//I) Cardinal Benefits Job Aid

BN361 Employee Set Up for Medicare

Employee set up for Medicare Overview

This Job Aid provides guidance on the actions a Benefits Administrator (BA) must take on the
Benefits Personal Data page and the ACA Employee Eligibility Page before enrolling an
employee in Medicare benefits.
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Scenario 1: Employee turns 65 (with single coverage)

In this scenario the employee has single coverage, turns 65 and is eligible for Medicare. The following
actions taken by the BA are completed after the employee has been moved to a Job that reflects the
Retiree status and has a Benefit Program of RET or a TLC program.

The Benefits Personal Data Page
Before enrolling an employee in Medicare Benefits, the Agency BA must complete the information shown
on the Benefits Personal Data page.

1. Access the Benefits Personal Data page using the following path:
Navigator > Benefits > Employee/Dependent Information > Benefits Personal Data

The Benefits Personal Data Search page displays.

. < Cardinal Homepage Benefits Personal Data '

Benefits Personal Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

~+ Search Criteria

Search by: | Empl ID v | | begins with ||

O lnclude History
Limit the number of results to {up to 300} | 300

Advancad Search

2. Enter the Employee ID in the Empl ID field.

Note: You can also search by entering the beginning of the Name, or other search criteria using the
corresponding drop-down options. However, it is recommended to use the Employee ID as itis a
unique identifier for each employee. Cardinal security restricts the user to seeing only their agency
employees.

3. Click the Search button.
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The Benefits Personal Data page refreshes with the employee’s information.

< Cardinal Homepage Benefits Personal Data

Benefits Personal Data
Person ID
Benefits Personal Data
Highly Compensated Employee
*Highly Compensated Last Year = Not Eligible for the Plan v
Benefits Personal Data - Date Sensitive a | Tof1 v I View Al
+| -
I *Effective Date || I S
Medicare Number | Alternate Medicare Number |
O Medicare A Indicator Medicare Reason A |
O Medicare B Indicator Medicare Reason B |
[ Medicare D Indicator Medicare Reason D |
HIPAA Medicare Elig Reason ~|
I Save I | Return to Search | Previous in List | Nextin List | | Notify | Update/Display | Include History |

4.  Enter the first of the month in which the employee is eligible for Medicare in the Effective Date field
on the Benefits Personal Data page.

5. Check the boxes next to Medicare A and Medicare B.

Note: For End Stage Renal Failure, the Medicare A, B, and/or C check boxes will not be checked.
OHB is establishing the record for End Stage Renal Failure (ESRD).

6.  Select the corresponding HIPAA Medicare Elig Reason:
a. Age
b. Disability

Note: The Eligibility Reason of End Stage Renal is only to be used by OHB when the employee is
in a Non-Medicare Plan and Medicare is Primary.

Note: The Medicare number will be populated by the Agency BA when received.
7.  Click the Save button.

Note: Now navigate to the ACA Employee Eligibility page to complete the ACA status for the
Medicare enrolled participants (follow steps below).
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The ACA Employee Eligibility Page
Before enrolling an employee in Medicare Benefits, the Agency BA must update the ACA Medicare
Eligibility information for the employee.

1. Accessthe ACA Employee Eligibility page using the following path:

BN361 Employee Set Up for Medicare

Navigator > Benefits > Employee/Dependent Information > ACA Employee Eligibility

The ACA Employee Eligibility Search page displays.

< Cardinal Homepage

ACA Employee Eligibility

Enter any information you have and click Search. Leave fields blank for a list of all values.

¥ Search Criteria

Find an Existing Value ‘ ‘ Add a New Value ‘

I Empl ID

begins with + “ QI

Affordable Care Act Common ID

Name

Last Name

Second Last Name

Alternate Character Name

Middle Name

begins with + Q
begins with v
begins with +~
begins with ~
begins with +~

begins with

Olnclude History O Case Sensitive
Limit the number of results to (up to 300): | 300

| Clear | Basic Search [ Save Search Criteria

ACA Employee Eligibility

2.  Enter the Employee ID in the Empl ID field.

3. Click on the Search button.
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The ACA Employee Eligibility page displays with the employee’s information.

< Cardinal Homepage

ACA Employee Eligibility

ACA Employee Eligibility

JOHN DOE

_________________ Employee ID
Affordable Care Act Common ID UMW University of Mary Washington
Eligibility Information Q | 10f1 v | View Al
o e [ -
Effective Date |111/01/2019 Effective Sequence | 0‘ 7
“ACA Eligibility Status ‘ Always Eligible > ‘ O Neon-Assessment Period
Average Service Hours ‘ G.OOO‘ Work Period | Monthly v|
Calculation Method ‘ Look Back v ‘ Measurement Period | ‘
Evaluation Begin Date ‘ ‘ Evaluation End Date | ‘
Administration Begin Date | = Administration End Date | G|
Stability Begin Date ‘ ‘ Stability End Date | ‘
ACA Calculation Hours
BH Q 1-10f1 v

B N e e e T NN SNy AN
4, Click on the “+” button to add a new row.

The ACA Employee Eligibility page refreshes with a new row.

< Cardinal Homepage

ACA Employee Eligibili

ACA Employee Eligibility

JOHN DOE

Employee ID
Affordable Care Act Common ID UMW University of Mary Washington

Eligibility Information Q | [tor2 v > 1 Viewal

*Effective Date |9/17/2021

+| -

Effective Sequence ‘ 0‘

*ACA Eligibility Status ‘ Always Eligible O Non-Assessment Period

Average Service Hours | 0.000| Work Period ‘m‘
Calculation Method ‘ Look Back V‘ Measurement Period ‘7‘
Evaluation Begin Date “ Evaluation End Date “
Administration Begin Date “ Administration End Date “
Stability BeginDate | ] Stabllity EndDate | |
ACA Calculation Hours
5 Q 110f1 ~

= e - T N e A e s Wass B e S S W e WISV
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ACA Calculation Hours

B Q 1-10f 1 v
Empl Record Company Description Total Hours

0Q Q + -

Total Eligibility Hours
Last Update User ID  BATCH Updated on  06/04/2020 12:33:06PM

I Save I‘ Return to Search H Notify ‘ ‘ Add ‘ Update/Display ‘ Include History ‘

5.  The Effective Date will default to the current date. Change the Effective Date to be the top of the
month in which the employee is being enrolled in Medicare.

6. Select Excluded from the drop-down menu next to Eligibility Status.

7. Click the Save button.
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Process the Medicare Manual Event

To enroll the employee in Medicare, the Benefit Administrator (BA) must first add a GEM Manual Event
through the BAS Activity page and then process the enroliment through the On-Demand Event
Maintenance page.

1. Accessthe BAS Activity page using the following path:
Benefit Administrator tile > Manage Automated Enrollment > Review BAS Activity

The Review BAS Activity page displays.

< On.Demand Event Maintenance Review BAS Activity
BA Clivity
@ Q « 4 13003718 vl oy
*EmpI 1D~ Namo *Action Source) (48 1 (Ben | SR [cEventDatea  jEREMU. BRSO I Dubbress COBRA Action
JOHN DOE e 0 0/ 08/06:2020 0 ADR v -
JOHN DOE s ) 0/ 091022020 0 ADR v -
JOHN DOE ki 0 0 091082020 0 ADR v -
JOHN DOE ol 0 0 11102020 0 ADR v -
JOHN DOE o 0 0 11202020 0 ADR v -
JOHN DOE é::’,“;: 0 011202020 0 ADR v -
JOHN DOE 8::::;3 ) 0 11202020 0 ADR v -
JOHN DOE — ) 0 11232020 0 ADR - -
JOHN DOE o 0 0| 1232020 0 ADR v -
JOHN DOE Chags 0 0 11232020 0 ADR v -
JOHN DOE éﬁg’::: 0 0/ 11232020 0 ADR v -
JOHN DOE — 0 0 120012020 0 ADR v -
JOHN DOE i ) 0 120012020 0 ADR v -
JOHN DOE o 0 0/ 121012020 0 ADR v -
JOHN DOE el 0 0| 12042020 0 ADR v -
:r, Q <« 4 13003710 v| » M | vewtoo
= N
Save | Nouty Refresh

2.  Click the + sign to add row.
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The Review BAS Activity page refreshes.

