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WEB BILLING PROCEDURES

Welcome to Boston Mutual Life Insurance
Company’s Web Billing Procedures.

If you have any questions, please contact Anji
Maskell at 1-800-669-2668 ext. 512.

Login Page:
www.bostonmutual.com/webbilling

FAMILY MATTERS. NO MATTER WHAT.


http://www.bostonmutual.com/webbilling

MAIN LOGIN PAGE

Untitled Page

(_:'D Boston Mutual

LIFE INSURAKCE COMFANY SINCE I5%1

Boston Mutual Life Insurance
Web Billing Login

List Bill #:| |
Password: | |

Bigger
han

Life s

Page 1 of 1

FAMILY MATTERS. NO MATTER WHAT.




LISTBILL SELECTION SCREEN

All listbills that have not been paid will show on this
screen. See RED notes for first time users.

Boston Mutual Web Billing - List Bill History Page 1 of 1
<, Boston Mutual | Bisger fos

Life ...
|Brefgonces First time users must
List bill number: 1501 update preferences by
e ate Stacus clicking here.

10/01/2006 Opcn ‘->>>v\

To begin Reconciliation,
click here.

FAMILY MATTERS. NO MATTER WHAT.



PREFERENCES

Listbill Preferences will be saved.

Boston Mutual Web Billing - List Bill Preferences Page 1 of 1
N Log Out
— Boston Mutual | Bigger
c:;} lliggktlultE comrany swce a9t | Than
Life ...
Return to
History thmge Passworgj Previous
User preferences for list bill number: 1501
Preferences
¥;:|;smital Electronic Funds Tranfer : : : :
ABA First time users click Edit to
Routing # select Transmittal Type and enter
:"‘-"’i‘l‘“‘# | @bosonmutal your e-mail address. These can
ma sandy carraggi{@bostonmutual.com ] ]
’ be updated as needed by clicking
Edit.

FAMILY MATTERS. NO MATTER WHAT.




USER PREFERENCES

«_——, Boston Mutual | Bigger

LIFE INSURANCE COMPANY SINCE IB91 an

Life ...

Transmittal Type is how you will remit
payment. Please set preference to “Paper

User preferences for list bill number: 1501 i
Check” unless you select to have the

Preferences Electronic Funds Transfer initiated by Boston
Transmital 2% Check. Mutual Life. The Electronic Funds Transfer
Type will require your ABA Routing number and
ABA : Account # of the account you want the funds
Routing # withdrawn from.

Account # | |

Email [sandy_carraggi@bostong — Enter E-mail Address of the contact you

would like to receive notifications regarding
the web billing account.

Click on Update to save changes. You will be returned to the User Preference
page so you can change your password.

FAMILY MATTERS. NO MATTER WHAT.




CHANGE PASSWORD

Boston Mutual Web Billing - List Bill Preferences Page 1 of 1
" Log Out
: Bigger
Cj Eﬂgntuﬁp MMHFH!EIE'! Than
Life ...
Return to
|History “Qﬁagge Password I Previous

User preferences for list bill mﬁﬂ\

Preferences C | I C k O n

Transmital o, Funds Tranfer

Type Change

ABA

Routing # Password

Account #
Email sandy_carraggi@bostonmutual.com

FAMILY MATTERS. NO MATTER WHAT.




CHANGE PASSWORD

Untitled Page Page 1 of 1
. Log Out
Bigger
<=, Boston Mutual | Bisg
Life ...
Change Password
Current Password: | e Enter Current Password
New Password: | ,J\
Confirm 1 Enter New Password twice.
Password: E |

... Update. .| [....Cancel .|

Click update to save changes.
Note: You may use the same
password for all of your listbills.

FAMILY MATTERS. NO MATTER WHAT.




BEGIN RECONCILIATION

q} Boston Mutual

LiFE INSURAHCE COMPANY SINCE 1891

Bigger
an

Life ...

Preferences |

List bill number: 1501

Due Date  Status — Click on >>> next to the date you wish to
10/0172006 Open 222 reconcile. This will bring you to the
Summary Screen

FAMILY MATTERS. NO MATTER WHAT.



SUMMARY FOR LISTBILL SCREEN

. Lﬂg HE!
«—, Boston Mutual | Bigger
LIFE INSURAMCE COMPANY SInCE 1620 T_ha“ To begin Reconciliation, click on Show Employees
Life ...
Histo @Qw Emplovees Preferences
Listbill due date
-
Summary for List Bill # _|Due Date: 10/01/2006
Number of To change the
BMIL. Billed — Amount Billed / deductions billed |, per of deductions
Amount: 3,654.24 Deductions: 4 B you wish Lo pay. click
New Amount Billed: 3,475.9:}\ New Deductions: [Edit? .
_New Amount Billed-recalculated amount due based on
changes you make during reconciliation
Status Code: Open T CHSE VLT FIOTD
Deduction
Frequency: Weekl Company Name: ITT POWER SOLUTIONS
Apency: 56310 Policies (BML): ﬁﬁg\\ C
Rep Initials: RM Policies (Total); 259 ompanyé
Rep Ext: 477 — : name an
Your Account Representatives initials and telephone extension. number of
Policies billed.

