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Getting Started 

 
The system is compatible with all internet browsers; however, it is strongly recommended that you use Google 
Chrome to log into WebERF to report contributions. 
 
To access WebERF you will need to enter the WebERF URL https://L831.weberf.com  in your web browser’s 
address bar.  
 
Below is a screen print of what you will see once you are on the site.   

 
Site Login 

 

 
 
On the Site Login page, enter your User Name and Password in their respective fields.  Once you enter your 
username and password click on the Login option. 
 
A User Name and Password will be provided to you for your initial login. When you login to the WebERF 
HOME page for the first time, you will be prompted to change your password.*  
 
It’s recommended to change your password right away.  If you choose to not change your password at this 
time, you will be prompted to change it every time you log into the WebERF HOME page until it is changed. 
You will also be able to change your password at any point.  
 
*If your web browser has a pop-up blocker enabled, you will not see the initial CHANGE PASSWORD pop-up.  

You can still change your password by allowing this website to open pop-ups on your web browser. 
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Changing Your User ID and Password 
 

 
 
 
Select change password from the drop down menu 
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WebERF Home Page 
 

On the WebERF HOME page, you have many tools and options at your fingertips. Announcements will be 
made from time to time to keep you inform of any updates related to your account and or the Trust Fund.  

 

 
 
Select the drop down menu 

 
 
Create New Report:  Click on this link to create a new report. 
 
View List of Pended and Finalized Reports:  This link lets you view all past and current unfinished and finalized 
reports. 
 
Add/Edit Employer Project: Not Applicable  
 
Setup/Edit Employer EFT Account Details: This link allows you to setup and edit EFT account details 
 
Special Import Mappings: This link allows you to import monthly report based on your payroll systems 
 
Contact US: Trust Fund Office Contact Information  
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Creating a New Report 
 

 
 
To create a new report, click on the Create New Report hyperlink in the menu drop down options.  This will 
take you to the Processing Options page. 
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Processing Options 

 
In the Create a New Report page, you will need to choose the Reporting Period you will be reporting by 
selecting from the calendar icon. 
  
Report Type:  You will need to select a report type, Regular for report with hours or No Employee* for a 
report with no employees worked for that month. 
 
Data Source:  This option allows you to select how you want to start your report. 
  

Prelist: Uses information from the last report you have submitted 
 
Blank Form:  Starts a blank form with no data. 

  
Select Previous:   
 

 
 
 

 
 
 
 
Agreement:  Allows you to select the agreement for the type of work you will be reporting  

 
To intiate the report you must click on the agreement hyperlink and it will take you to the Create/Edit Report. 
 
 
 
In the Create/Edit Report page, you will have to enter all the required information that is marked with an 
asterisk (*). 
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The options on this page can help you edit your report in many ways. 
 
Clr Form: Allows you to completely clear all the information you have entered without deleting the report. 
 
Remove:  Allows you to remove a single line of information on the report form after clicking on the small 
Remove box next to the hours field 
 
Save:  Allows you to save the current information you have entered on the report form. 
 
Once you are done adding/editing this information, there are three ways to handle the report: 
 
Delete Rpt:  Deletes the entire form for the work period you selected. 
 
Pend:  Pends your report for future editing/adding of information you have added. 
 
Calculate:  Calculates the contribution amounts you will need to submit to the Trust Fund for this report. 
 
Clicking this option also sends you the final steps of your online report. 
 
If you click calculate, it will take you to the Computation of Payments page, which provides a complete and 
thorough breakdown of the contributions you will need to remit based on the reported hours. Close the 
window. 
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Finalizing your Report 

 
To finalize your report, you will need to click the Finalize option.  Window will pop-up giving details to of 
Payment.  Click on Finalize option to complete transaction.   
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Message will pop up advising a report cannot be modified after it has been ‘finalized’.  Click on OK to 
complete Report Form.  Once finalized the report cannot be deleted or modified. 
 

 
 
Once you have finalized the report, you will need to click the Payment Coupon option.  The Payment Coupon 
is the breakdown of contribution you will need to print if you are remitting the contributions via check. 
 
Note: You must always finalize your report once you are ready to send payment.  This step will move your 
report into a permanent file.  As indicated earlier, once you finalize your report, you will not be able to change 
that report. 
 

 

 
 

Your report will now have an EDI Reference Number indicating transaction is now complete.  Computation of 
Payments will give the Employee Details.    
 
You will then select the Payment Coupon.  
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Print a copy of the payment coupon to mail with the check to the Trust Fund Office. You will see that the 
payment coupon does not have any employee detail information to protect the participants’ personal 
information 
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If you do not wish to mail a check, you will also have the option to submit the payment electronically via ACH.  
 
To schedule and pay your report via ACH you must select the EFT option and schedule payment prior to 
finalizing the report. Please reference the ACH processing instruction guide to ensure you have properly set up 
your ACH with the appropriate banking account number and routing number.  
 
 
 
 

No 

Employees to Report 
 

To report no employees, you will follow the same steps: 
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You will have two options to report no employees. You can either 1) select the no employees and click on the 

agreement or 2) you can select the NCH box between the No 1 and not reported.  

 
If click on, NCH and you will get a pop up asking “Do you want to create a No-Craft –Hired report for this 
agreement?”  By clicking on Yes the system will generate a “No Employees” report form. 
 

 
 

 
 

 
 

Computations of Payments window will open.  Select Finalize 
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Select Finalize 
 
A message will pop up stating the report cannot be modified after it has been finalized.  Select ok 
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The EDI number has been assigned to this report.  Close window 
 
 
 
 

 

Viewing Pended and Finalized Reports 
 
WebERF offers simple online ways to keep track of all reports created. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
To view any pended or finalized reports you have created, click the View List of Pended and Finalized Reports 
from the drop down menu option on the WebERF Home page, this will take you to the Report History page. 
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On the Available Reports page, you will see two lists.  On the left you will see all unfinished reports you have 
created, and on the right you will see all finalized reports. 
 
Clicking the icon to the left of the agreement link under the Unfinished Report list will delete any pended 
reports.  You cannot delete any finalized reports as the system will not allow you. 
 
Clicking on the link of any unfinished report will send you to the report form of that work period to either edit 
or finalize.  
 

 
 
 

 


