
1. LOGIN

Horizon Connect can be found at: https://teibas-employer.cpashosting.com/employer-idcs/servlet/LoginServlet?Action=Login.  We recommend 
that Horizon Connect users access the employer reporting portal using either Microsoft Edge or Google Chrome for the best user experience.  The 
use of other browsers may provide a poor user experience. You can also access Horizon Connect on teibas.com under the Employers tab at the top 
of the page. To login enter your employer code, username, and password provided by TEIBAS.

2. ENTER DATA

Navigate to Employer Information -> Monthly Contribution Reporting -> Action buttons on the work month row and select Import file or Entry Grid.

Enter the hours for each employee ensuring that the agreement and job class are correct. If another line is required for a new employee, or for a change in 
job class, click "New" to insert new row.

3. ADDING EMPLOYEES

You can do one of three options to add employees. The first action is you can import a file to add employees under the Employer information tab similar to 
when you import a file. Under the Employer tab can also click on the “Action” button, and add the employees there. You can also enter the employees 
directly into the entry grid. You can enter the SIN number, First Name, Last Name etc., if you have uploaded previously to the grid. The other option is create 
a “Blank List”. Go to the “Action”  button, then select the blank list. The difference between a blank list and the entry grid is the entry grid will contain 
previously entered employers, whereas the blank list is blank and is where you can add new employees.
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4. IMPORTING FILES

If you need to import a file in Horizon Connect, go to the Employer Information tab, then to monthly contribution reporting tab.  When you go to a specific 
work month, go to the last column called the “Action” column, click on the three dots that appear next to the “Action” column. Select import file. Then you 
can either drag and drop the file into Horizon Connect or click browse the file. You can then select the file you want to input from your computer.
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When you finish entering the hours for each employee, select "Submit".

5. VALIDATE DATA

Select the "Validate Import" event on the left and click on "Finish". Horizon Connect will review the submission for any warnings and errors.  Warnings will 
allow you to still submit the batch where an error will not and require you to address the error.  Click on the "View All Errors" or "View Errors by Member" 
events to review. To fix an error, go to the "View Imported Data" event and edit or delete a line, then validate again.
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Select the "Summary" event to view the totals. Confirm the total hours and required remittance for each agreement and job class.

Print a copy of the transaction for your records. Click the "Employer Statement" event on the left and download the statement using the hyperlink.

6. DATA SUBMISSION AND CONFIRMATION STATEMENT

Once you have reviewed the information reported – agreements, hours worked, hours eared, and required amount, select the "Confirm Batch" event on the 
left.  Select Finish. This will inform TEIBAS that your data entry is complete and the remittance is being sent. You cannot delete a batch after it is confirmed.
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Remit funds to TEIBAS. Electronic Funds Transfers should be processed using your online banking. Pre-authorized debit transactions are processed
on the 20th of the month. Cheques may be post-dated to the 20th of the month and must be sent with a copy of the Confirmation Statement.

7. ADJUSTMENT BATCH AND TASK MANAGEMENT

If you enter too many hours or you need to make an adjustment, you can run an adjustment batch.

If you make an error and need to let Employer Services know, you can submit a ‘task’ asking them to review the hours entered.
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Upload signed form to the Task Management workboard of Horizon Connect.
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Privacy Warning: Please return your completed and signed forms to TEIBAS via mail or fax. If you wish to scan or provide your completed and signed form by email, please contact 
TEIBAS for assistance so that a secure encryption portal can be provided to you to safely return the form. Please be advised that if you return the form or provide any other sensitive 
or personal information to us by regular email, the information is not secure and may be vulnerable to unauthorized use. Neither TEIBAS nor the Board of Trustees of the Local 353, 
IBEW Trust Funds will be responsible for any unauthorized use, disclosure, interception or other privacy breach where personal information or other sensitive information is provided 
by you to TEIBAS through the use of email.