BN361 Employee Set Up for Medicare

< On.Demand Event Maintenance Review BAS Activity
AS Activity

m Q 4 4 130013720 v oo View 100

*Empl 1D Name *Action Source  AllJobs Pet BT cEventDates  Erent  BAS  Dupress COBRA Action
JOHNDOE oy 0 0922020 0 DR v - *
JOHN DOE i) 0 00082020 0 ADR v =
JOHN DOE (st 0 11102020 0 ADR v -
JOHN DOE . 0 11202020 0 ADR v -
JOHN DOE oehend 0 1202020 0 ADR v -
somnooe Asaess P o s0n = =
JOHN DOE rsobvod 0 11232020 0 ADR v -
JOHN DOE s 0 11232020 0 ADR - -
JOHN DOE fromors 0 11232020 0 ADR v -
JOHN DOE —_— 0 1232020 0 A0R v -
JOHN DOE . 0 121012020 0 DR - -
JOHN DOE oo 0 12012020 0 ADR v -
JOHN DOE e 0 121012020 0 ADR v -
JOHN DOE fresioes 012042020 0 ADR v -

s
+ B a 4 4 130013720 v > o
Save | Notity || Refresh

3.  Enter the Empl ID in the first box to the left.

4, Enter the Effective date of the event in the date field.

5.  Click on the magnifying class in the BAS Action section and select the GEM event (Gained

Eligibility for Medicare).

The BAS Activity displays with the information in the new row.

I Save linomy Refresh

P NN SN TN ST I NA L A NN A e

& Address nir A

JOHN DOE o 0 0 12012020 0 ADR v
Address . A

JOHN DOE Change 0 0 1210172020 0 ADR v -

JOHN DOE Adciees 0 0 121042020 0 ADR v -
Change
Manual [l —

Q Event 0 o 100120213 0 cEM Q v Q
+ ® Q 4 4 130013720 vl > M | viewioo

0. Click Save.

7. Navigate to the On-Demand Event Maintenance page.
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The On-Demand Event Maintenance page search page displays.

< Review BAS Activity

On-Demand Event Maintenance

Enter any miormation you have end click Search. Leave fieids blank for & list of all values
Find an Existing Value
w Search Criteria
Empl 1D | peging with v :
Empl Record | = v

Name  begins with v

Last Name = begins with v

Second Last Nome | begins with v

Alternate Character Name | begins vith +
~ Case Sensitive

Limit the numbe‘m‘ results to (up to 300): |300
3

¥ Save Search Critetia

I

8. Enter the Empl ID.
9. Click Search.

The On-Demand Event Maintenance page displays.

< Review BAS Activity

On-Demand Event Maintenance

OF Person 1D

Activity Date source

Schedule/Prepare Activity Pending Activities 2

Event 1D 0

Prepare Options

Enroliment Statement

Reprocess Process Indicator N

g;gvg Return to Search Notity |

Normal Processing

Event Date Status Class

Event Status

Run Dato Frequency
Deduction Frequency
Election Entry Entered 0ot ) Show Plans
Validate/Finalize Emors o Show Errors
Confirmation Statement Run Date

Ben Record 0

Empl Record 0

___ ShowActivities | Action

Event Status Update

Annual Frequency

Finalize/Apply Defaults

10. Click on the Show Activities button.
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The Show Activities page

l

Benefits Job Aid

displays.

BN361 Employee Set Up for Medicare

X
Help
JOHN DOE Person ID Ben o
Record
BAS Activity
m Q V.
Select Empl Record  Action Source  EventDate  Event Effseq 2?‘?0" COBRA Action
Benefits -
) 0 Serson 10/01/2021 0 MSC +
Manual

11. Select the GEM manual event from the BAS Activity table.

Note: The MSC listed in the BAS Activity table was created as a result of the Medicare information
update completed on the Benefit Personal Data page.

12. Click OK.

The On-Demand Event Maintenance page displays.

< Review BAS Activity On-Demand E

On-Demand Event Maintenance

JOHN DOE

Activity Date  10/01/2021

I Schedule/Prepare Activity I

Event 1D 0 Event Date

Prepare Options

Enroliment Statement

Election Entry
Validato/Finalize

Confirmation Statement

Reprocess

Source Manual Event

Pending Activities 2

Status

Run Date

Entered o of 0

Errors 0

Run Date

Process Indicator N

Save ] Return to Search Notify |

Person ID Ben Record 0

Empl Record 0

Show Activities | | Act
" GEM
Class Event Status Update
Event Status

Frequency

Deduction Frequency  Annual Frequency

Show Plans

show Errors Finalize/Apply Defaults

Normal Processing

13. Click the Schedule/Prepare Activity button.
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The On-Demand Event Maintenance page refreshes.

< Review BAS Activity

On-Demand Event Maintenance

JOHN DOE Person 1D Ben Record 0
Activity Date  10/01/2021 Source Benefts Person Empl Record 0
Schedule/Prepare Activity Pending Activities 1 Show Activities. | Action oo
Event 1D 1 EventDate 1010172021 Status  Prepared Class GEM Event Status Update
Prepare Options Event Status

Open for Processing

Enroliment Statement

Run Date Frequency
® Deduction Frequency O Annual Frequency
I | Election Entry | I Entered oot 1 Show Plans
Validate/Finalizo o o Show Errors O Fimailze/Apply Detauits
Contumation Statement Run Date
Reprocess Process Indicator (N Q
Normal Processing
Return to Search | Notify |

14. Click the Election Entry button.

Note: The GEM event is not available in Employee Self Service (ESS), so the BA needs to elect on
behalf of the employee.

The BenAdmin Data Entry page displays.

BenAdmin Data Entry x
Hel
Event/ Partcipant Selecton || Option Election || Dependents / Beneficanies
Sched 1D EMOO Empl ID JOHN DOE Ben Record 0 EventiD 1
EvontData 1010172021 Gain Eligioity Medicareicai Excoss Crodit Rollover To  Forlet Excess CrodRs
~ Available Plans and Options () Q T

Plan Type 10 : Medical

L_3
COVA Cr+Exp Den+Vision3Hmg (ACC4) (Singie)
ealth Provider ) Previ

Dependents/Beneficiaries

Envoll All

Dependents/Beneficiaries

Relationship to Health Provider Previously Covered
(1) Seen

Employoe Person Type Age Limit Flag

Q ] -

OK Cancel Apply Refresh

vent / Participant Selection | Oplion Election | Dapendents / Beneficlarie

15. Click on the magnifying glass to select a Plan Type 10: Medical plan.
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The Look Up Option Code pop-up appears.

Look Up Option Code X

16. Select a Medical plan.

The BenAdmin Data Entry page returns.

