

Member Management

Contribution Documents

Upload Excel

Download Excel

|I|||
O 000000 O

The action icon will also appear on the Member Management screen with different functions to perform.

Contributions

Refresh e

Add Member

Tel: 1300 261 114 | Email: enquiries@bert.com.au | Web: www.bert.com.au
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4. Adding an Employee to a Contribution

You can add new and existing employees to your contribution using the member management function of
the system.

If your new employee already has a known BERT/CIP member number you can use that to easily add that
existing member. Your employee may know that they have had a BERT/CIP membership but cannot provide
their Member number. These members can be searched for using their personal details and again easily
added.

If you employee is new to the Queensland / NT Building Industry you can add them to your contribution and
create a unique member number for them.

If you add a new or existing member, to an Open contribution — they will be added to that contribution and
all future contribution once the record is saved. However, if you add a member to a contribution that has
already been saved you will need to add them manually to future contributions that are also ‘Saved’ and the
next Open contribution.

If you choose to refresh a contribution prior to saving any updates that have been made to that contribution,
including the addition of new members, your changes will be lost.

4.1 Adding an existing BERT/CIP Member using Member Number/Personal Details

Step Step Description
No

1. Navigate to the Member Management page, either by selecting the Members option from the left hand

side menu or selecting the Member Management icon from the actions list on your contribution.

B Contributions Management
. Member Management
Members:2 Period: 25/02/2018 - 31/03/2018

Contributions

Members

oolojoje

User Guide

Definitions

©

The Member Management screen will display listing all members on the contribution.

Tel: 1300 261 114 | Email: enquiries@bert.com.au | Web: www.bert.com.au



mailto:enquiries@bert.com.au
http://www.bert.com.au/

EMPLOYER HELP NOTES | ONLINE CONTRIBUTION PROCESSING | BERT BEWT CIP

filter by status

All ¥ March 2018 - Open

Member No Funds Status tﬁ

Smith John 01/01/1981 6250043 BERTZ Unchanged

= Member Management

Members: 2 Period: 25/02/2018- 3

Surname Given Names Date Of Birth

If required you can change the contribution period from this page using the Period drop down located
in the top right hand corner.

2. Using the action icon located in the bottom right hand corner of the screen select to Add Member.

©

The Add Member Screen will display.

3. If you know the employees BERT / CIP Member Number: Enter the Member Number and select
Search

filter by status

a» Member Management - Add Member

. Search All ¥  March 2018 - Open
Members: 2 Period: 25/02/2018 - 31/03/2018

NOTE: Any modifications made on this screen will appear as an update in the contribution screen. These modifications will be saved when the
Contribution is saved.

Member No Date Of hirth

6250949 Given names Surname P X CLEAR € CANCEL

Or;

If you know the employee is a BERT/CIP Member but don’t know their member number: Enter their
Given name; Surname and Date of Birth details and select Search.

Tel: 1300 261 114 | Email: enquiries@bert.com.au | Web: www.bert.com.au



mailto:enquiries@bert.com.au
http://www.bert.com.au/

EMPLOYER HELP NOTES | ONLINE CONTRIBUTION PROCESSING | BERT BEWT CIP

filter by status

a» Member Management - Add Member

. Search All ¥  March 2018 - Open
Members: 2 Period: 25/02/2018 - 31/03/2018

NOTE: Any modifications made on this screen will appear as an update in the contribution screen. These modifications will be saved when the
Contribution is saved.

Surname Date Of birth

Member No John A Smith 11/04/1978 X CLEAR @ CANCEL

If the member is located in the system their details will display for you to check over.

Member No Date Of birth

6250945 Given names Surname J A m X CLEAR CANCEL
Member Number: 6250945 Member Name: John A Smith Date of birth: 11/04/1978 D BERT2 D CIPQ + ADD

Phone: D*=***444 Email: Address: 1******** Road

BRISBANE, QLD 4122

Member not found in the results R MEEE

above? Create a new account
for member.

NOTE: if the member details do not match you can select to create a new account for you member
using the + Add Member button (refer to Section 4.2 Adding A Brand New Member to your
Contribution for further steps).

4, Select the relevant Fund(s) for the Employee by clicking the checkbox that appears next to each Fund
Name. A tick will appear, and the + Add Button will become available selection.

Member Number: 6250945 Member Name: John A Smith Date of birth: 11/04/1978 " BERTZ " CIPQ + ADD

Phone: 0**++444 Email: Address: 1******* Road
BRISBANE, QLD 4122

Select + Add button.

Please Note: You will also be required to select the rate for the employee for each Fund, but this will be
done on the contribution screen (refer to Section 4.3 Adding a Rate and saving Newly Added Members
to your Contribution).

5. Upon selecting the + Add button you will be navigated back the Member Management screen. The
new employee will show at the top of the list with a status of New.

fitter by status

aa Member Management

- All v March 2018 - Open
Members: 3 Period: 25/02/2018 - 31/03/2018

Surname Given Names Date Of Birth Member No Funds Status Actions
ASmith John 11/04/1978 6250945 BERTZ, CIPQ [ New] H
Fitzgerald Kate 10/02/1980 6204774 BERT2, GIPQ H
Smith John 01/01/1981 6250943 BERT2 [ unchanged | H

Tel: 1300 261 114 | Email: enquiries@bert.com.au | Web: www.bert.com.au
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Please Note: the member will now appear on the contribution however will not be saved on the

contribution. You will need to return to the contribution and save it to ensure members are added to
the contribution correctly.

Continue to add any further new members to your contribution. Once you have added all the new
members for the contribution, you will be required to add the rates for each member and save the
contribution. These steps are done on the contribution screen. Refer to Section 4.3 Adding a Rate and
saving Newly Added Members to your Contribution.

4.2 Adding a Brand New Member to your Contribution

Prior to adding a new employee/member to the BERT/CIP Funds you still must perform a search to ensure
they do not exist in the system. Once the search has been performed and no matches can be found, you can
add the new employee.

Step Step Description
No

L Navigate to the Member Management page, either by selecting the Members option from the left hand

side menu or selecting the Member Management icon from the actions list on your contribution.

B Contributions Management
Members: 2 Period: 25/02/2018 - 31/03/2018

B Contributions

0 User Guide

o Definitions

The Member Management screen will display listing all members on the contribution.

filts tatu:
an Member Management FEEEE

All ¥  March 2018 - Open

Members: 2 Period: 25/02/2018 - 31/03/2018

Surname Given Names Date Of Birth Member No Funds Status ﬁ’-

Smith John 01/01/1981 6250943 BERTZ Unchanged

If required you can change the contribution period from this page using the Period drop down located
in the top right hand corner.
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Enter the Employees Given name; Surname and Date of Birth details and select Search.

filter by status

a» Member Management - Add Member

i . . Search Al ¥  March 2018 - Open
Members: 2 Period: 25/02/2018 - 31/03/2018

Given names Surname Date Of birth
Member No Jane Citizen 05/05/1975 ) |m| £s Gl e

A message will display indicating a member was not found. Enter in the contact details for the
employee including a Mobile Number, Email address and Postal address.

Given names Surname

Member Nc Jane Citizen

o ror | cion | @ oven

I No one was found, please add the new member. I

Email address

Street 2

Street 1

State

Suburb/Locality ~Select— v  Postcode O serrz2 O cira

ADD MEMBER

Please Note: It is now compulsory to enter an address for all new members added to the Contribution.
You will not be able to add new members without the members address.

Please Note: The Given Name; Surname and Date of Birth is pre-populated from the search. If these
details are incorrect you will need to select the Clear Button; re-enter the details and Search for the
employee/member again.

