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Prior to your first time using the iRemit system, you will receive an email from the Fund Office containing 
your login information. Once you have this information, you may begin to use iRemit.  
 
Using your web browser, type in the website URL:  www.ldcpayonline.com 
 
Once there, please locate the iRemit link to reach the iRemit log-in screen (pictured below). 
 
To log-in, please type in your username and temporary password into the provided fields and click on the 
Login button. 
 
Please note that your user name and password are case sensitive and must be typed in exactly as shown in 

your welcome email. 

 

 

 

 

 

Logging In 
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The very first time you log in, you will be required for security purposes to confirm your identity by inputting 

your Tax ID# or EIN (Employer Identification Number). 

Input your EIN (do not input any dashes, just the numbers) and then click the Submit button. 

Please note: you will only be required to input your EIN when you are logging in to your account for the first 

time.  

Enter Your EIN 
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After successfully identifying yourself by EIN, you will be automatically taken to the change password screen. 
You must change your password from the temporary one provided in your welcome kit.  

The change password screen will prompt you to type in your “old” password, and then type in a new 
password twice to confirm.  

Your new password must contain at least one letter, one number and one symbol and it must be at least 8 
characters in length and no more than 12 characters in length. 

Once you have typed in your new password, click the Submit button. On the next screen you will receive 
confirmation that your password has been changed. You may click on the link at the bottom of the page to 
return to your home page. 

You may also change your password at a later date—this option is available on the main menu. 

 

 

Changing Your Password 

If you forget your password at any point, 
please contact the Fund Office. 
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Each and every time you login, you will be required to review and agree to the terms of use before 

proceeding. If this is your first time logging in, this screen will appear immediately after you have changed 

your password. 

You must review the terms, check the box next to “I agree to the terms of use” and click on the Continue 

button to get to the main menu. 

 

 

 

 

 

 

 

 

 

 

 

Terms of Use 
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After you have successfully changed your password, you must now set up your bank account information if 

you would like to have the option of sending automatic online payments via ACH.  

If you would prefer instead to mail in your checks to the Fund Office, you may skip this step. 

From the main menu, select “Set banking information” and click on the Continue button. 

 

 

 

 

 

 

 

 

Setting Up Bank Account Information 
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On the next screen, you will be prompted to input your banking information. You must input the correct bank 

transit routing number, bank account number, and bank name. Once this information is entered in correctly, 

click the Submit button to continue. 

 

 

 

 

Setting Up Bank Account Information 
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Once you have successfully entered and submitted your bank account information, you will see a 

confirmation screen. 

Now you may select the option to return to your home page and begin entering your remittance data. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Setting Up Bank Account Information 
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From the main menu, select the first option to Create new remittance report, and click the Continue button. 

The next screen will prompt you to select the period ending date. A calendar will be displayed showing the 

current date. Use the mouse to select the correct date for which you will be remitting.  

Creating a New Remittance Report 

Use the arrow buttons to  

select a different month. 
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Next you will be prompted to select the particular contract you are remitting for.  Select the bullet next to 

the specific contract you would like to remit for, and then click on the Continue button.  

Please note that these contracts may vary from location to location, and the screenshot is only an example. 

The actual contracts that you see listed may differ from what appears here. If you have any questions 

regarding your contracts, please contact the Fund Office. 

 

If you are signatory to pinpointing jobs, please see the information on page 21. 

 

 

 

 

 

 

 

 

 

Creating a New Remittance Report 

The Journeyman and Apprentice rates appear 

at the end of the contract description. 
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iRemit will pre-populate with participant data (name and SSN) from the previous month’s report for a specific 

contract. (If you are remitting a contract for the first time, the list may appear with no participants and you 

will have to add each person - see the information for adding a New Employee on the next page.)  

You can now enter each participant’s hours worked. You will also see a running total at the bottom of the 

table as you add hours. If necessary, you may also modify each participant’s class if that has changed. 

If a participant appears on the list but does not have any hours, leave the hours as zero and they will not 

appear on the next month’s report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Creating a New Remittance Report 

Enter each participant’s 

hours in this column. 
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If a participant does not appear on the list, you may add the participant in the New Employee section on this 

page. 

If the participant is already in the system, the name will automatically appear and you may click the Add 

button to add them to the remittance portion of the screen. 

 

If the participant is not already in the system, a warning will pop up to be sure that you have typed in the 

correct social security number. If the number is correct, you may type in the participant’s name and click 

“Add” and they will be added to the remittance screen and the system.  It is recommended that you notify 

the Fund Office if you are adding a brand new participant to the system. 

 

 

 

 

 

 

 

 

 

 

Adding a New Employee 
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Once all hours have been correctly entered for each participant, hit the Calculate and Save Button at the 

bottom of the screen and iRemit will generate totals for each fund.  If you notice any errors, or you forgot to 

enter in a new participant, you may make modifications to the main remittance table and hit the Calculate 

and Save button to recalculate.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You may also add comments , which will be included in the report that is sent to the Fund Office. If you have 

added a new employee, you can include the information in the comment box. 

 

 

 

 

When you are ready to submit your report, click the Submit Report button . 