BenAdmin Data Entry x

Event! Pascpant Seiecton || Option Election || Depencents  Beneticanes |

Sched 1D EMOO EmplID | ~ JOHNDOE Ben Record 0 EventiD 1
EventData  10/01/2021 Gain Eligiviity Medicare/caid Excess Crodit Rollover To  Forfeit Excess Croons
~ Available Plans and Options () Q | toft v

Plan Type 10 : Medical

Option Code
Advan6s + RX + Den&Vision (65DV) (Single)

HeathProviderw | | O Previously Seen
L Special Requirements
Envoll All

Dependents/Beneficiaries

0 ame, Empoyos " 1D ! pegnd [Eish Age Limit Flag

|

[ 1 a -

*

o] o | o | =

Event/ Participant Selection | Option Election | Dependents / Beneficiaries

17. Click OK.
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The On-Demand Event Maintenance page returns.

18.

On-Demand Event Maintenance

JOHN DOE Person ID Ben Record 0

Aclivity Date Source Empl Record 0

Schedule/Prepare Activity Pending Activities 1 Show Activities Action MSC

Event ID 1 EventDate 10/01/2021 Status  Entered Class GEM Event Status Update
Prepare Options Event Status _
Open for Processing
Enroliment Statement |
Run Date Frequency
® Deduction Frequency © Annual Frequency
Election Entry | Entered jof 4 Show Plans
e [J Finalize/Apply Defaults
I Validate/Finalize I Emors o showEmors [y
Confimation Statement Run Date
Reprocess Process Indicator N Q

Normal Processing

@ Return to Search Notify |

Click Validate/Finalize.

The On-Demand Event Maintenance page refreshes.

19.
20.

Benefits Administrator

On-Demand Event Maintenance

JOHN DOE Person 1D Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 1 Show Activities ‘ Action msc
Event ID 2 EventDate 11/01/2021 I Status  Finalized - Enrolled ICIass GEM [ Event Status Update
Prepare Options Event Status

Closed to Processing

Enroliment Statement
Run Date Frequency

@ Deduction Frequency O Annual Frequency

Election Entry Entered g of 4 Show Plans |

O Finalize/Apply Defaults

Validate/Finalize Show Errors

Errors 0
Confirmation Statement Run Date
l Reprocess ‘ Process Indicator |N Q ‘
Normal Processing
[ Save ] [ Return to Search | [ Notify ‘

P NI N e NI N o maa VL PRI VIV S0 SN NI e

Confirm the Status is Finalized-Enrolled, and the Event Status is Closed for Processing.

Click Schedule/Prepare Activity to now process the MSC event.
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The On-Demand Event Maintenance page refreshes.

21.

22.

On-Demand Event Maintenance

JOHN DOE Person ID Ben Record 0
Aclivity Date Source Empl Record 0
Schedule/Prepare Activity. Pending Activities 0 Show Activities Action

Event 1D 2 Event Date  10/01/2021 Status Finalized - Prepared | Class MSC Event Status Update
Moo l— ,
Prepare Options Event Status I
‘ Closed to Processing

Enroliment Statement

Run Date Frequency

Deduction Frequency Annual Frequency

Election Entry Entered 0of 0 Show Plans
Finalize/Apply Defaults
Validate/Finahze Esrors 0 Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator N
Normal Processing
Return to Search Notity |

The event processes automatically successfully.

Note: The GEM event is processed first so that in Cardinal an audit trail exists depicting the
enrollment opportunity was due to Gain Eligibility for Medicare. While the MSC event will provide
the same enrollment opportunities, the connection would be too "Miscellaneous" which does not
depict the reason.

Click on the Event Status Update button to see statuses of the events.
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The Update Event Status page displays.

BenAdmin Event Status Update X

Update Event Status

Empi ID JOHN DOE Ben Record 0
Event Status Update & Q v
Schedule ID  EMOO {L): Address Eligibllity Changed
Event Disconnected MultiJob Indicator Changed
Event Date  10/01/2021

EventiD
Event Class

Event Priority

1
GEM Gain Elglbitty Medicare/cald
455

Job Eligibility Changed

@ Event Out of Sequence

O Finalize/Apply Defaults

rint Opio t Both Fi
Benefit Program  pey Print Option | Print Both Forms v
Process Status  Finalized - Enrolled *Process | Normal Processing v
Action Source Manual Event *Event Status | Closed to Processing v
o g lity Ch o
Schedule 1D EMOO Address Eligibllity Changed
Event Disconnected MultuJob Indicator Changed
Event D2te 10/01/2021
0 Job Eligibility Ch 1
EventiD 2 0 gibility Changed
T Event Out of Sequence
Event Class MSC Misc Job Change Lo
O Finalize/Apply Defaults
Event Priority 400
Print Optio t
Benefit Program  Rey int Option | Print Both Forms v
Process Status  Finalized - Prepared None *Process | Normal Processing V.
*Event Status | Closed to Processing v

Action Source Benefits Person

) ; . Address Elgibility Changed
'W"W N ’\/Mﬂ\‘f\/""’\m_,\.\,..\_,,}\./"\_,f" ”\,Jmfw—‘\"vv-ﬁ

Note: The GEM event is flagged with an event out of sequence because according to the Event
Class order, the MSC event should have been processed first. However, the BA needs to process
the GEM event first so that it is recorded that the employee gained eligibility for Medicare.

23. Click on the box next to Event Out of Sequence for the GEM event.
24. Click OK.
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The On-Demand Event Maintenance page displays.

On-Demand Event Maintenance

JOHN DOE Person ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event 1D 2 Event Date Status Class Event Status Update }
Prepare Options Event Status
Iment n .
Enroliment Statement Run Date Erequancy

Deduction Frequency  Annual Frequency

=z i aln) Entered gof g Show Plans
validate/Finalize Emors o Show Errors Finslizs/Apply Defaults
Confirmation Statement Run Date
Reprocess Process Indicator N

Normal Processing
Return to Search | Notify
|

25. Click Save.
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Scenario 2: Employee turns 65 (with dependents covered)

In this scenario, the employee has employee + spouse coverage, the employee turns 65 and is eligible
for Medicare, however the Spouse is not eligible for Medicare. The following actions taken by the BA are
completed after the employee has been moved to a Job that reflects the Retiree status and has a Benefit
Program of RET or a TLC program.

Note: If the employee turns 65 with family coverage, hire the youngest dependent as an employee.

The Benefits Personal Data Page
Before enrolling an employee in Medicare Benefits, the Agency BA must complete the information shown
on the Benefits Personal Data page.

1. Access the Benefits Personal Data page using the following path:
Navigator > Benefits > Employee/Dependent Information > Benefits Personal Data

The Benefits Personal Data Search page displays.

| < Cardinal Homepage Benefits Personal Data .

Benefits Personal Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

w Search Criteria

Search by: | Empl ID ~ | I begins with ||

OInclude History
Limit the number of results to (up to 300): | 300

Search Advanced Search

2.  Enter the Employee ID in the Empl ID field.

Note: You can also search by entering the beginning of the Name, or other search criteria using the
corresponding drop-down options. However, it is recommended to use the Employee ID as itis a
unigue identifier for each employee. Cardinal security restricts the user to seeing only their agency
employees.

3. Click the Search button.
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The Benefits Personal Data page refreshes with the employee’s information.

< Cardinal Homepage Benefits Personal Data

Benefits Personal Data
Person ID
Benefits Personal Data
Highly Compensated Employee
*Highly Compensated Last Year = Not Eligible for the Plan v
Benefits Personal Data - Date Sensitive a | Tof1 v I View Al
+| -
I *Effective Date || I S
Medicare Number | Alternate Medicare Number |
O Medicare A Indicator Medicare Reason A |
O Medicare B Indicator Medicare Reason B |
[ Medicare D Indicator Medicare Reason D |
HIPAA Medicare Elig Reason ~|
I Save I | Return to Search | Previous in List | Nextin List | | Notify | Update/Display | Include History |

4.  Enter the first of the month in which the employee is eligible for Medicare in the Effective Date field
on the Benefits Personal Data page.