Please Note: if a member is located in the system matching the details you entered they will display on
screen. If it is the same member you can select to add that account (by selecting the Funds and
selecting the + Add button) or you can select to create a new account for the member selecting the +
Add Member button.

Member No Date Of birth

6250945 Given names Surname R S — Q, SEARCH X CLEAR € CANCEL

Member Number: 6250945 Member Name: John A Smith Date of birth: 11/04/1978 D BERT2 D CIPQ + ADD
Phone: 0F#+*444 Email: Address: 1#******e Road
BRISBANE, QLD 4122

Member not found in the results P SEDLLEL

above? Create a new account
for member.
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3. Select the relevant Fund(s) for the Employee by clicking the checkbox that appears next to each Fund
Name. A tick will appear, and the Add Member Button will become available selection.

1 Brisbane Road Street 2

Brisbane Queensland v 4000 / BERT2</ CIPQ B ADD MEMBER

Select Add Member button.

Please Note: You will also be required to select the rate for the employee for each Fund but this will be
done on the contribution screen (refer to Section 4.3 Adding a Rate and saving Newly Added Members
to your Contribution).

4, Upon selecting the Add Member button you will be navigated back the Member Management screen.
The new employee will show at the top of the list with a status of new.

filter by status

=n Member Management

2 — . All v March 2018 - Open
Members:3 Period: 25/02/2018 - 31/03/2018

Surname Given Names Date Of Birth Member No Funds Status Actions
Citizen Jane 05/05/1975 BERTZ, CIPQ m

Fitzgerald Kate 10/02/1980 6204774 BERTZ, CIPQ Unchanged

Smith John 01/01/1981 6250943 BERTZ Unchanged

Please Note: The member number for the new employee will not be created until you have saved the
newly added member on the contribution.

Please Note: the member will appear on the contribution screen however will not be saved on the
contribution. You will need to return to the contribution and save it to ensure your members are added
to the contribution correctly.

Continue to add any further new members to your contribution. Once you have added all the new
members for the contribution, you will be required to add the rates for each member and save the
contribution. These steps are done on the contribution screen. Refer to Section 4.3 Adding a Rate and
saving Newly Added Members to your Contribution.
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4.3 Adding a Rate and saving Newly Added Members to your Contribution

Once you have added all the new members for the contribution in the member management screen, you will
be required to add the rates for each member and save the contribution. These steps are done on the
contribution screen.

Step Step Description

No
L Navigate back to the Contribution screen by either by selecting the Contributions option from the left
hand side menu or selecting the Contributions icon from the actions list when you are on the member
management screen.
a» Member Management —
Members: 4 Period: 25/02/2018 - 31/03/2018 e
Definitions
The Contribution screen will display listing all members on the contribution. The newly added
member(s) will appear at the top of the contribution with a status of No Rate.
B Contributions Management it A= Fetod
. -~ Search All Funds v ¥ March 2018 - Open
Members: 4 Period: 25/02/2018 -31/03/2018
O+ Oz Oz Os Os O checkall weeks
_ BERT2 E weeky v (11 Oz O: O« O & v Total: $0.00
sl feansre cra [ weeky v OO0 Oz O: O« O5 &@ v Total $0.00
o ’ perrz [ weeky v [0 Oz O:= O« Os5 @@ v Total: $0.00
Citizen, Jane 05/05/1975 cra m Weekly 0 O: O: O« Os °° v Total $0.00
e BERT2 weey » (11 O2 Oz O« O @@ v Total: $0.00
Fitzgerald, Kate 10/02/1980 SR Veekly O O- O: O+ Os oe S TReT
Smith, John 01/01/1981  BERT2 weey » 1 O2 Oz O+ Os5 @@ * Total: $0.00
Please Note: You will be able to save the contribution at this stage without entering the rates for the
new Members however you will not be able to submit your contribution until you have selected the
Rate(s) for the newly added Members.
2. Select the rate for your new member(s) by selecting the applicable rate from the drop down. Once the
rate has been selected the rate will populate and the members status will update to New.
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BERT2 weekly » []1 : Oz Os4 O @@ Standard $110.00 v | Total: $0.00
Citizen, Jane 05/05/1975

clPg Weekly v 11 z Oz Os4 O @@ ~ No Rate Selected — | Total: 50.00
. BERT2 weeky v 01 O2 Os: O« O @@ e Total: $0.00
itzgerald, Kate  10/02/1980

cIPQ weekly v 01 O2 Oz O+ O @@ Total: $0.00
Smith, John 01/01/1981  BERT2 weey » 01 O2 O3 O+ O5 @@ Civil Industry $35.00 Total: $0.00

Major Projects $44.50

Standard 535.00

Handy Tip: Once you have click on the Rate Drop down you can select the first letter of the rate you are
looking for (l.e. ‘s’ for standard) rather than scrolling through the drop down - and that rate will be
highlighted automatically for you. Either hit enter or click the rate to select it.

Once all the rates for your newly added members have been selected the contribution can be saved.

3. Using the action icon located in the bottom right hand corner of the screen select to Save the
Contribution.

Once the contribution has been saved, the new member(s) will move into alphabetical order (both on
the contribution and member management screens) and their status will update from New to
Unchanged.

filter by fund filter by rate Period

E Contributions Management

. All Funds v v March 2018 - Saved
Members: 5 Period: 25/02/2018 - 31/03/2018

O+ Oz Oz O4 Os [ checkall weeks

BERT2 weeky + [11 02 Oz O4 Os @@ Standard $110.00 v Total $0.00

A Smith, John ez Weskty ~ 4 : O: O+ Os 9@ T -
) BERT2 Weekly v [11 2 O O+ Os @@ Standard §110.00 v Total: $0.00
Citizen, Jane 0s/0seTs veekly + [ : O: O« O @@ Standard $35.00 v Total: $0.00
BERT2 weekly v [ 2 Os O+ Os @@ Standard $110.00 * Total: $0.00

Fitzgerald, Kate 10/02/1980 233 Weekly v O Oz O: O« Os oo Standard $35.00 v Total: $0.00
Smith, John 01/01/1981  BERT2 Weekly v [J1 2 O: O+ O @@ Standard $110.00 v Total: $0.00
BERT2 weeky v [11 02 Oz O4 Os @@ Standard $110.00 + Total $0.00

ey O e weeky v 01 02 O=: 04 Os5 @@ Standard $35.00 v Total $0.00
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5. Adding a Fund for an existing Member

Where an employee is already on your contribution for one fund (i.e. BERT) you can easily add them to
another fund (i.e. CIP) via the Member Action function.

Step Step Description
No

L Navigate to the Member Management page, either by selecting the Members option from the left hand

side menu or selecting the Member Management icon from the actions list on your contribution.

B cContributions Management
- Member Management
Members:2 Period: 25/02/2018 - 31/03/2018

oolojoje

Definitions

©

The Member Management screen will display listing all members on the contribution.

filter by status

All ¥ March 2018 - Open

= Member Management

Members: 2 Period: 25/02/2018 - 31/03/2018

Surname Given Names Date Of Birth Member No Funds Status ﬁ’-

Smith John 01/01/1981 6250043 BERT2 Unchanged

If required you can change the contribution period from this page using the Period drop down located
in the top right hand corner.

2. Locate the existing Employee you need to add a fund too. This will either be a member only in the
BERT or CIP Fund.

If your member does not appear on screen you may need to navigate to another page to locate them
using the page numbers that appear along the bottom of the member list - remembering members
are sorted in alphabetical order.

