
HORIZON 
CONNECT

Training Session

Presenter Notes
Presentation Notes
Welcome to the Training Session for the employer contribution reporting portal called HORIZON CONNECT

To make this training more meaningful, PLEASE SHARE IN THE MEETING CHAT how you currently report hours in MERIT.

Why are you shutting down the current IBEW Local 353 employer reporting system called MERIT?
Our IT modernization exercise is aimed at creating a more effective and efficient reporting system. In terms of managing databases. which will result in fewer errors, quicker processing, and therefore more efficient processes. 


Is there a big difference between MERIT and HORIZON CONNECT?
No. The reporting process is very similar to the reporting process in MERIT. However, there is now a new data collection point which is overtime hours. These should be reported separately, and the system will automatically calculate the hours earned. There is no change to regular hours and shift hours reporting

We will be sharing this presentation with you by email at the end of the training. A User Guide will be shared closer to the go-live date.

***Show how to add and remove person
****ask are you seeing my screen
***File format upload
***xlsx is the preferred file format for uploading files.
***assign someone to review comments
***More smoothly
Kim – mention shift hours include in template
***FAQs will come
1st slide – mention for Jan 2026

Mandy

Post presentation



. 



AGENDA • Go-live timelines and What to Expect

• Navigating HORIZON CONNECT

• **New mandatory data points

• Warnings and errors

• Adjustment batches

• Task Management

• Access and profile changes

• Payment options

• **New Interest Reporting

• Contact TEIBAS

Presenter Notes
Presentation Notes
We will be discussing the following items during this session:



GO-LIVE TIMELINES

We are now live for entering March 2026 
work hours
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Presentation Notes
JAN WORK MONTH
You will enter your January hours in MERIT and must submit and finalize by Friday, Feb 20.  After that time your access to MERIT will change and you will not be permitted to make any new entries to MERIT. 
You will be permitted to view information and  print reports from MERIT for a period of 6 months – ending August 2026.  
After that time – we will be shutting down MERIT.

GO LIVE
Horizon connect goes live on Monday, March 9, 2026.
You will enter your Feb 2026 Hours in Horizon Connect
If you have adjustments for prior periods, they will be entered to Horizon Connect to the required WORK month.
If you have a batch that was left in Pending status in MERIT, that should be available in Horizon Connect in PENDING status.
Any balances outstanding will also be migrated to the new system.

Unfortunately, You will not have access to the new system until we go live on March 9, 2026.  
Remember TEIBAS staff will be on standby to assist when you log on for the first time.



GO-LIVE TIMELINES

RECOMMENDED CHECKLIST FOR ENDING MERIT USE:

 Print your fiscal 2025 reports from MERIT and as many years as you need. 

MERIT is no longer accessible for inputting any information, but you can view, print 

and export until the end of August 2026

 View Jan and Feb transactions in MERIT

 Entry Grid Users – Create entry grid (1-time setup)

Presenter Notes
Presentation Notes
This means:  
You will end the Jan 2026 WM reporting in MERIT.
You will enter Feb 2026 WM transactions to the new system – HORIZON CONNECT

2025 Tax reporting  - After you have entered your Dec 2025 WM  transactions to MERIT, you should print any reports you need from MERIT.   This will help you to research any historical adjustments you may need to do



TEIBAS will continue to provide clear communication on the cut-over dates




WHAT TO EXPECT WHEN YOU LOG IN

Everyone who currently has access will be granted access to                   
Horizon Connect

 You have received an email from: 
noreply@teibas.com

 Activate your account and change your password
 Set up multi-factor authentication - required with every login
 Check your spam folder 

Presenter Notes
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EVERYONE WITH ACCESS
If you know that you have someone on staff who is either not with the organization or whose role has changed, and they should no longer have access, please send an email to employers@teibas.com.  We will ensure that they do not have access in the new system

MFA – This is the world we live in
Are there enhanced security features in HORIZON CONNECT?
Yes. Horizon Connect has multi-factor authentication so that your account, including your employees’ data remain secure and less susceptible to malicious attacks. 