5. Check the boxes next to Medicare A and Medicare B.

Note: For End Stage Renal Failure, the Medicare A, B, and/or C check boxes will not be checked.
OHB is establishing the record for End Stage Renal Failure (ESRD).

6.  Select the corresponding HIPAA Medicare Elig Reason:
a. Age
b. Disability

Note: The Eligibility Reason of End Stage Renal is only to be used by OHB when the employee is
in a Non-Medicare Plan and Medicare is Primary.

Note: The Medicare number will be populated by the Agency BA when received.
7.  Click the Save button.

Note: Now navigate to the ACA Employee Eligibility page to complete the ACA status for the
Medicare enrolled participants (follow steps below).
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The ACA Employee Eligibility Page
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BN361 Employee Set Up for Medicare

Before enrolling an employee in Medicare Benefits, the Agency BA must update the ACA Medicare
Eligibility information for the employee.

1. Accessthe ACA Employee Eligibility page using the following path:

Navigator > Benefits > Employee/Dependent Information > ACA Employee Eligibility

The ACA Employee Eligibility Search page displays.

< Cardinal Homepage

ACA Employee Eligibility

Enter any information you have and click Search. Leave fields blank for a list of all values.

¥ Search Criteria

Find an Existing Value ‘ ‘ Add a New Value ‘

I Empl ID

begins with v l\ QJI

Affordable Care Act Common ID

Name

Last Name

Second Last Name

Alternate Character Name

Middle Name

begins with + Q
begins with v
begins with +~
begins with ~
begins with +~

begins with

Olnclude History O Case Sensitive

Limit the number of results to (up to 300): | 300

[
l Clear | Basic Search [ Save Search Criteria
|

ACA Employee Eligibility

2.  Enter the Employee ID in the Empl ID field.

3. Click on the Search button.
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The ACA Employee Eligibility page displays with the employee’s information.

< Cardinal Homepage

ACA Employee Eligibility

ACA Employee Eligibility

JOHN DOE

“ACA Eligibility Status ‘ Always Eligible

Average Service Hours ‘ G.OOO‘

Calculation Method ‘ Look Back

Evaluation Begin Date ‘ ‘

_________________ Employee ID
Affordable Care Act Common ID UMW University of Mary Washington
Eligibility Information Q | 10f1 v | ViewAll
“Effective Date ||11/01/2019 Effective Sequence | 0| ‘

O Non-Assessment Period
Work Period | Monthly v|

Measurement Period | ‘

Evaluation End Date | ‘
Administration Begin Date | = Administration End Date | G|
Stability Begin Date ‘ ‘ Stability End Date | ‘
ACA Calculation Hours
B Q 1-10f1 v

B N e e e T NN SNy AN
4, Click on the “+” button to add a new row.

The ACA Employee Eligibility page refreshes with a new row.

< Cardinal Homepage

ACA Employee Eligibili

ACA Employee Eligibility

JOHN DOE Employee ID

Affordable Care Act Common ID UMW University of Mary Washington

Eligibility Information Q | [tor2 v > 1 Viewal

*Effective Date

+| -

Effective Sequence ‘ 0‘

*ACA Eligibility Status ‘ Always Eligible O Non-Assessment Period

Average Service Hours | 0.000| Work Period ‘m‘
Calculation Method ‘ Look Back v Measurement Period ‘7‘
Evaluation Begin Date “ Evaluation End Date “
Administration Begin Date “ Administration End Date “
Stability BeginDate | ] Stabllity EndDate | |
ACA Calculation Hours
5 Q 110f1 ~

= e - T N e A e s Wass B e S S W e WISV
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PN N ™ e SN N N e TN e P e T gy [T e e NN AT
ACA Calculation Hours
5 Q 1-10f1 v
Empl Record Company Description Total Hours
0Q Q + -
Total Eligibility Hours
Last Update User ID  BATCH Updated on  06/04/2020 12:33:06PM

I Save ‘I‘ Return to Search ‘ | Notify ‘ ‘ Add ‘ Update/Display ‘ Include History ‘

The Effective Date will default to the current date. Change the Effective Date to be the top of the
month in which the employee is being enrolled in Medicare.

6. Select Excluded from the drop-down menu next to Eligibility Status.

7. Click the Save button.
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Process the Medicare Manual Event

To enroll the employee in Medicare, the Benefit Administrator (BA) must first add a GEM Manual Event
through the BAS Activity page and then process the enroliment through the On-Demand Event
Maintenance page. Before adding the manual event for the employee, the Agency BA must confirm that
the employee has a spouse listed in their current benefit enrollment.

1.  Access the Health Benefit page by using the following path:
Navigator > Benefits > Enroll in Benefits > Health Benefits

< Name Health Benefits

Health Benefits

Enter any information you have and click Search. Leave fields blank for a list of all values

| Find an Existing Value

¥ Search Criteria

I Empl ID

begins with v I

Name

Last Name

Benefit Record Number | =

v I
begins with v

begins with v

Business Unit | begins with v
Department SetID = begins with v Q
Department | begins with v Q
Organizational Relationship | = v v

Alternate Character Name | begins with v

Oinclude History (D Correct History ([ Case Sensitive
Limit the number of results to (up to 300): | 300

Clear | Basic Search G Save Search Criteria

2.  Enter the Empl ID.
3.  Click Search.
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The Health Benefit page refreshes.

Cemame HealthBeneits |

e o— o
Coverage Q | 1of1 v | View All
*Coverage Begin Date |D7/01f2020 I 2 *“Deduction Begin Date  07/01/2020 4 +| -

Coverage Election

@Elect © Waive © Terminate ) “Election Date | 07/20/2021
Benefit Program  RET -
BenefitPlan ACCS  Q i
i COVA+ExDen+Out-of-ntwk+Vs&Hr Option Code 45

Health Provider ID

Coverage Code 2 Q
Self + Spouse.
O Previously Seen

Employee Status  Active

Enroll All Dependents

Dependent/Beneficiaries

ez} 1-10f1 v
*ID Name Relationship to Employee Health Provider ID gg:‘:‘ Covered Person Type Age Limit Flg
01 Q  DogEdith Spouse ] Spouse N -
+
[ Save ] | Return to Search ‘ ‘ Previous in List ‘ Nextin List Notify ‘ Refresh ‘ Update/Display ‘ Include History ‘ ‘ Correct History ‘

Note: Here the Agency BA can see that the employee currently has a Self + Spouse medical
coverage with their Spouse covered under the current medical plan.

4.  Navigate to the BAS Activity page to add the manual event for the employee using the following
path:

Benefit Administrator tile > Manage Automated Enrollment > Review BAS Activity

The Review BAS Activity page displays.

< On.Demand Event Maintenance Review BAS Activity
BAS Activity

m Q « 4 (13003718 v| » M1 Vewo
*Empl 1D~ Name “Action Source 5"".,, E:Eom E’e"c‘;,',d “Event Dates E;’«:::: E’;gn e ,5::";"’:” COBRA Action
JOHN DOE é:‘;’:'f: 0 0/ 081062020 0 ADR v - *
JOHN DOE e 0 0/ 091022020 0 ADR v -
JOHN DOE e ) 0/ 091082020 0 ADR - =
JOHN DOE — 0 0/ 117102020 0 ADR v -
JOHN DOE s 0 0| 117202020 0 ADR v -
JOHN DOE oo 0 0| 117202020 0 ADR v -
JOHN DOE s ) 0 11202020 0 ADR v -
JOHN DOE é::”;s: ) 0| 11232020 0 ADR v -
JOHN DOE —— 0 0 11232020 0 ADR v -
JOHN DOE Changs 0 0/ 11232020 0 ADR v -
JOHN DOE el 0 0 11232020 0 ADR v -
JOHN DOE i ) 0 120012020 0 ADR v -
JOHN DOE é::’,;s: ° 0| 12012020 0 ADR v -
JOHN DOE o 0 0/ 121012020 0 ADR v -
JOHN DOE et 0 0| 12042020 0 ADR v -
3 nm Q « 4 130013110 “| » M| Vewtoo
N
Save | MNouty Refresh
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Click the + sign to add row.