[ Show Employees. -] [ioee o bockBill. . o

FAMILY MATTERS. NO MATTER WHAT.




EMPLOYEE DETAIL SCREEN

~, Boston Mutual | Bigger
Q__.} LIFE [NSUBANCE COMPANT SIHCE 1891 Tl}ﬂn
Life ...

Click on Summary at any time to return to the
Listbill Summary Screen and finalize payment.

{History

Employee detail for List Bill #: 1501 Due Date: 10,/01,/2006
Amount Billed: 1,745.55

Find changes Only, will
list only those
employees who have
an entry in the New
Amt. Field.

Printer Friendly
Version to keep
for your records

[ Add New Employee ||  Employee Search | |

Find Changes Cnly .|

|Next Page| [  Friendly Print |

1234567 3g10

<« \/ Click on page number, >> or Next

Page to change pages.

55N MName First Mame Dwgt. Wkly Deduct. Tot Amt.

olicies **7224 ETT JUNE 578 2412 11.56 Edi

Policies """ 3235 CARLSO EMNE 3.00 12,00 &.00 Ednt

Policigs ******1441 . 12.38 Deceased TET Edit

Policlss ****9535 List can be sorted by SSN, Last Name or Dept. By 1870 C

Policies *+*+1237 clicking on the header. The last 4 digits of the SSN 1524 Edit

V- o10s | @re displayed, but sorting will use the entire SSN. 12 45 Edit

Click 9164 HALLE MATHEW 5.42 25 68 12,84 Edit

iCi §.00 32,00 16,00 TEST : .
Po“CIeS ‘923; FI::{;:.G :::;:tEEH 442 17.68 8.54 CIICk Edlt to
| L . i .

toseea change the
I- t f ” *5342 CHAFFEE DAMIEL 436 21.80 872
IStora o _ , amount
p0|IC|eS Hi-lighted rows Non-Employees remltted

FAMILY MATTERS. NO MATTER WHAT.




NEW AMOUNT PAID

- | oy Log Qut
< Boston Mutual | Bigger
- LIFE |NSLIRARCE COMPENT SIRTE FERI a_“
Life ...
History  |[Summary  |Preferences |

Employee detail for List Bill #: 1501 Due Date: 10/01/2006
Amount Billed: 1,745.55

Return to Employees will bring you to the Employee Detail Screen.

| Return To Employees | [ Faendly Print_ |
First Wikly Tot
55N Last Name Name Dent. Deduct. Ami Mew Amt. Reason Code Remarks

w7224 JARRETT  JUNE 578 24.12 [11.5600 _ | | | Ypdate Cancel
“Hi-lighted / /
Enter amount to be paid in the box. Click on Update to save changes.

Emp. _F:-:r_lic_y__# Dept. Coverage Last Mame First Name Paid To Dt Ded. Amt. # Ded. Tot. Amt. C I ” b 0
- LIFE FILAULT  CHRISTINA 110108 1.20 4 4 50 AMCEAR ”_ng
Employee LIFE FILIWULT  JENNIFER 100108 118 4 472 you to_the Policy
I. LIFE FILWAULT  JOSHUA 100108 1.21 4 4. B4 detall screen
PO ICy LIFE FILIAULT  JOSHUA JR 100108 1.00 5 5.00
Detall LIFE JARRETT JUNE 100106  0.00 5 0.00
LIFE JARRETT SAMANTHA 100108  1.19 4 476

FAMILY MATTERS. NO MATTER WHAT.




ADD EMPLOYEE NOT LISTED

: - Log Qut
~~o Boston Mutual | Bigger
% LIFE INSURRNCE COMPANY SINCE 1891 Thﬂ[‘l
l_ife -

Employee detail for List Bill #: 1501 Due Date: 10/01/2006
Amount Billed: 1,745.55

[ f_Add New Employee |[

Click Add New Employee to remit

Employee Search | [ Find Changes Only .|  |MextPage| [ Friendly Print

. 123458678010 . ==
deductions for an employee not

. . t Name Dept. Wkly Deduct. Tot Amt. New Amt. Reason Code Remarks
listed on the bill

E 578 2412 11.56 Edit
Policies *****"3235 CARLSON CHARLENE 300 1200 6.00 Edit
Poligies ******1441 HILLS EDWARD JR 618 3065 12.38 Deceased TET Edit
Policles **"*8535 ZERCHERM JEAN 9.35 4575 18.70 Edit
Policies *+****1237 DION SANDRA 762 30.48 15.24 Edit
Policigs ******0108 REDMOND CHERLYN 623 2492 12,46 Edit
Policies ******9184 HALLE MATHEW B42 2568 12.84 Edit
Paligizs ****9801 PIEROG KATHLEEN 8.00 32.00 16.00 TEST Edit
Policigs *™**4006 LONG JERRY 442 17.68 3.54 Edit
Policies ******8342 CHAFFEE DANIEL 4,36 21,80 8.72 Edit

*Hi-lighited rows NonEmployees

FAMILY MATTERS. NO MATTER WHAT.