STRONG Password – The system will provide instructions on what the requirement are and will permit you to change your password. We encourage you to change passwords every so-often.  Yet to be determined if the system will force you to change passwords.

mailto:noreply@teibas.com


WHAT TO EXPECT WHEN YOU LOG IN

Step 1 – Activate your Account

The email will have your username and instructions 

on how to log into the system. 

If you have not received an email, please contact the 

Employer Services team at employers@teibas.com.
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EVERYONE WITH ACCESS
If you know that you have someone on staff who is either not with the organization or whose role has changed, and they should no longer have access, please send an email to employers@teibas.com.  We will ensure that they do not have access in the new system

MFA – This is the world we live in
Are there enhanced security features in HORIZON CONNECT?
Yes. Horizon Connect has multi-factor authentication so that your account, including your employees’ data remain secure and less susceptible to malicious attacks. 


STRONG Password – The system will provide instructions on what the requirement are and will permit you to change your password. We encourage you to change passwords every so-often.  Yet to be determined if the system will force you to change passwords.

mailto:employers@teibas.com


WHAT TO EXPECT WHEN YOU LOG IN

Set a strong password
The application will guide you on creating a strong password
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Presentation Notes
EVERYONE WITH ACCESS
If you know that you have someone on staff who is either not with the organization or whose role has changed, and they should no longer have access, please send an email to employers@teibas.com.  We will ensure that they do not have access in the new system

MFA – This is the world we live in
Are there enhanced security features in HORIZON CONNECT?
Yes. Horizon Connect has multi-factor authentication so that your account, including your employees’ data remain secure and less susceptible to malicious attacks. 


STRONG Password – The system will provide instructions on what the requirement are and will permit you to change your password. We encourage you to change passwords every so-often.  Yet to be determined if the system will force you to change passwords.



WHAT TO EXPECT WHEN YOU LOG IN

Step 1 - Done!  
 You will also receive an email confirming the 

change in password.

 Click on the Employer Portal hyperlink :

Sign In

 Enter your credentials
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Presentation Notes
EVERYONE WITH ACCESS
If you know that you have someone on staff who is either not with the organization or whose role has changed, and they should no longer have access, please send an email to employers@teibas.com.  We will ensure that they do not have access in the new system

MFA – This is the world we live in
Are there enhanced security features in HORIZON CONNECT?
Yes. Horizon Connect has multi-factor authentication so that your account, including your employees’ data remain secure and less susceptible to malicious attacks. 


STRONG Password – The system will provide instructions on what the requirement are and will permit you to change your password. We encourage you to change passwords every so-often.  Yet to be determined if the system will force you to change passwords.



WHAT TO EXPECT WHEN YOU LOG IN

Step 2 – Log In
 Click on the Employer Portal hyperlink

Sign In

 Enter your credentials
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EVERYONE WITH ACCESS
If you know that you have someone on staff who is either not with the organization or whose role has changed, and they should no longer have access, please send an email to employers@teibas.com.  We will ensure that they do not have access in the new system

MFA – This is the world we live in
Are there enhanced security features in HORIZON CONNECT?
Yes. Horizon Connect has multi-factor authentication so that your account, including your employees’ data remain secure and less susceptible to malicious attacks. 


STRONG Password – The system will provide instructions on what the requirement are and will permit you to change your password. We encourage you to change passwords every so-often.  Yet to be determined if the system will force you to change passwords.



WHAT TO EXPECT WHEN YOU LOG IN
Step 2 - Multi-Factor Authentication
 You will be navigated to the multi-factor authentication 

page.

 Click on Enable Secure Verification
 There are multiple options for validating identity:
E-mail (recommended) – Passkey given in email
Mobile App – App generates code, or user approves 

via push notification (no # required)
Phone Number – receive code by call or text
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EVERYONE WITH ACCESS
If you know that you have someone on staff who is either not with the organization or whose role has changed, and they should no longer have access, please send an email to employers@teibas.com.  We will ensure that they do not have access in the new system

MFA – This is the world we live in
Are there enhanced security features in HORIZON CONNECT?
Yes. Horizon Connect has multi-factor authentication so that your account, including your employees’ data remain secure and less susceptible to malicious attacks. 