The Review BAS Activity page refreshes.

< On.Demand Event Maintenance Review BAS Activity
SActivity

m Q 4 4 130013720 v o View 100
*Empl 1D~ Name *Action Source | Allobs pen . EmRl cevemDates  prett 8RS 2upeeess COBRA Action

somoos pgarss o o 9022020 o son = -2

JOHN DOE b [ 0 091082020 0 ADR v =

JOHN DOE — 0 0 11102020 0 ADR v -

JOHN DOE resiery 0 0 111202020 0 ADR v -

JOHN DOE ke 0 0 11202020 0 ADR v -

JOHN DOE st o 0 11202020 0 ADR - -

JOHN DOE fregiond ] 0 11232020 0 ADR v -

JOHN DOE Adase ] 0 1232020 0 ADR v -

JOHN DOE fropond 0 0 11232020 0 ADR v -

JOHN DOE Crange 0 0 11232020 0 A0R v -

JOHNDOE Jodraes o 0 12012020 0 ADR v -

JOHN DOE [rided o 0 12012020 0 ADR v -

JOHN DOE Chanpe: 0 0 121012020 0 ADR v -

] JOHN DOE éi::gf 0 0 121042020 0 ADR - 2T
Q it a 0 ol “I I Q I v Q -
1 + ® a 4 4 130013720 v » M View 100

Save | wouty || Refresn

Enter the Empl ID in the first box to the left.

Enter the Effective date of the event in the date field (Same date as the Medicare Information
Update).

Click on the magnifying class in the BAS Action section and select the GEM event (Gained
Eligibility for Medicare).

The BAS Activity displays with the information in the new row.

10.

WMWNMMWMWwMWnW“V
JOHN DOE é%bar?;e"’ 0 0 10101/2020 0 HR v -
JOHN DOE é%‘;r?gae‘a 0 1 1110472021 0 XFR % =
& Job Data
Nelson Smith01 et 0 0 110112021 0 HR v -
Nelson Smith02 Job Dote 0 0 110172021 0 HIR = =
ange
Manual =
Q (] 1 11170172021 ) 0 |gem ,Q v Q -
Event 3,
4+ B Q 1-280f 28 v | ViewAll
[ |
Save I Notify || Refresh

Note: The Agency BA needs to confirm the Manual Event is being added to the correct employee
and benefit record number.

Click Save.
Navigate to the On-Demand Event Maintenance page by using the following path:

Homepage > Benefit Administrator tile > Benefit Management > On-Demand Event
Maintenance page
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The On-Demand Event Maintenance page search page displays.

< Review BAS Activity

w Search Criteria

On-Demand Event Maintenance

Enter any miormation you have end click Search. Leave fieids blank for & list of all values

Find an Existing Value

I Empl ID

boging with v

Empl Record

Name

Last Name

Second Last Neme

Alternate Character Name

= v
bagins with v
begins with v

begins with v

begims with ~

— Case Sensitive

Limit the numbeﬁ]m‘ results to (up to 300): |300
3

11.
12.

Enter the Empl ID.
Click Search.

The On-Demand Event Maintenance page displays.

< Review BAS Acti

On-Demand Event Maintenance

On-Demand Event Maintenance

Ben Record 1

Empl Record 1

Action GEM

Event Status Update

JOHN DOE Person ID
Activity Date  11/01/2021 Source Manual Event
| ( Schedule/Prepare Activity 1 I Pending Activities 1 | Show Activities
Event ID 0 Event Date Status Class
Prepare Options Event Status
Enroliment Stat t
nrollmef ement Run Date Erequency
D; ion Frequency
Election Entry. Entered 0of ¢ Show Plans
Validate/Finalize Erfois 0 Show Errors
Confirmation Statement Run Date

Reprocess Process Indicator N

Normal Processing
| Notify |

I Save I Return to Search Previous in List Nextin List

Annual Freq y

Finalize/Apply Defaults
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Page 25 of 78



Benefits Job Aid

//) Cardinal

13. Click the Schedule/Prepare Activity button.

BN361 Employee Set Up for Medicare

The On-Demand Event Maintenance page refreshes.

Prepare Options

Enrollment Statement Run Date

Frequency
I Election Entry. ﬂ Entered o of 1 Show Plans
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date
Reprocess | Process Indicator [N Q
- Normal Processing
[ Save ] Return to Search ‘ | Previous in List | Nextin List Notify |

Show Activities

JOHN DOE Person ID
Activity Date Source
Schedule/Prepare Activity Pending Activities 0
EventID 1 Event Date  11/01/2021 Status  Prepared

Class GEM

Event Status

@ Deduction Frequency O Annual Frequency

Ben Record 1

Empl Record 0

Action

Event Status Update

Open for Processing

(J Finalize/Apply Defaults

14. Click the Election Entry button.

Note: The GEM event is not available in Employee Self Service (ESS), so the BA needs to elect on

behalf of the employee.

The BenAdmin Data Entry page displays.

BenAdmin Data Entry

|
Event/ Participant Selection Option Election Dependents / Beneficiaries

EventData 11/01/2021 Gain Eligibility Medicare/caid
~ Available Plans and Options ()

Plan Typa 10 : Medical
Option Code | [}

Health Provider ID | [y O Previously Seen

Dependents/Beneficiaries
Enroll All

Dependents/Beneficiaries

*ID Name

Q O

Sched ID  EM0O EmplID JOHN DOE Ben Record
Excess Credit Rollover To  Forfeit Excess Credits

Special Requirements

Relationship to Health Provider Previously  Covered
D Seen Person Type

Help |

EventiD 1

o

Age Limit Flag

15.

[“T“QEHHJJF“"F\}"””WWAMW ,\M/""\mew

Click on the magnifying glass to select a Plan Type 10: Medical plan.
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The Look Up Option Code pop-up appears.

16. Select a Medical plan.

BN361 Employee Set Up for Medicare

150f5 v »

»

‘Benefit Coverage
Plan

MODV

65DV

65MO0

Code
1
1
1

AB5 1

Waive Optn | (blank)  (blank)

The BenAdmin Data Entry page returns.

BenAdmin Data Entry

Sched D EMOO EmplID  JOHNDOE
EventData  11/01/2021 Gain Eligibility Medicare/caid

Excess Credit Rollover To

Ben Record

1

EventiD 1

Forfeit Excess Credits

~ Available Plans and Options @

Q I toft v

Plan Type 10 : Medical

Option Code

IAdvarﬁs + RX + Den&Vision (85DV) (SingleJ

Health Provider 1D |

D

K

I O Previously Seen

Special Requirements

D

D Name E:::?:yr;sehip to :-éealm Provider Previously g:::J:dType [é Age Limit Flag

Y L 1] o o -
[+]

«

Event / Participant Selection | Option Election | Dependents / Beneficiaries

17. Click OK.
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The On-Demand Event Maintenance page returns.

JOHN DOE Person D Ben Record 1
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event D 1 EventDate 11/01/2021 Status  Entered Class GEM EventStatus Update
P Opti
repare Options Event Status Open for Procassing
Enroll it Stat t
nrollmen emen | Run Date Frequency
® Deduction Frequency O Annual Frequency
[ Electicn Entry o Entered qof 4 Show Plans
= = O Finalize/Apply Defaults
I. Validate/Finalize I Errors 0 Show Errors Pply
Confirmation Statement Run Date
Reprocess | Process Indicator [N Q
Normal Processing
Save l Returnto Search || Previous I List Next in List Notify

18. Click Validate/Finalize.

The On-Demand Event Maintenance page refreshes.