ADD NEW EMPLOYEE

- B t M t I Bi ager Log Qut
{__} urgﬁmcuﬂnnvm}!'mhlﬂl T an
Life ...
""" istory | |Summary | |Preferences | Fill in entire SSN, Last Name and First Name of

employee you wish to add
Employee detail for List Bill #: 1501 Due Date: 10/01/2

Amount Billed: 1,745.55
| Add New || Cancel |  [NextPage|™ [ Friendly Print |

5(;6.?\': | ‘| Last Name: i | First Name: ]— |
0 1234586878510 . ==
Click Add New to save
Chan es e First Name Dept. Wkly Deduct. Tot Amt. Mew Amt. Reason Code Remarks

g JUMNE 578 2412 11.56 Edit
Policiag "**"*3235 CARLSOMN CHARLEME 3.30 12.00 5.00 Edit
Policies =™ 1441 HILLS EMWARD JR 5.19 30.95 12.38 Deceased TET Edit
Foligies = *=35356 FERCHERM JEAN 9.35 4575 18.70 Edit
Folicies =**=***1237 DIOM SaMNDRA 762 inag 15.24 Edit
Policias ******0108 REDMOMND CHERLYM 523 2492 12.46 Edit
Policies *****3184 HALLE MATHEW 642 2568 12.84 Edit
Policies ******8801 PIEROG KATHLEEM B.O0 32.00 16.00 TEST Edit
Policias ******4008 LONG JERRY 4.42 17.68 4.84 Edit
Pglicies ******8342 CHAFFEE D MIEL 435 21.80 872 Edit

*Hi-lighted rows Mon-Employees

FAMILY MATTERS. NO MATTER WHAT.




ADD NEW EMPLOYEE

: - Log Quit
. Boston Mutual | Bigger
C_.:} LIFE INSURANCE COMPANY GINCE (891 Tl-;:an
Life ...

Misory  ||Summary  |[Preferences |

Employee detail for List Bill #: 1501 Due Date: 10/01,20006
Amount Billed: 1,745.55

[ Add New Employee || Employee Search | [ Find Changes Cnly.. .|  |NextPage| [ Friendly Print |

12345673010 .. ==

55N Last Name First Mame
Policias ******7224 JARRETT JUNE 578 2412 11.56
Policies ******3235 CARLSON CHARLENE 300 12.00 £.00
Poligies ******1441 HILLS EDWARD JR 614 30.65 12.38 Deceased
Policies *~***8535 ZERCHERM JEAN 9.35 4575 18.70
Policies *~**1237 DION SaMNDRA 762 30.48 15.24
Paolicis ****"*0109 REDMOND CHERLYN 623 2492 12 .46
Palicies **™***9184 HALLE MATHEW 5642 2568 12.84
Paligies ******4801 PIEROG KATHLEEM 8.00 3200 168.00
Policies ****4008 LONG JERRY 4.42 17.68 8.584
Policies ******8342 CHAFFEE DAMIEL 4.36 21.80 872

*Hi-lighted rows Non-Employees

Click the Edit button
next to the added
employee to enter the
amount being
remitted.

Dept. Wkly Deduct. Tot Amt. New Amt. Reason Code Remarks X

Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit

TET

TEST

FAMILY MATTERS. NO MATTER WHAT.




ENTER AMOUNT TO BE PAID FOR NEW

EMPLOYEE

. Log Qut
Bigger
<~ Boston Mutual | %28
Life ...
i s et —
Hisory | |{Summary [Preferences | Enter Amount to be remitted in New

Employee detail for List Bill # 1501 Due Date: 10/01/2006 Amt. box and ﬁ“Ck update to save
Amount Billed: 1,745.55 changes.

| Retum To Employees | [ Friendly Print |

First Wiy Tot

S5N Last Name Name Dept, Deduct. Amt, Mew Amit. Reason Code
1111 doe jane 0.00  0.00 [0.0000 ] - | Update Cancel
‘Hi=lhghted
rovws M-
Employees

Emp. Policy # Dept. Coverage Last Name First Name Paid To Dt. Ded. Amt. # Ded. Tot. Ami.
* doe jane 0.00 0 0.00

FAMILY MATTERS. NO MATTER WHAT.