BERT2 weey v (01 Oz O: O« @@ Standard $110.00 v Total: $0.00
ClPQ weey v (01 Oz O: O« @@ Standard $31.70 v Total: $0.00

Taylor, Nathan 12/07/1983
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select the Add {Fund} option.

Surname Given Names

Fitzgerald Kate

Srmith John

Surname Given Names
Fitzgerald Kate
Srmith John

Date Of Birth

10/02/1980

01/01/1981

Date Of Birth

10/02/1980

01/01/1981

Member No

6204774

6250943

Funds

BERTZ, CIPQ

BERT2

Member No

6204774

6250943

The Fund will be added and the Members status will now be updated.

Funds

BERTZ, CIPQ

BERTZ, CIPQ

Select the 3 dots that appear under the Actions column located at the end of the employees row and

Actions

Unchanged
Unchanged Add CIFQ
Terminate
Status Actions

Please Note: the new fund will appear on the contribution for the member however will not be saved
on the contribution. You will need to return to the contribution and save it to ensure the members new
Fund is added to the contribution correctly. You will also be required to add the rate for the new fund.
Refer to Section 4.3 Adding a Rate and saving Newly Added Members to your Contribution.
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6. Terminating an Employee from a Contribution

The easiest way to terminate an employee from your contribution is via the Member Management -
Terminate function on an Open or Saved contribution.

If you need to terminate an employee form a contribution that has been submitted or paid you will need to
contact the BERT / CIP Office on 1300 261 114 or send an email to enquiries@bert.com.au.

6.1 Terminating an Employee from a Contribution

Step
No
1.

Step Description

Navigate to the Member Management page, either by selecting the Members option from the left hand
side menu or selecting the Member Management icon from the actions list on your contribution.

P

B Contributions Management
Member Management
Members:2 Period: 25/02/2018 - 31/03/2018

Contributions

Members

oolojojo

Definitions

©

The Member Management screen will display listing all members on the contribution.

e filter by status
= Member Management
: _ All ¥ March 2018 - Open
Members: 2 Period: 25/02/2018 - 31/03/2018
Surname Given Names Date Of Birth Member No Funds Status ﬁ’-
Smith John 01/01/1981 6250043 BERT2 Unchanged :

Select the relevant Open or Saved contribution period from this page using the Period drop down
located in the top right hand corner. (Please Note: this selection can be done either on the
Contribution screen prior to navigating across or from Member Management Screen).
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2. Locate the existing Employee you want to terminate.

If your member does not appear on screen you may need to navigate to another page to locate them
using the page numbers that appear along the bottom of the member list - remembering members
are sorted in alphabetical order.

BERT2 EEm vy » 010 Oz O: O @@ Standard $110.00 v Total: $0.00
ciPQ EEm oveeky v 01 Oz O3 O« @@ Standard $31.70 + Total: $0.00

Taylor, Nathan 12/07/1983

Select the 3 dots that appear under the Actions column located at the end of the employees row and
select the terminate option.

filter by status

= Member Management
All ¥ March 2018 - Saved

Members: 5 Period: 25/02/2018 - 31/03/2018

Surname Given Names Date Of Birth Member No Actions

A Smith John 11/04/1978 6250945 BERTZ, CIPQ Terminate

Fitzgerald Kate 10/02/1980 6204774 BERTZ, CIPQ Unchanged

Smith John 01/01/1981 6250943 BERT2 Unchanged

The Terminate Member screen will display.

3. Select the relevant Fund(s) to terminate the member from by checking the checkbox that appears in
front of each Fund Name. A tick will appear and the Terminate Button will become available for
selection.

The Termination Date will default to be today’s date. If required you can select a different date by
clicking in the field and using the calendar picker to re-enter the correct termination date.

You will also be required to select the reason for leaving using the drop down before you can process
the termination. Once the reason has been selected it will populate in the field.

filter by status

Member Management - Terminate
Member

- All ¥  March 2018 - Saved

Members: 5 Period: 25/02/2018 -3 /2018

NOTE: Any modifications made on this screen will appear as an update in the
contribution screen. These madifications will be saved when the Centribution is saved.

Terminating John A Smith from contribution
CIP Terminations

yers must complete a CIP termination to ensure the members sick

~/ BERT2 / CIPQ
ements are banked
Reason for leaving

Redundancy v F termin the Termination Date and Employm:
are impartant
allocated for 1 s in adv (l.e.the a y
Start Date Sick Days Taken award entitlement)
I — o B P
Must be entered if terminating the
Member from the CIP Fund
Please give reason and/or further details

B TERMINATE & CANCEL
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Please Note: If you have elected to terminate the member from the CIP Fund you will be required to
enter the members employment start date of fulltime employment and the number of sick days taken
during employment. This information is used to calculate the employee’s portable sick days that they

have accrued during fulltime employment with you company.

Select Terminate button.

4, Upon selecting the Terminate button you will be navigated back to the Member Management screen.
The terminated member will show with a status of Terminated.

Surname Given Names Date Of Birth Member No Funds Status Actions
ASmith John 11/04/1978 6250945 BERTZ, CIPQ

Citizen Jane 05/05/1975 6250948 BERT2, CIPQ Unchanged

Please Note: the member will appear on the contribution screen as terminated however the
termination will not yet be saved. You will need to return to the contribution and save it to ensure your
terminations are recorded on the contribution correctly.

Continue to terminate any further members from the contribution.

Once you have completed your terminations for the contribution period, you will be required to enter
any weeks the employee(s) were entitled to in the contribution period if there were any. This is done
on the contribution screen. Refer to Section 7. Processing a Contribution.

Navigate back to the Contribution screen by either by selecting the Contributions option from the left
hand side menu or selecting the Contributions icon from the actions list when you are on the member
management screen.

Contributions
a» Member Management

Members: 4 Period: 25/02/2018 - 31/03/2018
Contributions

Members

User Guide

Definitions

The Contribution screen will display listing all members on the contribution. The newly terminated
member(s) will appear with a status of Terminated.
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B contributions Management

Members: 5 Period: 25/02/2018 - 31/03/2018

filter by fund
All Funds

filter by rate Period

¥  March 2018 - Saved

O+ O= O3 04+ Os [ checkall weeks
NASmith John 11/04/1978 BERT2 weey v 11 L2 Lla s s o_e Total: $0.00
' ciPQ weeky v [J1 Oz Oz O« O5 @@ Total: $0.00
N BERT2 weeky v (017 O2 O: O« Os5 @@ Total: $0.00
Citizen, Jane 05/05/1975 - weely v 01 O2 O: O« O &@ Total: $0.00
BERT2 weely v (01 O2 O=: O+ O &@ Total- $0.00
Fitzgerald, Kate ~ 10/02/1980 . o ey - 00 O O: O: O &0 T 8000

Contribution.

removed from that contribution.

Using the action icon located in the bottom right hand corner of the screen select to Save the

Navigate to the next month’s contribution. If it is in an open status the member will automatically be

O S R R R S R R S R

Cd
' \‘
[ NOTE: 1
I I
1 e [tis possible to terminate your employee from one Fund only (i.e. BERT2) and keep them on 1
: your contribution for another fund (i.e. CIP) :
: e You should terminate a member from a CIP contribution where the member is over 70 years of :
1 age. 1
1 N . . 1
1 e If you have a saved contribution and you want to terminate an employee, all periods after the |
: saved contribution must be open. Where subsequent period are also saved, you will only be able :
l‘ to terminate the member from the latest saved contribution. ;
\ U
~ ’

D R ————
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6.2 Undo a Termination

Where you have terminated an employee off your contribution in error you can easily undo the termination

via the Member Management action functions.

Step
No
1.