JOHN DOE Person ID Ben Record
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
EventID 1 EventDate 11/01/2021 Status_Finalized - Envolled | Class GEM Event Status Update
Erspare Options Event Status Closed to Processing
Enroliment Statement Run Date Freguency

Deduction Frequency ' Annual Frequency

Election Entry Entered g of 0 Show Plans
alidate/Finalize . 6 Show Errors Finalize/Apply Defaults
Confirmation Statement Run Date
Reprocess Process Indicator N

Normal Processing

Returnto Search | | Previous in List Next in List Notify ‘

19. Confirm the Status is Finalized-Enrolled, and the Event Status is Closed for Processing.

20. Navigate to the Health Benefits page to confirm the updated medical plan enrollment for the

employee by using the following path:

Navigator > Benefits > Enroll in Benefits > Health Benefits
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The Health Benefits search page displays.

BN361 Employee Set Up for Medicare

Health Benefits

Find an Existing Value |

¥ Search Criteria

Empl ID | begins with \:‘
Benefit Record Number | = v

Name | begins with v
Last Name | begins with v
Business Unit | begins with v

Department SetID | begins with v Q

Department | begins with v Q

Organizational Relationship | = v v

Alternate Character Name | begins with v

Oinclude History (JCorrect History ([JCase Sensitive
Limit the number of results to (up to 300): |300

Clear | Basic Search & Save Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

21.
22.

Enter the Empl ID.
Click Search.
The Health Benefits page displays.

< On-Demand Event Maintenance. Health Benefits

Coverage Election

® Eleot O Waive O Terminate

Y

Benefit Program  RET

65DV Q
Benefit Plan Advan65 + RX + Den&Vision
Q

Coverage Code |1

Health Provider ID O Previously Seen

Employee Status  Active
Enroll All Dependents |

Dependent/Beneficiaries
=4

Health Benefits
JOHN DOE Employee D Benefit Record Number 1
Plan Type Q 10f1 v View All
Plan Type 10 Medical *j=
Coverage Q 10f1 v | View Al
*Coverage Begin Date | 11/01/2021 o *Deduction Begin Date | 11/01/2021 o +| -

*Election Date | 11232021

. WY o WWVWWWW\MM

Option Code g7

1-10f1 v

Note: Now the Agency BA can see that the employee has Single medical benefit plan coverage.
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Hire the Spouse as an Employee

Before hiring the spouse as an employee, the Agency BA must gather the personal information (e.g.,
Social Security number, date of birth, etc.) from the Update Dependent/Beneficiary page. Once the
information is gathered, then the Agency BA can complete the hire process.

1. Navigate to the Update Dependent/Beneficiary page using the following path:
Benefit Administrator tile > Employee/Dependent Information > Update
Dependent/Beneficiary

The Update Dependent/Beneficiary search page displays.

Update Dependent/Beneficiary

Enter any information you have and click Search. Leave fields blank for a list of all values.

‘ Find an Existing Value ‘

w Search Criteria

I Empl ID | pegins with + |I

Name | begins with v

Last Name | begins with +

Second Last Name | begins with v
Alternate Character Name | begins with ~

Middle Name | begins with ~

O Include History [ Correct History [ Case Sensitive

Limit the number of results to (up to 300). | 300

Clear | Basic Search [&F Save Search Criteria

2. Enter the Empl ID of the employee.
The Dependent/Beneficiary page will display.

‘ Name H Address | Personal Profile ‘
JOHN DOE Person ID
Dependent/Beneficiaries Q | 1of1 v | View All
“Dependent/Beneficiary ID \01 | +| -
Name History Q| 1of1 v | ViewAl
Effective Date  07/01/2020 + -
Format Type  English
Display Name  Edith Doe View Name |
Save \ Return to Search H Notify Update/Display \ Include History H Correct History

Name | Address | Perscnal Profile

3. Click on the Personal Profile tab.
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The Personal Profile tab displays.

< Health Benefit Elections Update Dependent/Beneficiary

| Name I Address Personal Profile }
Personal Profile Q 1of1 v | View All
+| =
Dependent/Beneficiary ID 01 Edith Doe
I Date of Birth ‘DWIDWBEQ I Birth Location
Birth Country \ Q Birth State Q
Data of Death ‘ Riders/Orders exist
Medicare Entitled Date ‘ Riders/Orders
Personal History Q | 10f1 v I ViewAll
*Effective Date | 07/01/2020 + | =
"Relationship to Employee | Spouse b
*Dependent Beneficiary Type | Approved Dependent v
“Gender | Female =
i - Iy
Marital Status | Married v As of |07/01/2020
O student As of
O Disabled As of

4.  Write down the dependent’s Date of Birth and the Social Security number. In addition, write
down the Empl ID of the Employee for future use.

5. Navigate to the Add a Person page to hire the dependent into Cardinal using the following path:
Navigator > Workforce Administration > Personal Information > Biographical > Add a Person

The Add a Person page displays.

Add a Person

Add a Person

PersonID NEW

Add Person

Search for Matching Persons

T N Ry e N e e W W N A e VDN

6. Click on Add Person button.
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The Modify a Person page displays.

BN361 Employee Set Up for Medicare

< Add aPerson Modify a Person

‘ Biographical Details ‘ Contact Information I [ Regional | ‘ QOrganizational Relaticnships ‘ VA Person Info
PersonID NEW
Name Q | 1of 1 v I View Al
I'Eﬁeclive Date |11/23/2021 I + |
*Format Type  English Rv
Display Name Add Name
Biographic Information
Date of Birth e Years 0 Months 0
Birth Country | USA Q| Ui e
Birth State Q
Birth Location | (0 Exclude Contact Information?
Biographical History Q | 10f1 v | View All
*Effective Date | 11/23/2021 | -
“Gender = Unknown v
“Highest Education Level = Not Indicated A4
N~ Ml Siatus o "2 ‘“"""""':Mis}!\/«"u/"\v
~

7. Change the Effective Date to the day the dependent is Medicare eligible.

8.  Click on Add Name button.
The Name page displays.

< Add a Person Modify a Person

[ Biographical Details \] | Contact Information H Regional I [ Organizational Relationshi VA Info
Name x
Help
Name Q)
2 English Name Format
“Effective Date |11/01/2021 ()|
= ‘ Name Prefix v
*Format Type | English v
—_— I “First Name 1 I
Display Name
£l Middle Name
Bi I “Last Name I
[
Date of Birth ‘ ] Seem G Name Suffix S
Birth Country | USA CY [V Display Name
Birth state | Q) Formal Name
Name
Birth Location | |
= ‘ OK Cancel ‘ ‘ Refresh Name j
Biographical History Q|
“Effective Date | 11/23/2021 .
s [T e ————————

9. Add the dependent’'s name information.

10. Click OK.
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The Modify a Person page returns.

< AddaPerson Modify a Person

| VA Person Info

| Biographical Details I‘ Contact Information ” Regional

{ Organizational Relationships

Edith Doe PersonID  NEW
Name Q | 1of1 « I ViewAll
“Effective Date | 11/01/2021 =] + | - ‘
“Format Type ‘ English V|
DisplayName it Doe ‘

Biographic Information

IDateufonh| I I Years 0 Months 0
B County [USA Qg saes
Bthsae | Q]

Birth Location | ‘ O Exclude Contact Information?