EMPLOYEE SEARCH

i " Log Qut
— Boston Mutual Bigger
QD LIFE INSUREANCE COHPENT DIHCE (B5) Than
Life ...
T | T —| T e— Employee Search allows you to search for a

particular employee to make adjustments or

Emplﬂyee detail for List Bill #: 1501 Due Date: 10/ notes regarding emp'oyment_

Amount Billed: 1.745.55

[ AddNew Employee || Employee Search | [ Find Changes Cnly ]  [Next Page| [ _ Friendly Print |

123458873010 . >>

85N Last Name First Mame Dept. Wkly Deduct. Tot Amt. New Amt. Reason Code Remarks
Policies ******7224 JARRETT JUNE 578 2412 11.58 Edit
Policies *****"3235 CARLSON CHARLEME 3.00 12.00 .00 Edit
Poligigs ******1441 HILLS EDWARD JR .19 an.es 12.38 Deceased TET Edit
Policies *~**8535 ZERCHERM JEAN 9.35 4575 18.70 Edit
Policies **"**1237 DION SANDRA 762 30.48 15.24 Edit
Policigs =***~* 0109 REDMOMD CHERLYMN 523 24 92 12.46 Edit
Palicies *****"9184 HALLE MATHEW 542 25168 12.84 Edit
Paligies 9801 PIERDG KATHLEEM 8.00 3200 16.00 TEST Edit
Policies 4008 LONG JERRY 4.42 i7.68 8.84 Edit
Policies ******8342 CHAFFEE DAMIEL 436 21.80 872 Edit

*Hi-lighted rows Non-Employees

FAMILY MATTERS. NO MATTER WHAT.




SEARCH FOR AN EMPLOYEE

. Log Out
Bigger
<> Boston Mutual | "
Life ...
. R e N Enter SSN, Last Name, First Name or Dept. as
History | Summary  |[Preferences ] your search criteria.
Employee detail for List Bill #: 1501 Due Date: 20

Amount Billed: 1,745.55
Find || Cancel Find | —[Next Page| | Fnend‘ypnnt .

SSN: | tci Last Name: | First Name: B | ]]ept.:i[
12345678910+

Click Find to ne First Name Dept. Whiy Deduct. Tot Amt. New Amt. Reason Code Remarks
search. JUNE 5,78 24.12 11.56 Edit
T AT T CHARLENE .00 12.00 .00 Edit
1441 HILLS EDWARD JR 618 3085  12.38 Deceased  TET  Edit
s=ee449535 ZERCHERM JEAN 935 4575 18.70 Eiit
sasv=q237 DION SANDRA 782 3048 15.24 Edit
0108 REDMOND CHERLYM 623 2492 12.46 Edlit
werg184 HALLE MATHEW 642 2558 12.84 Edit
weetgg0q PIEROG KATHLEEN 800  32.00 16.00 TEST  Edit
4006 LONG JERRY 442 1788 8.84 Edit
R4 GHAFFEE DANIEL 435 2180 8.72 Edit

*Hi-lighted rows Non-Employees

FAMILY MATTERS. NO MATTER WHAT.




COMPLETING TRANSACTION

Boston Mutual Web Billing - List Bill Summary . . Page 1 of 1
When reconciliation is complete,

return to the Summary Page

. Log OQur
- Bigzer
< —— Boston Mutual | =&
Life ...
iHigtow Iig@w Emplovees ﬁPrefereng§ }

New Amount Billed should be equal to
your payroll deductions.

Summary for List Bill #: 1501 Due Date: 10/01/200

BML Billed

Amount: 3.654.24 Deductions: e

New Amount Billed: 3,475. New Deductions:

Status Code: Open Case No.: 41865

Deduction

Frequency: Weekly Company Name: ITTY POWER SOLUTIONS

Agency: 56310 Policies M : 259

Rep Initials: RM Policies (] T . c

Rep Ext: 477 If further reconciliation is necessary, cI|cI_< on
Show Employees. If the New Amount Billed is

smnOW-Employees. ... Lo Lok Bill oo correct, click on Lock Bill.

FAMILY MATTERS. NO MATTER WHAT.




ADDITIONAL INFORMATION

 We will send an e-mall to the address listed in
preferences when there is a new listbill available.

« If you lock a bill in error, you will need to contact
Boston Mutual to have it un-locked. You can call
1-800-669-2668 and the extension listed on the
Summary Page for your Account Representative.

e |f you forget your password, please click on Send
Password to my Email address or call us for
assistance.

 Payments should be sent to Boston Mutual Life
Insurance-W P.O. Box 55153 Boston, MA 02205-

FAMILY MATTERS. NO MATTER WHAT.
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