Entering the Remittance Report 
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Using Calculate and Save to Complete a Report Later 

If you have started to fill out your remittance form, but for whatever reason you are unable to finish it during 

this iRemit session, you may hit the Calculate and Save button, and it will save your report to be completed at 

a later time.  

You may then log out and continue your unfiled report at a different time. For more information about 

completing an unfiled report, see page 18. 

 

 

 

After you have reviewed your entries  and are ready to submit the report, choose your preferred payment 

method – either Mail a check to the fund office, or pay via ACH (if you have enrolled your banking 

information).  If you have not enrolled in ACH payment processing, you will see a message to submit the 

check payment to the Fund Office. 

Selecting a Payment Method 

You can make changes to your report at any point up until you 

click the Submit Report button. Once you have clicked this  

button, your report is submitted to the Fund Office, and you 

will need to contact the Fund Office to make any changes. 
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On the next screen, you will receive a confirmation that your report has been accepted. This confirmation 

page displays your Voucher number for this remittance, located under your address. From this screen you 

may use the link to view a PDF copy of your report, or you may use the link to return to your homepage. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Submitting the Report 

By selecting this option, a new window 

will pop-up, displaying a PDF copy of 

your remittance report.  
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The PDF copy will have all of the information that you entered in the remittance screen, in an easy to read 

format ready for printing. The first page lists the total amount owed, and the remaining pages will include the 

participants and their hours. The PDF will also include any comments you might have added.  

 

If you are mailing a check as your payment, you must print a copy of this PDF report to mail along with your 

check. If you are submitting payment via ACH, there is no need to mail a printed copy of the report. 

 

Please note: If you are mailing a check as your payment, you only need to mail the first page. The subsequent 

pages that list participant hours can be kept for your own records. Also note the correct lockbox address will 

be listed in the upper right-hand portion of the first page. 

 

 

 

 

 

Viewing the PDF Report 
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As mentioned on page 15, if you decided to calculate and save a previous report and now need to go back 

and complete that report, you may do so from the main menu. Select the option Continue working on unfiled 

report and click the continue button.  

 

 

 

 

 

 

 

On the next screen, you will see a list of reports that have been saved but have not yet been submitted. You 

have the option of either deleting a particular report or completing and submitting the report. If you select 

the delete button, you will be taken to a screen confirming that your report has been deleted. If you click the 

Continue button, you will be brought to the main remittance screen to continue with your report. 

 

Continue an Unfiled Report 
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You also have the option of viewing reports that have been previously submitted. To do so, select View 

Report History from the main menu and click the continue button. 

 

 

 

 

 

 

 

 

On the next screen, you will see a list of all the report activity you have filed. The information included will 

show Date Filed, Period Ending, Report Type, Receipt Number, Amount and Void information.  

 

 

Viewing Previously Submitted Reports 

Clicking on any row will display a PDF copy of that remittance report.  
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You can also use the advanced search option to find a report within a specific time frame by selecting the 

option above the table of recent activity.  

 

On the next screen, you will be prompted to input dates to narrow down your search.  

 

 

 

 

 

 

 

 

 

Viewing Previously Submitted Reports 
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As briefly mentioned on page 11,  if you are signatory to pinpointing, you will have the option to create 

pinpointing reports. From the main menu, select the third option, “Create new pinpoint report.” 

Similar to creating a regular remittance report, you will be prompted on the next two screens to select the 

period ending date and the contract type for your pinpointing report. 

Creating a New Pinpointing Report 
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This screen will look nearly identical to the regular remittance report screen. You can enter each participant’s 

hours worked. You will also see a running total at the bottom of the table as you add hours. If necessary, you 

may also modify each participant’s class if that has changed. 

Creating a New Pinpointing Report 
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Once all hours have been correctly entered for each participant, hit the Calculate and Save Button at the 

bottom of the screen and iRemit will generate totals for each fund.  

 

Creating a New Pinpointing Report 

The job summary will show the pinpointing 

hours used  from the current report and 

the total hours remaining for the job. 
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When you are ready to submit your report, click the Submit Report button . 

On the next screen, you will receive a confirmation that your report has been accepted. This confirmation 

page displays your Voucher number for this remittance, located under your address. From this screen you 

may use the link to view a PDF copy of your report, or you may use the link to return to your homepage. 

 

 

Submitting the Pinpointing Report 

By selecting this option, a new window 

will pop-up, displaying a PDF copy of 

your remittance report.  
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The PDF copy will have all of the information that you entered in the remittance screen, in an easy to read 

format ready for printing. It lists the total amount owed, as well as the participants and their hours. The PDF 

will also include any comments you might have added.  

 

If you are mailing a check as your payment, you must print a copy of this PDF report to mail along with your 

check. If you are submitting payment via ACH, there is no need to mail a printed copy of the report. 

 

Please note: If you are mailing a check as your payment, you only need to mail the first page. The subsequent 

pages that list participant hours can be kept for your own records. Also note the correct lockbox address will 

be listed in the upper right-hand portion of the first page. 

Viewing the Pinpointing PDF Report 
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When you have completed all processing on the iRemit website, it is important to remember to log out.  Do 

this by clicking the logout link towards the top of the screen. 

 

 

 

Should you have any questions or comments about processing online remittances using iRemit, please 

contact the Fund Office at 215-236-6700. 

Logging Out 

Questions 
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