Biographical History (e | 10f1 + | View Al

“Effective Date | 11/01/2021 =) i| _‘

I “Gender | Unknown VI

*Highest Education Level | Not Indicated V|

“Marital Status | pamouny "| As of ‘ ‘

11. Enter the Date of Birth.

12. Select a Gender.

13. At the bottom of the page, enter the Social Security humber.
14. Click on the Contact Information tab.
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The Contact Information tab displays.

< Add aPerson Modify a Person

Biographical Details ‘ Contact Information ‘ Regional ‘ Qrganizational Relationships ‘ VA Person Info ‘
Edith Doe. EmplID NEW
Current Addresses N
F Q 1-10f1 v | ViewAll
Address Type As Of Date Status Address

Home 11/01/2021 A Add Address Detail + —
J

Phone Information

F Q 1-10f1 v | ViewAl
*Phone Type Telephone Extension Preferred
v O | =

Email Option Selection

%@.‘%Agency Provided Email O Pending Agency Provided Email OEmployee Provided Email

Email Addresses

*Email Type *Email Address Preferred

WWNMKW
15. Click on the Add Address Detail hyperlink.
The Address History page displays.

< Add aPerson Modify a Person

Address History
Address Type Home

Address History Q 10f1 v

“Effective Date [[11/01/2021 Address i‘ _‘

Country |USA Q ‘

*Status |A Q‘
Add Address

. QK [ Cancel H Refresh |

16. Click on Add Address hyperlink.
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The Edit Address page displays.

¢ Add a Person Modify a Person

Edit Address

Country  United States

I\ddress 1 | ‘I

Address 2 | |

Address 3 | |

City ‘ | State ‘ Q

Postal | |

County | |

I OK I Cancel ‘

17. Enter the dependent’s address.
18. Click OK.

The Address History page displays.

< Contact Information Modify a Person

Address History

Address Type Home

Address History Q | 10f1 ~

tmetee o [T ¥ -
Effective Date | 11/01/2021 ‘ v L

e Glen Allen, VA 23059
Country |USA Q | Hanover

*Status |A Q |
{Add Address!

OK I Cancel H Refresh |
8

MAWW\M%&AMJ”M

19. Click OK.
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The Contact Information tab displays.

< Contact Information Modify a Person
| Biographical Details. I Contact Information | Regional } ‘Organizational Relationships | VA Person Info I
Edith Doe EmplID NEW
Current Addresses
5 Q 1-10f1 v | ViewAl
#f;e"ss As Of Date Status Address
1 Main Street |
Home 11/01/2021 A Glen Allen, VA 23059 + -—
Hanover
s
Phone Information I
8
5 Q 1-10f1 v | View Al
*Phone Type Telephone Extension Preferred
~ [ a] | -
Email Option Selection
@ Agency Provided Email O Pending Agency Provided Email O Employee Provided Email
s
Email Addresses
“Email Type “Email Address Preferred
¥ ~ u] =]
N“"\rﬁwuj\“‘.\_ﬂ,\,w e | NSNS

20. Enter the Phone Number information.
21. Enter the Email information.
22. Click on the VA Person Info tab.

The VA Person Info tab displays.

< Contact Information Modify a Person

| Biographical Details H Contact Information || Regional | Organizational Relationships ‘ VA Person Info '
Edith Doe PersonID NEW
Power Of Attorney ‘ ‘ l Linked Panicieant EmellD I
Preferred Pronoun ‘ v Preferred Gender v‘
[ Save ] ’ Notify | | Refresh ‘ ‘ Add ‘ ‘ Update/Display | ‘ Include History ‘ ‘ Correct History |
Biographical Details | Contact Information | Regional | Organizational Relationships | VA Person Info
JV%W WWW AN TN PRESS

23. Input the Employee’s Empl ID in the Linked Participant EmplID field.
24. Click on the Organization Relationship tab.
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The Organizational Relationship tab displays.

< Contact Information Modify a Person

[ Biographical Details [ Contact Information ’ Regional ‘ Organizational Relationships [ VA Person Info
Edith Doe PersonID  NEW
Choose Org Relationship to Add
O Contingent Worker
[ Person of Interest
| select Checkiist Code ~l ®
I Add Relationship
[ Save I| Notify | ‘ Refresh | ‘ Add ‘ | Update/Display | ‘ Include History | ‘ Correct History
Biographical Details 1 Contact Information | Regional | Organizational Relationships | WA Person Info
VMWNU%WM’\\NJMWW Y

25. Check the box next to Employee.
26. Select Hire from the drop-down menu next to Select Checklist Code.

27. Click Add Relationship button.
The Work Location tab displays.

< Biographical Details Modify a Person

[ Work Location ‘I Jab Information II Job Labor I [ Payroll } [ Salary Plan I [ Compensation ‘
Edith Dos Empl D
Employee Empl Record 0
Work Location Details @ (o 10f1 v
*Effective Date |11/01/2021 | | Go To Row \ + ‘ ‘
Effective Sequence ‘ O‘ “Action ‘ Hire: v‘
HR Status  Active Reason ‘ "‘
Payroll Status  Active “Job Indicator ‘ Primary Job v‘
‘ Calculate Status and Dates
Current ]

I Position Number ‘ Q ‘ I

Override Position Data

Position Entry Date ‘ ‘

Position Management Record

“Regulatory Region ‘u‘ United States
*Company ‘ Q‘
Business Unit ‘15100 a ‘ Department of Accounts
“Department ‘ Q‘
Department Entry Date ‘ ‘

W—"wwww\,r_f—\__f T T Il SR NN UVIPSoo NI NV o NP W N S

28. Select Hire-VRSRT use only from the drop-down menu next to Reason.
29. Enter the Position Number for VRS Retiree Position.
30. Click on the Job Information tab.
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The Job Information tab displays.

31.
32.

< Biographical Details

BN361 Employee Set Up for Medicare

Modify a Person

Edith Doe
Employee

Job Information Details @

Effective Date  14,01/2021

Effective Sequence 0
HR Status  Active
Payroll Status ~ Active

Job Code COVHBO
Entry Date  11/01/2021
Supervisor Level E
Reports To

Regular/Temporary Regular
=

I Empl Class -

Regular Shift Not Applicable

Classified Ind  Classified

Standard Hours @)

Select VRSRetiree from the drop-down menu next to Empl Class.

Click on the Payroll tab.

The Payroll tab displays.

33.
34.

< Biographical Details Modify a Person

Standard Hours | 40.00

| Work Location H Job Information [ Job Labor I Payroll I Salary Plan I Compensation \

Empl ID
Empl Record 0

Action Hire
Reason Hire-VRSRT use only
Job Indicator  Primary Job

Health Benefits Only
SOC Code

Employee Supervisor Name

FulliPart  Full-Time
*Officer Code | None v

Shift Rate

Shift Factor

Work Period W Weekly
UL EEL

IR VL Voo WRSNUNSNY NI 200 YAn WAt v

Payroll Information

Effective Date  44;01/2021

Effective Sequence 0
HR Status  Active
Payroll Status  Active

“Payroll System | Payroll for North America

Absence System | Other

Payroll for North America (®

I Pay Group Q I
Employee Type L 2
I Tax Location Code Q I
GL Pay Type

Combination Code

R O e e e T B Y N

Work Location Job Information [ Job Labor Payroll | [ Salary Plan Compensation

| II_I
Edith Doe EmplID 08188691200
Employee

Empl Record

Action  Hire
Reason Hire-VRSRT use only
Job Indicator  Primary Job

Holiday Schedule Q

Exempt
FICA Status
Edit ChariFields

Select the MNP (Non-Payroll) Pay Group.
Input the corresponding Tax Location code.

