Benefits Connect Employer Billing Tool <@>
Quick Start Guide

HOW TO ACCESS BILLING IN BENEFITS CONNECT THE BOARD OF PENSIONS

OF THE PRESBYTERIAN CHURCH (U.S.A)

© Locate the Billing Details widget on the
Employer Dashboard
Employer Dashboard. S

A Home

2a Participant Search

@ Click the blue Billing Dashboard button.

Contact Us Helpful Resources

| Billing Details @)

A
Outstanding Balance |
. - $1,234.56
Y. Last Invoice Date: Mar 1, 2026

Last Invoice Amount: $1,23456
Manage / Update Lastreaymentoate Ja25;2026; Employer Agreement
Participants Last Payment Amount:

Click on the link below to view or
Click on the link below to add or update your employer agreements
update participant information

Manage / Add Participants Billing Dashboard 9 Employer Agreements

NAVIGATING THE BILLING DASHBOARD

@ This is the Billing Dashboard. @

Search your tools Billing Dashboard
===l Employer Name (PIN: 00000)

@ The Billing Details box displays any T
outstanding balance due, the last P—
invoice date and amount, and the Rl

Billing Details 9 Manage Payment Info o
I d d B contactus
ast payment date and amount. A Outstanding saance Stored payment nformation
% Plan Reporting $1,234.56 8anking information on file that can be used to make payments
(3 Data Collection Last Invoice Date: Mar 1, 2026 _

Last Invoice Amount: $1,234.56 /7 u

9 Make a Payment allows you to use 15 e A L] [—
saved bank account information or
enter banking information to make
one-time payments.

Account Number: whhkkA*]234

Account Holder: Presbyterian Church
Account Type: Checking Account
Routing Number: 000000123

Make a Payment o Add Payment Info

Invoices 6
(4] Manage Payment Info displays your

stored bank account information. . B
From here, edit, delete, or add
200855 Feb1, Feb 28, 123456 L& B

payment information.

© Review and download your three most
recent Invoices. Invoices will be saved
and available here for 24 months.
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Quick Start Guide
HOW TO DOWNLOAD A PDF INVOICE Tﬂi?ﬁé&vﬁrﬁﬁ gEFI:lj!UOSI:\I)S

0 From the Invoices box on the
Billing Dashboard, locate the invoice
you wish to download. Click the S
download (down arrow) button. e
A PDF invoice will automatically
be saved to your browser’s _
Downloads folder. e .

Search your tools Billing Dashboard
Employer Name (PIN: 00000)

Home

Billing Details Manage Payment Info

Outstanding Balance Stored Payment Information
$1,234.56 Banking information on file that can be used to make payments

Last Invoice Amount: $1,234.56 /s §
Learning Center Last Payment Date: Jan 28,2026

Last Payment Amount: 129456 Account Name: Accounts Payable

Account Number: wereeee] 234

Account Holder: Presbyterian Church

Account Type: Checking Account

Routing Number: 000000123

Note: You may need to change your browser
settings and permissions to allow downloads.

Make a Payment AAdd Payment Info

Invoices
Dt Invoice Date Due Date Amount Actions
s @[] ®
200855 Feb 1, Feb2s, $1.03456 4 B

KEY POINTS

* PDF invoices will display one member and their related charges per page. For an alternate
view and printing ability, see the next page for instructions for printing the invoice as an
Excel file.

e Invoices are available on the first day of each month and include all activity processed in
Benefits Connect through the last day of the previous month (e.g., June 1 invoice will include
all processed activity in Benefits Connect through May 31 for benefits effective in June.

As applicable, invoices may also reflect retroactive adjustments, credits, and/or charges).



Benefits Connect Employer Billing Tool

Quick Start Guide
HOW TO DOWNLOAD AN EXCEL INVOICE

SO%

THE BOARD OF PENSIONS

OF THE PRESBYTERIAN CHURCH (U.S.A)

0 From the Invoices box on the Billing
Dashboard, locate the invoice
you wish to download. Click the i

Contact Us

document icon button.

oo Plan Reporting

Data Collection

@ A pop-up will display Invoice
Transactions. This will display all
charges, adjustments, and credits for
each employee’s benefits elections
and the relevant billing period.

Click the blue Download
Transactions button. An Excel file
will automatically be saved to your
browser's Downloads folder.