Step Description

Navigate to the Member Management page, either by selecting the Members option from the left hand
side menu or selecting the Member Management icon from the actions list on your contribution.

B Contributions Management
Member Management
Members: 2 Period: 25/02/2018 - 31/03/2018

oolojoje

@

The Member Management screen will display listing all members on the contribution.

filter by status
an Member Management &

Members: 2 Period: 25/02/2018 - 31/03/2018

Surname Given Names Date Of Birth Member No Funds Status f—l

Smith John 01/01/1981 6250943 BERTZ Unchanged

All ¥  March 2018 - Open

If required you can change the contribution period from this page using the Period drop down located
in the top right hand corner.

Locate the existing Employee you need to undo the termination for. The member will have a status of
Terminated.

If your member does not appear on screen you may need to navigate to another page to locate them
using the page numbers that appear along the bottom of the member list - remembering members
are sorted in alphabetical order.

BERT2 weeky v 01 Oz O3 O« @@ Standard $110.00 v Total $0.00
cIPQ weeky v 01 Oz O3 O« @@ Standard $31.70 v Total $0.00

Taylor, Nathan 12/07/1983
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Select the 3 dots that appear under the Actions column located at the end of the employees row and
select the Undo option.

Surname Given Names Date Of Birth Member No Funds Status Actions ‘
ASmith John 11/04/1978 6250945 BERTZ, CIPQ E Undo
Citizen Jane 05/05/1975 6250946 BERTZ, CIPQ Unchanged

The Termination will be undone and the Members status will now be updated.

Surname Given Names Date Of Birth Member No Funds Status Actions
A Smith John 11/04/1978 6250945 BERT2, CIPQ
Citizen Jang 05/05/1975 6250946 BERTZ, CIFQ Unchanged

Please Note: the undo of the members termination will appear on the contribution however will not be
saved on the contribution. You will need to return to the contribution and save it to ensure the member
is not terminated from the contribution.
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7. Processing a Contribution — Standard Weeks

Step Step Description
No
1. Navigate to an Open or Saved Contribution period.

Please Note: The contribution period will automatically be selected and display the oldest contribution
outstanding. If required change the contribution period using the Period drop down located in the top
right hand corner.

filter by status

All v

== Member Management
Members:2 Period: 25/02/2018 - 31/03/2018

March 2018 - Open

Surname Given Names Date Of Birth Member No

Funds

Status it

Smith John 01/01/1981 6250043 BERT2 Unchanged :

The contribution will display for the period selected listing all members to be paid.

- filter by fund filter by rate Period
B cContributions Management
All Funds ¥ April 2018- Open
Members: 4 Period: 01/04/2018 - 28/04/2018
O:1 Oz Oz O4 [ checkallweeks
BERT2 weekly + (01 O2 O: O @@ Standard $110.00 v Total $0.00
A Smith, John 11/04/1978
ciPQ weeky v (017 O2 O: O @@ Standard $35.00 * Total: $0.00
BERT2 weely + (01 O2 O: O @@ Standard $110.00 v Total $0.00
Citizen, Jane 05/05/1975
ciPQ weeky v (017 O2 O=: O @@ Standard $35.00 * Total: $0.00
BERT2 weely + (01 O2 O: O @@ Standard $110.00 v Total $0.00
Fitzgerald, Kate 10/02/1980
¢ cIPQ weey » 1 O2 Oz O+ @@ Standard $35.00 v Total: $0.00
Fund BERT2 BEWT cIPQ
Status Open Open Open
Members 4 ] 3
Members with weeks selected 0 0 0
Contribution Amount $0.00 $0.00 $0.00
Not Yet Invoiced $0.00 $0.00 $0.00
Invoiced Amount $0.00 $0.00 $0.00
Amount Paid $0.00 $0.00 $0.00
Amount Remaining $0.00 $0.00 $0.00

For each member a row will appear displaying the following information:

e Members Details (including their full Name; DOB)

Please Note: To view the Member Number hover your mouse over the members name
The Funds the member belongs to (i.e. BERT2; CIP)

The Members current status

Weeks worked checkboxes

The Members Rate

At the bottom right hand of the screen is the Fund Status table which gives an overview of the
contribution period for each fund including:

e Status
e Number of Members / Number of Members with weeks selected
e Amounts for the Contribution
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2. Confirm the rates for each member listed on the contribution; or if required select a new rate from
the drop down selection. The rate that appears by default is based on the rate selected for the
member from the previous contribution period.

To change a rate use the drop down and select the applicable rate by clicking it. Once the rate has
selected the rate will populate and the members status will update to Updated.

BERT2 weeky * (11 Oz Oz O« O &@ Standard $110.00 v | Total: $0.00
Citizen, Jane 05/05/1975
' CIPQ Weekly v D D D D D Qe — No Rate Selected — v Total: 50.00
Filzgerald, Kate  10/02/1980 SRt weety » 0102 Os O« O @9 - Mo fate Selected - Toral 008
cIPQ weey v 01 O2 O: O+ O &@ Total: $0.00
Smith, John 01/01/1981  BERT2 weeky v 1 02 O: O« O5 @@ Civil Industry 535.00 Total: $0.00
Major Projects $44.50
Standard $35.00

Handy Tip: Once you have click on the Rate Drop down you can select the first letter of the rate you are
looking for (l.e. ’s’ for standard) rather than scrolling through the drop down - and that rate will be
highlighted automatically for you. Either hit enter or click the rate to select it.

3. Add weeks to members for the period selected.
There are multiple ways to select how many weeks a member has worked for the period.

1. Check individual week checkboxes for a member

For each member manually select each individual week checkbox for the weeks worked for
the Fund(s) in the period.

e | weekly vf /102 O3 01 @@ Standard $110.00 =>
e | weekly W]~/ 1]02 O3 04 @@ standard $35.00

As each week is selected a tick will appear in the checkbox; the individual member’s total
amount for the period will tally to the right of the checkboxes for each Fund; and the
members status will change to Updated.

-

Total: $110.00
Total: 535.00

-

At the bottom of the screen, the Fund information will also automatically update.

Fund BERT2 BEWT CIPQ
Status Open Open Open
[s 3 0 3
Members with weeks selected 1 0 1

Contribution Amount §110.00 $14.20 §35.00
Not Yet Invoiced $110.00 $14.20 $35.00
Invoiced Amount $0.00 $0.00 $0.00
Amaurt Paid $0.00 $0.00 $0.00
Amount Remaining $0.00 $0.00 $0.00

Please Note: For employers contributing to the BEWT Fund, this amount will automatically be
calculated based on the BERT2 member’s weeks worked and BEWT rate.
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2. Using the Weeks 1 - 4 or Check All Weeks checkboxes — All Members

Across the top of the contribution you will see the 1 - 4 and check all weeks checkboxes.

. ]
D 1 D 2 D 3 D e D check all weeks

weeky v [J1 O2 Oz O+ & Standard $110.00
weeky v [1J1 O2 Oz O+ & Standard $35.00

-

To select all weeks for all members on the contribution use the check all weeks checkbox.

V1 V2 3 S I\/ check all weeks I
Weekly v /1 V2 V3 V1 Q@
Weeky ¥ /1 V2 V3 Vi1 Q@
Weekly v /1 /2 /3 /4 oe
Updated Weekly v /1 /2 /3 /4 oo
] Weekly v 1 V2 V3 V4 &0
] Weekly v /1 V2 V3 V1 @@
] Weekly v /1 2 V3 V1 G0

Ticks will automatically appear for all weeks for all members. Each member’s total amount for
the period will tally; and all members will have an updated Status. The fund information at
the bottom of the screen will also update.

