
TBG MEMBER PORTAL

Welcome to TBG. We are happy to have you as a member! Part of what sets TBG apart from traditional insurance 
companies is our ‘Pay-As-You-Go’ premiums. This keeps cash in your pocket throughout the year, paying only for the 
insurance you need based on your actual payroll instead of an estimate you pay upfront.

Our online portal will help you report your payroll and keep your claims information at hand. This document is an 
overview of everything our online portal has to offer. There is a shorter document that focuses just on reporting 
payroll for your future use after you navigate through the portal options.

Contact tbgit@tbgmn.com for portal access.

Once you log in, the portal will look something like this:

Since this is a sample account, most of the dashboard boxes are blank, but some information may be available right 
away, or it will populate as you report payroll or claims. This will give you an overview at a glance in the future.

PORTAL OVERVIEW
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Let’s look at all the options available in the portal, starting with ‘My Policies’ on the left-hand side of the screen under 
Dashboard. When you click on ‘My Policies’, the policy list will come up. If you are a new member, only one policy 
will be shown. A separate box or line item will show each policy year if you have been a member for more than a 
year. For some members, the policies show up as shown. For others, it’s shown in a list format. It’s important to click 
on the correct policy. Usually, that will be your current or active policy, but if you are paying for your last month on a 
policy and your new policy is also there, you want to make sure you click the right year. This is also important if you 
make an audit payment for a prior term.

The policy boxes have three options: View, Download, and Report Payroll. ‘View’ will open the policy and give you 
options to review. ‘Download’ will provide you with a copy of the policy document. ‘Report Payroll’ will open the 
monthly reporting screen for the most recent month that has not been reported.

If you click on the blue Report Payroll button, this box opens:

MY POLICIES SECTION
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If you hit the orange ‘View’ button, you will see six tabs: Summary, Billing, Payroll, Rating, Endorsements and Claims.

The Summary tab gives an overview of the policy, general information and year-to-date reporting and claims.

The Billing Tab shows the monthly reports you have reported and paid and any other bills that may occur. It also 
shows you how many reports are left in the policy to complete.
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The Payroll Tab is where you report payroll. It gives you an overview of the class codes on your policy at the top 
with the estimated annual payroll. The estimates are used to write and renew your policy, but your premium is 
determined by the payroll you report monthly. The Self-Reported Payroll section is where you report payroll.
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The Rating Tab shows your rates for the policy term. Again, this shows the estimated payroll, so the total payroll 
listed and the premium are estimates; your actual premium is determined by your monthly reporting of your actual 
payroll.

The Endorsements Tab will list your policy issuance and any other endorsements that may be added during 
the policy. 
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The Claims Tab will list all your claims for the policy year. When you click on the tab, all open claims will be listed, 
but the closed claims may be hidden. In that case, a button will be above the claims list that says ‘Include Closed.’ 
Click on this, and it will list all closed claims as well as the open ones.

To Report Payroll

Go to the current policy on the ‘My Policies’ Tab, click ‘View,’ and select the ‘Payroll’ tab. In the ‘Self-Reported 
Payroll’ section, the months you can report will have the blue ‘Report Payroll’ button; click on it.
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The payroll reporting screen will pop up for that month; fill in the red payroll boxes. You do not need to fill in the 
employee numbers. We will count them at audit for state reporting purposes. You must report each month, even if 
you are a seasonal business and have no payroll for a month. After filling out the payroll, you have options: Cancel, 
Print, Save & Submit Later, Submit & Pay By Check and Submit & Pay Online. (you can keep the 
options bolded if you want).

•	 ‘Cancel’ will cancel the entry without saving it. 
•	 ‘Print ’ allows you to print the report for your records. 
•	 ‘Save and Submit Later’ will save it so you can reopen it and complete reporting later. This is the only option 

for making changes before submitting. Once you submit your report, you must contact TBG’s accounting depart-
ment to report any mistakes or changes. You can wait until the audit to correct the error if the mistake is small. 

•	 ‘Submit and Pay By Check’ will submit your report to us, and you can then put a check in the mail to pay your 
premium. We strongly suggest that you pay online instead of through the mail, as mail fraud is rising. 

•	 ‘Submit and Pay Online’ will submit your report and allow you to pay online through ACH payment.
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If you click ‘Submit and Pay Online’, this box will pop up:

You can add your bank account with the black plus sign next to the drop-down menu. If you have set it up previously, 
it should show up as an option. Here is the box that pops up when you click the plus sign to add a bank account.
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Save and Submit Later
If you are starting to work on your reporting but are not ready to submit it, click the ‘Save and Submit Later’ option. 
Once you click ‘Save and Submit Later,’ an orange box will appear next to that month on the ‘Self-Reported Payroll’ 
listed in the ‘Payroll’ tab.

Submit and pay by check
 If you click ‘Submit and Pay By Check,’ this pop-up will appear. Please include a copy of the statement and include 
it with the check.
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“I Want To…”
At the top of the portal screen is an “I Want To…” drop-down button with the options to ‘Report a Claim,’ ‘Make a 
Payment’ and ‘Report Payroll.’ We caution using the ‘Make a Payment’ and ‘Report Payroll’ options from this drop-
down as they can be confusing. We do not feel these options provide enough information when you click on these 
options from the menu. For example, when you click ‘Make a Payment,’ it shows the amount the policy says is due. 
However, it does not specify what you are paying, whether a monthly report, a late fee or an audit payment. And if 
you click on ‘Report Payroll,’ it may not open the month you want to report. We encourage you to go to the ‘Billing’ 
and ‘Reporting’ tabs under ‘My Policies’ to make payments. The ‘Report a Claim’ option works well, but you can also 
‘Report a Claim’ under ‘My Claims’ on the left of the screen.

If you click on ‘Report a Claim’ under the “I Want To…” menu, the ‘First Report of Injury’ box will open and ask for 
information on the claim. Please enter all information.
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My Claims Section

If you click on the ‘My Claims’ tab on the left of the screen, a ‘Claims’ list will populate if you have claims. You can 
report a claim by clicking the blue ‘Report a Claim’ button on the upper right of the page. This will take you through 
the ‘First Report of Injury’ questions. Please fill in all information.

Reports Section

You can print your own loss run.
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Account Info Section

There are three tab options: General, Officers and Locations. The ‘General’ tab has the account overview and your 
inception date with TBG, your FEIN, corporate contact, insurance agency and producer.

The ‘Officers’ tab lists anyone on your Election of Coverage as a corporate officer/owner and any direct 
relatives with Election of Coverage choices. Please note that the election of coverage choices in MN is only 
considered if the company had less than 22,880 payroll hours in the prior calendar year. If your company has 
more than 22,880 payroll hours, everyone is included automatically and cannot be excluded from coverage.

This tab lists any other insured entities included under the same policy. These are separate entities with different FEINs 
that the policy covers. If your company owns an entity with a separate FEIN and doesn’t appear on this list, the 
policy does not cover it. If you start a new entity, add it to your existing policy or secure separate coverage.
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The Locations tab lists all locations that you have listed on the policy. There is also a link to your Claims Adjuster 
and Safety Service Consultant.

The Resources tab has documents with helpful information. Check here for more on the claims process and 
reporting payroll.