Employer Name (PIN: 00000)

Back to Main Dashboard

Billing Details

Outstanding Balance
$1,234556

Manage Payment Info

Stored Payment Information
Banking information on file that can be used to make payments

Last Invoice Date: Mar 1, 2026 R
Last Invoice Amount: $1,234.56 [
Last Payment Date: Jan 28,2026
Last Payment Amount: $1,234.56 AScount Names Accounts Payable
Account Number: AkRRR1 234
Account Holder: Presbyterian Church
Account Type: Checking Account
Routing Number: 000000123
Invoices
[ Invoice Date Due Date Amount Actions
206950 Mar 1, Mar 31, $1,234.56 & 0
200855 Feb 1, Feb 28, $1,23456 & B

Invoice Transactions (Invoice ID: 206950)

KEY POINTS

e If your invoice doesn't automatically download, you may need to change your browser

settings and permissions to allow downloads.

e Person ID is a unique seven-digit number assigned to plan members. This is not a plan

member’s Social Security number.
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HOW TO ADD PAYMENT INFORMATION AND

SET UP AUTOMATIC PAYMENTS

K&

THE BOARD OF PENSIONS

OF THE PRESBYTERIAN CHURCH (U.S.A)

KEY POINTS

Payments are processed daily at 4 p.m. ET. Any payments submitted after 4 p.m. ET will have a
pending status and will be processed the following day.

Deductions are taken based on the date entered (including same day) for both one-time

2]

©

payments and automatic payments.

Deduction dates cannot be set past the 28th of each month to ensure the payment processes

prior to the generation of the next month’s invoice.

Automatic payments:

* automatically pay the net due on the specified monthly deduction date

* cannot be skipped. To cancel an automatic payment, you must delete the automatic
payment series and set up a new one in the future.

You can save one bank account to your Benefits Connect account at any given time, though you
may manually enter alternate banking information when submitting one-time payments.

From the Manage Payment Info box on
the Billing Dashboard, click the blue Add
Payment Info button.

In the Add Banking Information box,
enter the bank account and routing
number. Verify the bank name and
address, and specify the account type.

After adding banking information, choose
to make or not make automatic payments
from the entered bank account.

When selecting to make automatic
payments, choose the preferred deduction
date from the dropdown menu.

In the Manage Payment Info box, click
the pencil icon to Edit existing banking
information, including setting up, turning
off, or changing the date of automatic
payments. Or, click the trash can icon
to delete saved banking information and
any related automatic payments.

Search your tools

A Home
24 Particpant Search

B2 My Organization

B contactus

& Plan Reporting

Billing Dashboard
Employer Name (PIN: 00000)

Billing Dashboard

Employer Name (PIN: 00000)

Back to Main Dashboard

Billing Details

Outstanding Balance
$1,234.56

Last Invoice Date:

Last Invoice Amount:
Last payment Date:
Last Payment Amount:

Make a Payment

Invoices

Dt

Billing Details
$1,234.56
Outstanding Balance

Last Invoice Date:

Last Invoice Amount:
Last Payment Date:
Last Payment Amount:

Invoices

bt

208050

Mar 1.

Manage Payment Info
Stored Payment Information
Banking information on fle that can be used to make payments
Mar 1, 2026 o R
$1,234.56 [
Jan 28, 2026
$1,234.56 Account Name: Accounts Payable
Account Number: R PEY
Account Holder: Presbyterian Church
Account Type: Checking Account
Routing Number: 000000123
‘Add Payment Info o
" Dat Due Dat Amount Act
Add Banking Information e X
Please verify the routing number by clicking Find Bank * Find Bank

Bank Name
Bank Address

Account Type *
(O Cchecking Account

(@ savings Account

Automatic Payments

(® Make automatic payments of the amount due from this account
(O Do not make automatic payments from this account

Deduction Dste Option*
5th day of month

] I confirm that the account holder has acknowledged and agreed to the terms
&conditions*

Cancel Update
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HOW TO MAKE ONE-TIME PAYMENTS T::EHEFQQEE?ER?\E 5«55:?!&5?

@ From the Billing Details box on
the Billing Dashboard, click the
blue Make a Payment button.

Billing Dashboard
Employer Name (PIN: 00000)

Back to Main Dashboard

@ Enter the amount of the one-time

Billing Details Manage Payment Info
payment you are making. g L e S

it ke s s 3

@ select to enter other (new) banking perblsicrantl g s o

information or use saved banking i e
information on file to make the R
one-time payment. i

Invoices
When selecting provide other
banking information, enter the . . B
account type and number, routing .

number, and verify the bank name
and address.

Make a Payment

WM

G B

Routing Number Account Number Check Number

wmom @)

Banking Information *
(@ Provide other banking information

(O Banking information on file

Account Number*

Routing Number*

Please verify the routing number by clicking Find Bank * Find Bank

Bank Name
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THE BOARD OF PENSIONS

OF THE PRESBYTERIAN CHURCH (U.S.A)

BILLING SUPPORT

For billing support and to request payment history, our
dedicated team is here to answer any of your questions.

Call us
@ Our call center is available to serve you
Monday through Friday, 8:30 a.m. to 6 p.m. ET.

800-PRESPLAN (800-773-7752) (TTY: 711)
Outside the United States: 215-587-7200
Fax: 215-587-6215

Email us

Members and employers can send us an email
at memberservices@pensions.org

2000 Market Street | Philadelphia, PA 19103-3298 | 800-PRESPLAN (800-773-7752) (TTY: 711) | pensions.org 6
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