Online Monthly Payroll Reporting or Paying

Using FHMconnect

REGISTER FOR ONLINE ACCESS

In order to pay your bill online or report payroll online, you must already be a registered user of FHMconnect.
If you do not currently have access, it is simple to register.

* Go to www.fhmic.com,

* Find “FHMconnect”

* Go through the registration process for “policyholder”.

* You will be emailed a user name and link to set a password.

* You may now login to your account at FHMconnect “login”.

KNOW YOUR BILLING PLAN

In order to pay your bill online, you must know what type of billing plan your account was set up with.

Is your account set up with a monthly installment billing plan?

|:| This policyholder receives monthly statements and usually pays a down payment and nine (9)
monthly installments.

Or a monthly self-reporting payroll billing plan? (also known as a monthly self-audit plan)
|:| This policyholder reports payroll monthly to calculate the amount to pay.

If you aren’t sure, contact your agent or the FHM Policy Services Department at 800-329-4340 Ext. 2239
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Online Monthly Payroll Reporting or Paying

Using FHMconnect

MONTHLY INSTALLMENT PLANS

* Log in to your account portal using FHMconnect at www.fhmic.com.

* Click the gold “l Want To...” menu in the right corner and the Make a Payment option or go to “My Policies” on
the left side and Make a Payment.

¢ |f your bank account information has never been entered or needs to be changed, click Editor + icon and enter
your bank account information.

¢ You have the option of making recurring automatic monthly payments from your bank account or a one-time
payment. Check the appropriate box or boxes.

* ** |If you choose ACH Autopay, we will need a signed authorization form on file. This form can be found at
www.fhmic.com or contact Billing at billing@fhmic.com or 800-329-4340. Please sign and email to

billing@fhmic.com or mail to FHM (address below).
* Once you have entered and saved your checking information you will not have to enter it again. You will be able

to immediately click “Pay”.

Bank Account Maintenance Make a Payment
Business Unit Statement
| - |
Bank Account Name Due Balance Payment Date
I [ Primary I
Payment Amount
Routing Number I

Bank Account

Account Number
| . - oo

By paying your FHM bill via the online billing service, you are authorizing FHM to

Type draw from your designated checking or savings account for the amount indicated in
I ~ the payment details above. Specific authorization is required for each online
payment transaction. You will receive an e-mail confirmation for each payment

transaction processed successfully. Although FHM is currently offering this service

[ ACH withdrawal: | authorize the use of this bank account for enline ACH to you free of charge, your bank may charge a fee.

withdrawals. Final audit payments are excluded from Autopay.
[ ACH Autapay: | authorize the use of this bank account for automatic

paymentsion Ihispalicemhien ey sreidue Widjoutiathersppovd. [J To authorize your payment, please read and accept the above Payment
[ ACH Disbursement: N/A Authorization.

Cancel =
Cancel

e Click “Pay”.

Payment Confirmation
e Confirm the payment amount is correct and select

Invoice: #122189

the desired bank account.

Confirmation: #66557

* Check the “Authorize” check box and click Due: 2/10/2019
Payment Amount: $16,351.00

“Confirm”.

Payment Date: 2/11/2019

¢ Click “Cancel” to cancel payment. BankAccoum‘- Bank of Florida [Account: **+++ )
Thank you for submitting your payment to FHM. Payments received after 11:00 AM EST
will be processed the next business day. You will be notified by email when your

payment is posted to your policy.
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Online Monthly Payroll Reporting or Paying

Using FHMconnect

MONTHLY SELF REPORTING PLAN

To properly calculate gross payroll please click on the instruction button found in the top right corner of the
payroll entry screen.

e Log in to your account portal using FHMconnect.
* Click the gold “l Want To...” menu in the upper right corner - select the $ReportPayroll option.
* Or go to “MyPolicies” on the left - ReportPayroll.

2019 - 212019 zero Ell
Evposure  Class Code/Deseription Extimared  Full-Time Empleyee Caunt Part.-Time Employee Caunt Payrall Rate  Manual Premium

w 5123 - Plurnbing Noc & Drivers $125,580 I 518 50
W 5537 - Heating, Ventitarinn, Alr-Conditianing And Refrigerarion Systems.insta £45.477 l 732 1)
W B742 - Salespirsons O Collectors-Oulside 32831 l 044 0
w BE10 - Clencal Office Emplayess Nor $76.384 I 023 30

Premium Calculation
Description Factor Ameount

Tolal Menual Prermiam

EZ Premium Adjustment @ 108354 50

Premium Due with This Report

Outstanding Bakince

Total Inchuding Outstanding Balance

Cancel Save & Submit t ater

Type in the gross payroll for each class code listed. Gross payroll includes normal gross payroll plus one third of

[ submir pay by check | subamic s pay onime

any gross overtime pay paid during the report period.
* Enter the number of employees for each class code listed.
* Click the appropriate option button at the bottom of the screen.
* If you have multiple units, click on the drop down menu, select the unit you want to enter the
payroll for, and then click continue. This will bring you to the reporting page. If you only have one unit,
you will be directed immediately to the reporting page.
* The website will calculate the premium due automatically.
¢ Choose your option to pay:

“Submit & Pay Online”
a. Submit payroll and pay your bill online.
b. Your payment will post immediately.

Click “Pay” and follow previous instructions as shown for Monthly Installment plan to confirm and authorize
payment.
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Online Monthly Payroll Reporting or Paying

Using FHMconnect

Submit & Pay by Check
a. Submit payroll, print the invoice and mail a check for payment.

b. Your payment will not be complete until your check is received and manually posted by FHM.

PAYROLL CANNOT BE EDITED AFTER SELECTING ONE OF THE SUBMIT OPTIONS
¢ To change payroll, select “Change Payroll” before clicking on a submit option.
e For help reporting payroll, contact the Billing Department at billing@fhmic.com or 800-329-4340.
e For premium audit questions, contact the Audit Department at premiumaudits@fhmic.com or
800-329-4340.

You are done! You will need to return to the website to report payroll monthly. Please note that you may only
submit payroll seven days prior to the month-end.

For questions or help contact us at: 800-329-4340
Billing: billing@fhmic.com

Underwriting: underwriting@fhmic.com

Audit: premiumaudits@fhmic.com

Mailing Address for Payments
FHM INSURANCE COMPANY

P.O. Box 80459

Baton Rouge, LA 70898
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