Uncheck the box to remove all weeks for all members

To select a specific week (i.e. Week 1) or for all members check the relevant week checkbox.

V1lO2 Oz [O4 [ checkall weeks
REER Weekly v~/ 1 2 Oz O @@
] Weekly v~/ 1 2 O: O« @@
weeky vj/1 |02 O: O« &
weekly |/ 02 O: O &@
Weekly v|~/ 1 2 O: O+ @@
Weekly vl </ 1 2 Oz Oa oe
T weekly vJ/1 02 O:=: Oa (T -]

Ticks will automatically appear for the week selected for all members. Each member’s total
amount for the period will tally; and all members will have an updated Status. The fund
information at the bottom of the screen will also update.

Uncheck the Week box to remove that week for all members.
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3. Using the Member check /remove all weeks

Located to the right of the week checkboxes you will see a tick and a dash

weekly v (1 Od2 Oz [O4 e
weeky v 1 O2 O: O« ]| Q@

To select all weeks for a member check the blue tick.

Weekly v 1 /2 /3

Weekly v /1 /2 /3

v
weeky v (01 Oz Oz O+ @@
O O: O: O+ @@

-

Weekly

-

Ticks will appear in all the weeks for that member; the individual member’s total amount for
the period will tally to the right of the checkboxes for each Fund; and the members status will
change to Updated. At the bottom of the screen, the Fund information will also automatically
update.

Click the dash to remove the ticks for all weeks for that member.

4, Once all rates and weeks have been indicated on the contribution, and the totals for members and
overall amounts checked the contribution is ready to be saved or submitted.

Using the action icon located in the bottom right hand corner of the screen select to Save or Submit
the Contribution.

Save

@oolcoe
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Saving Your Contribution

If you choose to Save the contribution an information message will display briefly in the top right hand
corner of the screen indicating that the contribution has saved successfully.

I success I

Contributions successfully saved
fitter by fund filter by rate F

Search All Funds ¥ April 2018 - Saved

B Contributions Management

Members: 4 Period: 01/04,/2018 - 28/04/2018

This means your contribution has essentially been saved as a draft and no information has been sent
across to the internal financial system.

If the contribution was in an Open status it will be updated to Saved. All the Member status’ will
update to Unchanged.

Submit Your Contribution

When selecting to Submit a popup will display on screen for you to select the funds for submission.
You will be able to review the number of members and the invoice amount for the contribution.

Submit Contributions

Please select the funds for submission.

[ serT2 O cira
Invoice Amount: $440.00 Invoice Amount: $140.00
No. of Members: 4 No. of Members: 3

CANCEL

Select the relevant Fund(s) to submit by clicking the checkbox that appears next to each Fund Name. A
tick will appear, and the Submit button will become available for selection.

Submit Contributions

Please select the funds for submission.

~/ BERT2 </ CIPQ
Invoice Amount: $440.00 Invoice Amount: $140.00
No. of Members: 4 No. of Members: 3

Please Note: If you are in more than once fund, (i.e. BERT and CIP) you can elect to submit all funds at
once or individual funds if required.

Please Note: If a fund has previously been submitted; or if the CIP contribution is passed 55 days the
Fund checkbox will not be available for selection.
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Select Submit button

An information message will display briefly in the top right hand corner of the screen indicating that
the contribution has successfully submitted.

[— |

d Contributions successfully submitted.

fitter by fund filter by rate
B Contributions Management

; _ o Search All Funds v ¥ April 2018 - Saved v
Members: 4 Period: 01/04/2018 - 28/04/2018

Once Fund(s) have been submitted the status will update to Submitted. The overall contribution
status will only update to Submitted when all Funds have been submitted for that period.

An invoice will be generated for payment.

_——————————————————————————————————————————————————-~~

~ ~
,/ \\
/ NOTE: \
,' e You will not be able to submit a Contribution until all previous contributions have been ‘I
: submitted. An error message will display on screen if there are previous open/saved :
: contributions to be submitted I
I
I ] 1
1 Error 1
1 A previous contribution is still saved, it 1
: must be submitted before this :
1 contribution can be submitted. 1
I 1
I .
1 e To see the dates for each week mouse over the weeks checkbox. The period start and end :
: date for that week will display on screen to the right of the checkbox :
1 1
! Period: 26/11/2017 - 02/12/2017 H
1 1
I 1
: ﬁ O2 Oz O+ Os [O checkall weeks 1
I
I 1
: e The BERT2 and CIP accounts are linked, and therefore if a member is part of both Funds a :
\‘ tick in 1 fund will automatically populate a tick in the other fund. l’
\\ U
~ S

\N ’

o o
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8. Processing a Contribution — Multi-Rate Weeks

On occasion, you may need to enter a change of rate part way through a contribution period. This can be
done by selecting the Multi-rate checkbox on a fund for a member on the contribution screen.

Step Step Description

No
1. Navigate to an Open or Saved Contribution period.
Please Note: The contribution period will automatically be selected and display the oldest contribution
outstanding. If required change the contribution period using the Period drop down located in the top
right hand corner.
filter by status
= Member Management
. o - All ¥  March 2018 - Open
Members: 2 Period: 25/02/2018- 31/03/2018
Surname Given Names Date Of Birth Member No Funds Status Chic
Smith John 01/01/1981 6250043 BERTZ Unchanged E
The contribution will display for the period selected listing all members to be paid.
B contributions Management LT LoD Fered
Members: 4 Period: 01/04/2018 - 28/04/2018 RIEEE T Apnl2018-0pen
O+ Oz2 O= O4 O checkall weeks
NSt Jon oaners P2 weeky v (01 Oz 3 O+ @@ Standard $110.00 v Total $0.00
i e o cIPQ weeky v (01 02 3 O @@ Standard $35.00 v Total $0.00
) BERT2 weeky » (17 Oz O=: O+ @@ Standard $110.00 v Total $0.00
Citaen. Jane oesneTs cIPQ weey » 01 O2 Oz O+ @@ Standard $35.00 v Total $0.00
. Wk oo P weeky v (01 Oz 3 O+ @@ Standard $110.00 v Total $0.00
fepereld Kate o cIPQ weeky » (1 O2 Oz O+ &@ Standard $35.00 v Total $0.00
Fund BERT2 BEWT CiIPQ
Status Open Open Open
Members 4 0 3
Members with weeks selected 1] 0 0
Contribution Amount $0.00 $0.00 $0.00
Not Yet Invoiced 50.00 $0.00 $0.00
Invoiced Amount 50.00 $0.00 $0.00
Amount Paid 50.00 $0.00 $0.00
Amount Remaining $0.00 $0.00 $0.00
2. Locate the member you need to set a multi-rate for.
If your member does not appear on screen you may need to navigate to another page to locate them
using the page numbers that appear along the bottom of the member list - remembering members
are sorted in alphabetical order.
BERT2 weeky v 01 O2 O: O+ &@ Standard $110.00 v Total: $0.00
Teylor, Nathan 12/071983 cIPq weeky v 01 O2 O: O+ &@ Standard $31.70 * Total: $0.00
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3. Select the Contribution Frequency drop down (located in between the Status and week checkboxes)
and select Multi-rate option.

A Smith, John 11/04/1978

BerTz [ weeky » (01 O2 Oz O+ &G Standard $110.00
[

cIPQ weeky v [11 [2 O+ & Standard $35.00 v

BERTZ EEWNERY EMultirater - No Rate Selected - v — No Rate Selected — * — No Rate Selected - + - No Rate Selected - v I
Citizen, Jane 05/05/1975

CIPQ Weekly ! D ? D - D 09 Standard $35.00 v

BerT2  O2 O: O+ & Standard $110.00 v
Fitzgerald, Kate ~ 10/02/1980 . . L

ciPg Mulirste f719 2 Os: 041 @@ Standard $35.00 v

C b _Aa Ao oo

Once select the week’s checkboxes will be updated to dropdowns for you to select the required rate
for each week on the contribution.