STRONG Password – The system will provide instructions on what the requirement are and will permit you to change your password. We encourage you to change passwords every so-often.  Yet to be determined if the system will force you to change passwords.



WHAT TO EXPECT WHEN YOU LOG IN
Managing Multiple accounts?
 You will receive a separate email for each 

account that you are reporting for
 The username will be different for each 

account, but you can use the same 
password for all your accounts
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EVERYONE WITH ACCESS
If you know that you have someone on staff who is either not with the organization or whose role has changed, and they should no longer have access, please send an email to employers@teibas.com.  We will ensure that they do not have access in the new system

MFA – This is the world we live in
Are there enhanced security features in HORIZON CONNECT?
Yes. Horizon Connect has multi-factor authentication so that your account, including your employees’ data remain secure and less susceptible to malicious attacks. 


STRONG Password – The system will provide instructions on what the requirement are and will permit you to change your password. We encourage you to change passwords every so-often.  Yet to be determined if the system will force you to change passwords.



NAVIGATING THE APPLICATION
To log in Monthly
• Go to Teibas.com/Horizon Connect-Employer Portal

• Enter Username or Email

• Enter Password

• Click ‘Sign In’

• Verify using MFA

Presenter Notes
Presentation Notes





NAVIGATING THE APPLICATION 1. WORKBOARDS
2. TABS
3. EVENTS

Presenter Notes
Presentation Notes

Top Menu – Workboard
Middle - Tab
Left Side - Events





ENTERING A 
CONTRIBUTION REPORT

• Go to Employer Information -> Monthly Contribution Reporting -> At a Glance

• Select the month and click on the “3-dots” in the “Action” column

• Select “Import file” or the option you prefer

• Make note of the batch ID

Presenter Notes
Presentation Notes

SWITCH TO APPLICATION


Screenshots on :
Demo – screenshots will be in the presentation material to be shared with the Focus Group at the emd of the meeting
Drag and Drop, Upload, Enter from Grid
Templates
Validations

Message Board – not configured




ENTERING A 
CONTRIBUTION REPORT

IF YOU ENTER HOURS DIRECTLY TO THE ENTRY GRID
• Option 1: Download the most recent grid from MERIT and convert to new 

template then upload to Horizon Connect

• Option 2: Enter names directly into Entry Grid in Horizon Connect (1st

time only) 

• After setup, every month the Entry Grid will populate with names

Presenter Notes
Presentation Notes

SWITCH TO APPLICATION


Screenshots on :
Demo – screenshots will be in the presentation material to be shared with the Focus Group at the emd of the meeting
Drag and Drop, Upload, Enter from Grid
Templates
Validations

Message Board – not configured




NEW DATA POINTS
You will be required to submit details of overtime hours

• You will enter 
• Hours Worked
• Time and a half overtime hours worked - x1.5
• Double time overtime hours worked  - x2
• The system will calculate total Hours Earned



NEW DATA POINTS

• For example, if a member worked 10 hours in a week (regular hours, and overtime 
hours) you will be asked to provide following information:

• Regular hours worked = 5 hrs.

• Overtime hours worked at time and a half = 2 hrs.

• Overtime hours worked at double time = 3 hrs.

• The system will calculate the hours earned as follows:

5 hrs. + (2 hrs. x 1.5) + (3 hrs. x 2) = 14 hrs. earned

• SHIFT HOURS: Continue to report shift hours using the Shift Agreement codes

Presenter Notes
Presentation Notes

Check the batch # - the most recent one is at the top.



VALIDATING YOUR SUBMISSION
Validations give you notice that something needs to be corrected in your batch.

There are 2 types of validations:

Warnings
You can complete the batch without addressing Warnings – not recommended

Examples:

• Hours earned is > 300 hours

• Member with same name exists with different SIN

• Contributions received for unknown member. Person will be created.

