
Remove employees 

Remove employees from payment coupon to pay for 
only those members who require monthly off-payroll 
reconciliation 
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Presentation Notes
NEED SOMETHING HERE IN PICTURE LOCATION



WEB CONTRIBUTION TOOLS 
 remove employees 

Every employee in the agency will have partial invoices left unpaid at the end of 
each coverage month. Agencies need to be able to sort the members and 
create a coupon for ONLY those members who need to be paid via IET or with a 
zero payment coupon. 

Removing employees does NOT remove their invoices 
from your billing, it only removes them temporarily 
from the monthly contributions screen so that you 
can pay for only the members you select. 



Web contribution tools 
 remove employees 

Your coupon can include as 
many or as few employees as 
you need. All of your 
employees will initially be in 
the “Employees Included” 
box.  

You can move all employees or 
only a few employees from the 
Included Box to the Excluded 
Box by selecting employees and 
using the “Remove/Include” 
buttons between the boxes. 
Once you have the employees 
you want to pay for, click 
“Done”. 



Web contribution tools 
 remove employees 

**PLEASE NOTE** 
 
This page will revert back to all invoices if you navigate anywhere else in 

the website before creating a coupon. 

BEFORE AFTER 
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