4, Select the rate for each week by selecting the applicable rate from the drop down. Once the rate has
been selected the rate will populate and the members status will update to Updated.

BERT2 Multirate v _ No Rate Selected — - No Rate Selected - v - No Rate Selected - v - NoRate Selected -
A Smith, John 11/04/1978 — e s
cIPQ Weekly ¥ Standard $35.00 -
BerT2  [EEm Weekly v [ 2nd YrApp $60.50 Standard $110.00 v
Citizen, Jane 05/05/1975
cIPQ Weekly v Standard $35.00 v
3rd Yr App $82.50
BERTZ [UELEWEE Weekly v Standard $110.00 v
Fitzgerald, Kat 10/02/1980
ciPQ Weekly v | 40% App Yr1 $44.00 Standard $35.00 M
Smith, John  01/01/1981 BERT2 [EErm] Weekly v Standard $110.00 v

45% App Yr 1 549.50

Handy Tip: Once you have click on the Rate Drop down you can select the first letter of the rate you are
looking for (l.e. ‘s’ for standard) rather than scrolling through the drop down - and that rate will be
highlighted automatically for you. Either hit enter or click the rate to select it.

Both BERT2 and CIP Funds can have multi-rates applied.

Once the multi-rates have been selected for the member for the period weeks the contribution can be
processed as per usual. Refer to Section 7. Processing a Contribution.
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9. Contribution File Download and Upload

You have the option to download and complete your contribution in an excel template which then can be
uploaded upon completion.

Step Description

1. Navigate to an Open or Saved Contribution period.

Please Note: The contribution period will automatically be selected and display the oldest contribution
outstanding. If required change the contribution period using the Period drop down located in the top
right hand corner.

filter by status

= Member Management

. o - All ¥  March 2018 - Open
Members: 2 Period: 25/02/2018 - 31/03/2018

Surname Given Names Date Of Birth

Member No Funds Status Chi

Smith John 01/01/1981 6250043 BERT2 Unchanged E

The contribution will display for the period selected listing all members to be paid.

filter by fund filtar by rate Period
B contributions Management
All Funds ¥ April 2018- Open
Members: 4 Period: 01/04/2018 - 28/04/2018
D 1 D 2 D 3 D 4 D check all weeks
BERT2 weeky v (01 Oz 3 O+ @@ Standard $110.00 v Total $0.00
A Smith, John 11/04/1978
cIPQ weedy v 11 [z s 0+ @@ Standard $35.00 v Total: $0.00
BERT2 weeky » (17 Oz O=: O+ @@ Standard $110.00 v Total $0.00
Citizen, Jane 05/05/1975
cIPQ weedy * (07 Oz Oz O« @@ Standard $35.00 v Total: $0.00
BERT2 weeky v (01 Oz 3 O+ @@ Standard $110.00 v Total $0.00
Fitzgerald, Kate 10/02/1980
cIPQ weey + (00 Oz Oz O« @@ Standard $35.00 v Total: $0.00
Fund BERT2 BEWT CIPQ
Status Open Open Open
Members 4 0 3
Members with weeks selected 1] 0 0
Contribution Amount $0.00 $0.00 $0.00
Not Yet Invoiced $0.00 $0.00 $0.00
Invoiced Amount $0.00 $0.00 $0.00
Amount Paid $0.00 $0.00 $0.00
Amount Remaining $0.00 $0.00 $0.00
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2. Using the action icon located in the bottom right hand corner of the screen select to Download Excel.

©
0
O

The contribution will download as an excel document.

Please Note: The document will download depending on the browser you are using.

In Google Chrome the document(s) selected to be downloaded will appear in the bottom left hand
corner of your screen. To open click the document

PQ UEETEY Weekly v (17 [JZ [I3 [7 @& Standard 535.00 v Total: 50.00 9
BERT2 weekly v [J1 [H2 Oz O4 @@ Standard $110.00 v Total: $0.00
CIPQ weeky v [J1 O2 Oz Oa Qe Standard $35.00 v Total: $50.00 °

n23456?8910’|112131415

‘E Contribution (26).xlsx o

In Firefox a download dialogue box will appear on screen to download Select to Open — click Ok to open
the document.

o ULTLERN  Opening Contribution.xlsx

DELR  You have chosen to open:

TR [ Contribution.xlsx

which it Microsoft Excel Worksheet (138 KB)

Unchan (iemmma R

What should Firefox do with this file?

Unchan . | Microsoft Excel (default)

Unchan O tave e

[] Do this autermnatically for files like this from now on.

Unchan

Unchan Cancel
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In Edge you will be asked to Open or Save the downloaded document. This appears at the bottom of
your screen.

BERT2 weekly v (01 O2 O: O+ &@ Standard $110.00 v Total: $0.00 @
ciPQ weeky v (01 Oz O: O+ &G Standard $35.00 v Total: $0.00

Standard €11000 v Total: $0.00

27/01/1977

What do you want to do with Contribution.xlsx (132 KB)? TEEm Save 2 Cancel % v Total $0.00
From: ernieweb.test.bert.com.au
3. Once the Excel document has opened select to Enable Editing.

You will locate Instruction on how to use the template on the First tab.

Contribution (26) - Protected View - Excel Kate Fitzgerald 3l
File Home Insert Page Layout Formulas Data Review View Add-ins Help Acrobat Team 2 Tell me
w PROTECTED VIEW Ee careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. Enable Editing x
ce - Je Contributions (BERT; CIPQ.and/or STQ) - This sheet will contain the current months data you have just downloaded basedon ¥
A B [ u] E F G H | J K L M N o P -
z| Instructions
3
4 Navigation:
There are 2 possible 3 further worksheets contained in this workbook depending on the Funds you are reistered with, which can be accessed by selecting the appropriate tab at the bottom of this
g worksheet, the purpose of eachis;
Contributions [BERT; CIPQ and/for $TQ) - This sheet will contain the current months dota you have just downloaded based on the chosen fund detailing members details, rates and weeks contribution
3 based on previously saved contributions
Terminations [BERT; CIPQ and/for 5TQ) - This sheet will contain similar information from the contribution spreadsheet, available in drop downs to allow you to select o member being terminated, you
7 will alsp be able to include odditional infrormation to indicate the members termination details for that periog.
Add Members & Amendments [BERT; CIPQ and,for STQ) - This sheet will be o biank tempigte that you can fill out to add new members to this months contribution along with provide details of any
g omendments.
10 How do [ fill out the Contributions (BERT; CIPQ and/or 5TQ)?
1 With the exception of indicating the weeks worked within a month, and if a member has a special rate all other cells within this worksheet are read-only and locked.
12 Weeks - To fill out the weeks that @ member has worked you would indicate this by the following options;
13 1 Yeek worked - anvsning 2 i 2 codwildutizans ife mamber vosbed i sl wifen vhe month
14 o Week not worked - srnening 2 (e 2 ool vl fudizans e meminer did no wonk that easd v e manids
Special Rate [BERT and CIP only] -Thisfield is if your rates work on a pro rata or multi-site basis or where your rate is cutside of the amount indicated, if you have a different rate please type in this
15 field 3 numerical value only.
16 If your apprantice rates change, please make thesa amendments on the Additi workshast.
17

18 How do [ fill out the Terminations (BERT; CIPQ and/or 5TQ)?

To process s termination, youwill need to navigate tothe terminations tab where all of your members will be listed, you are then reguired to fill in the additiona| fields which indicate a termination

13

20 Select from;

21 Member Given Name . . 3 2 3

53 Member Surname —E,V:-e@angmedupmmwmanea/ev‘:eseﬁeérs-,mcmm@wmemmbw,mmﬂmmmm.&m#wsmwwﬁ.
A oefar fiadds il popeitans v e mambas darals

) Member Number

24 Input data for;

25 Would you like to terminate this member? -fdirassdivdi.s Vo sarmiate

26 Member Start Date -2t mombonramodsumont commansad

27 End Date -zt mombon amodaumant v a5 foaminatod

28 Reason lor Leaving - &azsnm A mambarns foaminabion {o Shortags of ik, B A 3 0t FRagn sadasd opiion fom ghao donn

29 Sick Days Taken - Abmberof Siok D Faben hrocphout smpdumant

il How do I fill out the Additions {BERT; CIPQ and/or 5TQ)?