Presenter Notes
Presentation Notes
View errors by member
Check Status.
To fix – go to View Imported data and EDIT – Change the hours or SIB as needed.  REMREMBER the system will calculate the Hours Earned

**INVALID SIN WILL BE AN ERROR IN PRODUCTION**





VALIDATING YOUR SUBMISSION

Errors
Will not allow you to complete the batch

Examples:

• Invalid SIN

• If you are an Owner Operator and the hours reported is < 150 hrs. earned

• Job class does not match with the agreement for this employer

Presenter Notes
Presentation Notes
View errors by member
Check Status.
To fix – go to View Imported data and EDIT – Change the hours or SIN as needed.  REMREMBER the system will calculate the Hours Earned

**INVALID SIN WILL BE AN ERROR IN PRODUCTION**





ADJUSTMENT BATCHES

• If the adjustment batch is positive (missing hours)

• Go to the month that is missing hours – At a Glance

• Create a second batch and enter the missing hours 

• Assign the batch as an Adjustment and give a reason

• Complete all Events

• Submit

Presenter Notes
Presentation Notes
POSITIVE – if you are entering a positive batch you must provide the reasob – enter the batch




ADJUSTMENT BATCHES
NEGATIVE ADJUSTMENT BATCHES NEED TEIBAS APPROVAL!
You will be able to confirm the batch, but hrs. will not post to employee’s record.
System will automatically create a Task to the Employer Service team + CREATE A TASK WITH 
EXPLANATION.

• Job class changes
• Create a new adjustment batch with negative hours for the wrong job class and positive hours 

for the correct job class.
• Upload any support through task management if needed

• Too many hours reported/sent for wrong person)
• Go to the month and enter a negative adjustment batch
• Assign as an adjustment batch

Presenter Notes
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POSITIVE – if you are entering a positive batch you must provide the reason – enter the batch

Negative Batch – Task management will be used to notify TEIBAS.  Still under construction



TASK MANAGMENT



PAYMENT OPTIONS
Your payment options remain the same:

• PAD – Funds are deducted from your account on the 20th of the month

• EFT – Send your remittance using your online banking

• Direct Deposit – Funds are deposited directly to the Trust account

• Cheque – Cheque must be delivered to TEIBAS offices by the 20th of the 
month



**NEW INTEREST REPORTING

Interest Calculations
• Interest is now calculated and reported as it is incurred vs when 

payment is made

• The Interest rate remains unchanged:
$0.08 per $100 outstanding per day or 29.2% pa

• The prior balance on the confirmation statement now includes interest

Presenter Notes
Presentation Notes
Mpore aligned to GAAP



ACCESS TO YOUR ACCOUNT AND PROFILE CHANGES
• The address on file is at the header of all screens

• If your contact information changes, contact TEIBAS – CREATE A TASK

• If your employees leaves your company, you must remove their access 

to the application – CREATE A TASK

• Ensure that TEIBAS has updated phone numbers and email addresses for you

• Adding new persons to access your account – You will be able to initialize that request

Presenter Notes
Presentation Notes
Address changes – review in system – CHANGE??? – TBD
CONTACTS - review in system – CHANGE??? – TBD




FREQUENTLY ASKED QUESTIONS
• Will TEIBAS support me during the transition?   YES! 
• Will a User Guide be available?   YES! 
• Will the Training deck be available?   YES!

Remember – WE’RE HERE TO HELP!

Employer Services Team: 
CREATE A TASK!!

Email : Employers@teibas.com
Vanitha : Vanitha@teibas.com ext. 703

Ashley: Ashley@teibas.com ext. 780
Phone # 416-637-6789

Presenter Notes
Presentation Notes
We will post a more complete FAQ to teibas.com, and we will likely include it in any future communication to you.

mailto:Employers@teibas.com
mailto:Vanitha@teibas.com
mailto:Ashley@teibas.com


QUESTION AND COMMENTS...

THANK  YOU FOR  YOUR FEEDBACK!

Presenter Notes
Presentation Notes
Patch – Jan 16th – statements won’t show on first 2 training
Statements – what shows in summary shows in statement – with Jan 16 patch
Task management – works
SIN validation- warning

Task management – hyperlink goes nowhere – not visible to employers. ERs can create task
Sort Filter – inconsistent

Cecile to test further. – by this weekend

Square9 – all uploaded to employer contribution folder – does system create a task to employer services.
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