Allfields in the Additions tab are editable to allow for you to add new members and their contributions for the current month. Not all fields are mandatory, however some rules apply to the information

32 required, these are;
33 Tile - Mandatoryi.e. Mr, Mrs, Misz, Ms Start Date -Mandatary Date employment commenced
34 Member Given Names - Mandatory Weeks worked - Mandator 3= per contributions, indicate the wesks worked through this period by Tar 0
35 Member Surname - Mandatory Rate -Mandatary Rate of contributions
36 DOB - Mandstary Total  -Mandstory Total amount being paid for the manth
a7 Fund  -Mandatoryi.e. BEAT, CIPQ, STQ Apprentice  -Mandatony Indicate ™ for spprentice Mfor not apprentice
36 Member Number - Optional, if member has previously held 2 Union - Optionalinclude Union name
39 member number please include
40 **gnd ot least one of the following
41 Street 1 - Mailing Address details Home Phone Number - Atleast ane methad of
42 Street 2 - Mailing Address details Mobile Phone Number 3 N
contact is required
43 Suburb - Mailing Address details Email Address
44 State - Mailing Address details Special Rate - Optional Indicates if the member has a rate outside of standard options. Please typein.
43 Postcode - Mailing Address details
46 Country - Mailing Address details
Ifyou have any rate changes, amendments to member's details such as DOB or spelling of name or anything outside of what has been detailed above, please include this in the Additions worksheet. This will
47 be reviewed by the Operations team for processing. Flease ensura to reference the member number and any changes in this worksheet. -
i i |
> I Instructions I BERT2 Contributions | BERT2 Terminations | BERT2 Additions | CIPQ Cont ... 1 v
4, Once you have completed, saved and closed the excel Contribution template, navigate back to

contribution and using the action icon located in the bottom right hand corner of the screen select to
upload Excel.
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o
©
o,

E==0]
0

You will be asked to select the file to upload. Once uploaded the amendments made on via the excel
template will display on screen and the Contribution will be in a Saved Status.

NOTE: If you have only made changes on BERT Contributions tab and not the CIP Contributions tab on
the excel template these changes will not show on the Contribution. Only weeks checked in both
Funds (BERT and CIP) will show on the Contribution screen.

NOTE: Any additions or terminations made on the template will not display on the Contribution
screen. These will be managed internally by the BERT Operations Team.
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10.Paying Your Contribution

We offer three ways to pay your contribution, by EFT, BPAY or Cheque. You should submit your contribution

online prior to sending your payment through.

10.1 Locating your Payment Options

Payment Options such as the EFT and Bank Account details are displayed on page 2 of a contribution invoice,
however you can also access your payment options via the Pay Advice Document no matter what status your

contribution is in.

Step
No

Step Description

1. . I
Navigate to the Contribution screen.
Using the action icon located in the bottom right hand corner of the screen select the Contirbution
Documents option.
Contribution Documents 0
The Contribution Documents screen will display.
2. . .
Select the Download button that appears under the Pay Advice section
B cContribution Documents
April 2018 - Saved
Contribution Advice  Invoice Receipt Pay Advice
Please select your fund: Please select your fund: Please select your fund: Details of accounts and payment options.
BerT2 [ cipq [ BEWT O serr2 M ciPpa O BEWT serT2 [l CIPQ BEWT

Tel: 1300 261 114 | Email: enquiries@bert.com.au | Web: www.bert.com.au



mailto:enquiries@bert.com.au
http://www.bert.com.au/

EMPLOYER HELP NOTES | ONLINE CONTRIBUTION PROCESSING | BERT BEWT CIP

The Pay Advice Screen will display. For each Fund the BPAY; EFT and Cheque account details will display.

B Pay Advice

For period ending on: Saturday, April 28th 2018

BERT2
Invoice Amount: $440.00 Number of Members: 1
Bpay:
Biller code: 058529 Reference Number: 0556860
EFT:
BSB: 084-456 Account number: 101556868 Reference Number: 55686 April
Cheque:
Payable to: Building Employees Redundancy Trust No. 2
CIPQ
Invoice Amount: $140.00 Number of Members: 1
Bpay:
Biller code: 768051 Reference Number: 0556860
EFT:
BSB: 084-456 Account number: 103556866 Reference Number: 55686 April
Cheque:

Payable to: Construction Income Protection Limited

BEWT

Invoice Amount: $56.80 Nurmber of Members: 0

Bpay:

Biller code: 122275 Reference Number: 0556860

EFT:

BSB: 084-456 Account number: 102556867 Reference Number: 55686 April
Cheque:

Payable to: Building Employees Welfare Trust

Cheque payment instructions:

Please write your employer number and month on reverse of the cheque.
Mail your cheque to: PO Box 805, Spring Hill QLD 4004

PAYING BY EFT

To pay your invoice by EFT login to your internet banking and for each fund you are paying enter:
e BSB Number
e EFT Account Number
EFT Reference Number
e Invoice Amount
NOTE: There are different account numbers for each Fund, however the BSB and EFT Reference are the same

PAYING BY BPAY

To pay your invoice by BPAY login to your internet banking and for each fund you are paying enter:
e Biller Code
e BPAY Reference Number
e Invoice Amount
NOTE: There are different account numbers for each Fund, however the BSB and EFT Reference are the same

PAYING BY CHEQUE

To pay your invoice by cheque a separate cheque should be made out for each fund you are paying. On the
back of each cheque please write your employer number.
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10.2 Locating Your Contribution Documents (Contribution Advice | Invoice | Receipt)

Step
No
1.

Step Description

Navigate to the Contribution Documents by using the action icon located in the bottom right hand
corner of the Contribution screen and selecting the Contribution Documents option.

@
@

B O

o
O
@

The Contribution Documents screen will display.

Contribution Advice Invoice Receipt Pay Advice
Please select your fund: Please select your fund: Please select your fund: Details of accounts and payment options
Oerrrz O cea O eEwT Oeerrz Ocoipo Oeewr  Oeerrz O corea O sewt

Depending on the Status of the Contribution you will be able to download your contribution documents.

Open or Saved Status — Contribution Advice is available for download

Submitted Status — Contribution Advice and Invoices are available for download

Paid Status — Contribution Advice; Invoices and Receipts are available for download

Please Note: The contribution period will automatically be selected and display the period selected
from the contribution screen. If required change the contribution period using the Period drop down
located in the top right hand corner.

B cContribution Documents

April 2018 - Saved

Contribution Advice Invoice Receipt Pay Advice

Please select your fund: Please select your fund: Please select your fund: Details of accounts and pdyment gptions.
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Select the relevant Fund or Funds for the Document you wish to download by clicking the checkbox that
appears next to each Fund Name. A tick will appear.

Contribution Advice Invoice Receipt
Please select your fund: Please select your fund: Please select your fund:
O serm2 O cira [ BEWT /" BERT2 ./ CIPQ +/ BEWT Oeertz O cipa [ BEWT

# DOWNLOAD # DOWNLOAD # DOWNLOAD

Select Download and follow the prompts to open the document.

Please Note: The document will download depending on the browser you are using.

In Google Chrome the document(s) selected to be downloaded will appear in the bottom left hand
corner of your screen. To open click the document

B Contribution Documents
August 2017 - Paid

Invoice

Contribution Advice Receipt

Please select your fund: Flease select your fund: Please select your fund:

O serr2[d ciro [ BEWT Oeerrzd ciro [ sEwT O serrz 0 cipo [ BEWT

¥ DOWNLOAD % DOWNLOAD 3 DOWNLOAD

L -

= InveiceForFund-Cl...pdf = InvoiceForFund-BE...pdf Show all X

= InvoiceForFund-BE...pdf

In Firefox a download dialogue box will appear on screen to download Select to Open — click Ok to open
the document.

Contribution Advice Invoice Receipt
Please select ydll Opening InvoiceForFund-BEWT-January 2018.pdf * Please select your fund:
O serT2[] ¢f| You have chosento open: eerT2[M ciPq BEWT
"L InvoiceForFund-BEWT-January 2018.pdf
which is: Adobe Acrobat Document (226 KB) s
from: blok: S

What should Firefox do with this file?

(O] Openwith | Adobe Acrobat DC (default) ~

(_) Save File

[]Do this automatically for files like this from now on.

oK Cancel
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In Edge you will be asked to Open or Save the downloaded document. This appears at the bottom of
your screen.

Contribution Advice Invoice Receipt
Please select your fund: Please select your fund: Please select your fund:
O serr20 cipg O sEwt ~/ BERT2+/ CIPQ ~/ BEW serT2 [l ciPQ BEW

¥ DOWNLOAD ¥ DOWNLOAD ¥ DOWNLOAD

What do you want to do with InvoiceForFund-BERTZ2-January
2018.pdf (252 KB)? Open Save ~ Cancel X
From: ernieweb.test.bert.com.au

11. Viewing and Updating Employer Details

You can add view and update your Employer details using the Employer details function of the system.

You can add, edit or delete contacts, update the general and registered addresses as well as view important
information such as the Funds you are joined with and the payroll end date for your Company.

Step Step Description
No
1.

Navigate to the Employer Details page, by selecting the Employer Details option from the left hand side
menu.

B Contributions Management
Members: 351 Period: 28/11/2018 - 25/12/2018

Contributions

Members

Employer Details

User Guide

Definitions

The Employer Details screen will displaying important information for the Employer.
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11.1 Add a Contact

Step

No

Step Description

L To add a new Employer Contact select the Add person icon located next to the Contact Details heading.
The screen will refresh and new fields will appear for you to enter the details for the new Employer
contact.

Contact Details O

S s}
Ensure you enter the Contact Given Name, Surname, a contact Number (either Phone; Mobile or Fax)
and the email address for the contact.

2. Using the action icon located in the bottom right hand corner of the screen select to Save.

=]

©
©

11.2 Delete a Contact

Step

[\\[o)
1.

Step Description

To delete an existing Employer Contact select the bin icon located to the left hand side of the Contact
row.

Contact Person

Mr ¥  Contact Person 0733881104 . _ contact@bert.com.au

The details will be removed from the screen.

NOTE: You have to save the Employer details screen for the deletion to be final. Selecting to refresh the
screen will undo the deletion
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Using the action icon located in the bottom right hand corner of the screen select to Save.

NOTE: You will not be able to delete the contact if they are the Primary Contact on the account. A
message will display on screen indicating this. Click ok to close the message and contact the BERT Office
for further assistance.

You cannot delete the preferred contact, Please contact the BERT Office

on 1300 261 114 for assistance

11.3 Edit Address Details

Step
No
1.

Step Description

To edit either the General or Registered address details simply enter in the updated information and
select to save using the action icon located in the bottom right hand corner of the screen.

B ]

®
©
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12. Handy Tips

o T S S S S S S R S S S R S R

»~ N

/
/ 10.1 TERMINATION ERROR:

N
\
\
e If you attempt to terminate a member from a saved contribution (e.g May) and you have
already saved the next Month’s contribution (i.e June), an error message will display on screen

(top right hand corner) indicating you must terminate the member from the most recent

contribution (In this case June).

Error
Cannot terminate member due to being
in future contributions. John A Smith

o
N ————————————— -

N e e

should be terminated from the June
2018 period
\ U
\\N_______________________________________________________,/,
/"""'"""""""""'""""""""""""""""‘s
| 10.2 RATE CHANGE THROUGH a CONTRIBUTION PERIOD:
I
: e To change a rate for a fund for a member part way through the contribution period, select the
I
1 Multi rate option and manual select the rate for each week including the new rate.
1
: e If the rate change takes place partway through a week, select the new rate to commence from
1
= the beginning of the following week.
\
\h_________________________________________________________f,
’4—----------------------------------------------------~~\
’
4 \\

/ 10.3 PAYROLL END DATE:

e The weeks on your contribution are calculated based on the nominated payroll end date.
Depending on the day selected (i.e. Friday) you will see either a four or five week contribution
depending on how many of days (l.e. Fridays) there are in the contribution period. Hover over
the week checkboxes at the top of the contribution to see the start and end date of each week

in the contribution.

Period: 26/11/2017 - 02/12/2017

HE

Os4 Os

—_----------~
N i

,’
~

,l

N i i e e e

/
/4
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//’ AN
10.4 REDIRECTION TO SUPERANNUATION: \

~
-

e If you have a member who has elected to redirect his BERT2 contribution payments to
superannuation, that member will appear on the contribution screen with a Super Redirect
rate pre-selected. You will see an information icon located next to the BERT heading. Hovering
over this information icon will display a message indicating the Redirection to Superannuation.
It is important you can still check the BERT weeks for the member to calculate the BEWT

contribution for the period.

BERsz weeky v (11 O2 O= O« O
A Smith, John  171/04/1978
' ciPQ G weeky v 01 O2 O: O« O

BERT contributions currently redirected to Super

~ ’

N e e e

Gg v Total: 0.00
(1]

Standard $35.00 v Total: 0.00

o ———————————
N —————— -

-
~

,/
\\

P T

4

/

10.5 SPECIAL RATES:
e If you have a special rate that is part of your EBA you can either ring the BERT Office on 1300 261

114, or email your details and required rate to enquiries@bert.com.au for the Operations Team

to assist you with your enquiry.

i ——— -

1
1
1
1
1
1
1
1
\
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10.6 PAYMENTS and RECIEPTS:
e Payments by EFT and BPAY take 3 working days to be received from the bank and a further 2
days to be processed into our bank accounts. Receipts can be downloaded from the online
system 5 working days after you have made the payment. You can print off a receipt by going to

the Contribution Documents Screen on a Paid Contribution.

o5 T T - — - ——
N-——-——-——-——,

NOTE: the contribution must be in a status of ‘Paid’ for the receipts button to be available.

,l
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10.7 ADDING MEMBERS:
e If you add a new or existing member to an ‘Open’ contribution they will automatically be added
to that contribution and all future contributions once you have saved the contribution.

e If you add a member to a contribution that is Saved’ you will need to manually add them to all

.

future contributions that are also ‘Saved’.

o [
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