Rev 9/26/2022
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BN361 Employee Set Up for Medicare

Effective Date

Effective Sequence
HR Status

Payroll Status

» Comparative Information @

» Pay Rates @

Compensation Rate

11/01/2021

0
Active
Active

0.0000002

[ Default Pay Components

Pay Components @
5 Q

Amounts H Controls
*Rate Code Seq

1 Q

Changes

Canversion | (1]

Comp Rate Currency

- —1

I Calculate Compensation

Job Data [}

Employment Data

Earnings Distribution

| Go To Row |
Action  Hire
Reason  Hire-VRSRT use only
Job Indicator  Primary Job ]
Current
“Fi M
T Q0 ontly
1-1of1 v
Frequency Percent
a a + | -
I Benefits Program Parficipation I

35.
36.
37.
38.
39.

Change the Frequency to M.
Click on the Default Pay Components button.
Enter “0” in the Com Rate field.
Click on the Calculate Compensation button.

Click on the Benefit Program Participation hyperlink.

The Benefit Program Participation page displays.

¢ Biographical Details Modify a Person

Rev 9/26/2022

Benefit Program Participation |
Edith Doe Ehipl D
Employee Empl Record 0
Benefit Status @ Q | 1of1 v
e
Benefit Record Number g . Go To Row.
Effective Date  41,01/2021
Effective Sequence 0 Action Hire
HR Status Active Reason Hire-VRSRT use only
Payroll Status  Active Job Indicater Primary Job
Current a
Benefits System = Benefits Administration v Benefits Employee Status e
Annual Benefits Base Rate =] UsD ACA Eligibility Details
Benefits Administration Eligibility @
BAS Group ID Q
Elig Fid 1 Q I Elig Fld 2 Q \I Elig Fid 3 | Q
Elig Fid 4 Elig Fld 5 EligFld6 |
Elig Fld 7 I Elig Fld 8 Ok\l I Elig Fld 9 | Q I
WﬂwNLMWWW“
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40.
41.
42.
43.

BN361 Employee Set Up for Medicare

Enter Elig Fid 2 (e.g., 005001000).
Enter Elig FId 8 (e.g., 12-12).

Enter Elig FId 9 (e.g., LS-GB).

Scroll down to the bottom of the page.

The Benefit Program Participation bottom of the page displays.

44,
45.
46.

e st NN ST A T TN N S N g e NN N N T\

Benefit Program Participation Details @ (@l | 10f1 v I ViewAll
*Effective Date | 11/01/2021 J{@\ Currency Code S + -
I *Benefit Program ‘PSX d\

Sys delivered empty Ben Pgm

Job Data Employment Data Earnings Distribution Benefits Program Participation

OK I‘ Cancel H Apply l Refresh

Change the Benefit Program to RET.
Click OK.
Click OK through any warning messages that pop-up.

The Organization Relationships page returns.

47.
48.

< Organizational Relationships Medify a Person

[ Biographical Details Regional

[ Contact Information

[ Organizational Relationships

Edith Dos LPerson 0 |

Choose Org Relationship to Add

Employee
Contingent Worker
Person of Interest

Empl Record 0
Select Checklist Gode | Hire v @

Add Relationship

[ Save “ Notify H Refresh ‘ Add H Update/Display H Include History H Correct History

Biographical Details | Gontact Information | Regional | Organizational Relationships | WA Person Info

The dependent now has an Employee ID. Write down the Person ID (Empl ID) for future use.
Navigate to the Modify a Person page using the following path:

Navigator > Workforce Administration > Personal Information > Biographical > Modify a
Person
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The Personal Data search page displays.

Personal Data

Personal Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value ‘ Add a New Value ‘

¥ Search Criteria

I Empl ID | begins with v i I

Name | begins with v

Last Name | begins with v

Second Last Name | begins with v
Alternate Character Name | begins with v

Middle Name | begins with v

Olinclude History (JCorrect History (JCase Sensitive

Limit the number of results to (up to 300). 300

Clear | Basic Search & Save Search Criteria

Find an Existing Value | Add a New Value

49. Enter the Employee Empl ID. (Recorded on Step 50)
50. Click Search.

The Modify a Person page displays.

¢ Name Modify a Person

‘ Biographical Details | Contact Information Regional |
JOHN DOE Person ID
Name Q | 1of1 ~ | ViewAll
Effective Date  06/22/2021 *| =
Format Type English
Display Name o1 DOE [__ViewName |

Biographic Information

Date of Birth | 111611956 Years €5  Months 0

Date of Death

Birth Country |USA United States

Birth State

o o EH B

) ion?
Birth Location 0 Exclude Contact Information?

Biographical History Q | 10f1 v | ViewAll

*Effective Date | 06/22/2021 | + =
“Gender = Female v

*Highest Education Level = Not Indicated v

Unknown As of | 06/22/2021

N A N e

51. Click on the VA Person Info tab.
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The VA Person Info tab displays.

52.
53.
54.

Modify a Person

Biographical Details ’ ‘ Contact Information ‘ ’ Regional ‘ | VA Person Info
JOHN DOE Person ID
Power Of Attorney || | I Linked Participant EmplID I
Preferred Pronoun : Preferred Gender | v‘
I[ Save I ‘ Return to Search ‘ ‘ Notify ] ‘ Refresh | | Add l Update/Display Include History ’ l Correct History
Biographical Details | Contact Information | Regional | VA Person Info

Enter the Dependent’s Empl ID in the Linked Participant EmplID field.

Click Save.
Navigate to the On-Demand Event Maintenance page to process the dependent’s new hire

benefit event by using the following path:
Benefit Administrator tile > Managed Automated Enrollment > On-Demand Event

Maintenance

The On-Demand Event Maintenance page displays.

On-Demand Event Maintenance

< Biographical Details

On-Demand Event Maintenance
Edith Doe PersonID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
EventID 1 EventDate  11/01/2021 Status  Prepared Class HIR ExentStatus Up(iate
P Opti
repare Options Event Status Open for Processing
Enroll it State t
nrollment ement ‘ Run Date Frequency
®D ion Freq y O Annual Freq y
I Election Entry I Entered gof 4 Show Plans
i il (O Finalize/Apply Defaults
Validate/Finalize B <9 Show Errors PRly
Confirmation Statement Run Date
Reprocess ‘ Process Indicator [N Q
- Normal Processing
‘ Return to Search ‘ Notify |

55. Since the Benefit Administration Process has run in Cardinal from the time of hire, the event is

Rev 9/26/2022

already prepared. Click on the Election Entry button to make the benefit elections for the
dependent.
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The BenAdmin Data Entry page displays.

BenAdmin Data Entry x I

Event / Participant Selection || Option Election H Dependents / Beneficiaries

Sched ID  EMO0 EmplID ~ EdithDoe Ben Record 0 EventlD 1
EventData  11/01/2021 Initial Enrollment Excess Credit Rollover To  Forfeit Excess Credits
~ Available Plans and Options (@ Q | 1ofl~

Plan Type 10 : Medical

o
Option Code || Q

3
Health Provider D | [ Previously Seen
Special Requirements
Dependents/Beneficiaries
Dependents/Beneficiaries
Relationship to Health Provider Previously Covered
Nams) Employee D Seen Person Type Age Limit Flag

[j [:] o 0 j
[+]

R I N e V7 s WA

56. Click on the magnifying glass next to Option Code for Plan Type 10: Medical.
The Look Up Option Code pop-up appears.

Look Up Option Code

= =

Sech Reslits
S View100 14« 1490149 v b ¥

Option Option  Benefit Coverage
Code  Type Plan  Code

Option CHA

Option CHA2
Opton  CHAZ
Option
Option

1

2

3

4

1

2

Opton 3
Opton 4
Option 1
2

3

2

4

1

2

3

A

Option
Option

Option

57. Select a benefit plan with a Coverage Code 1 for single coverage.

The BenAdmin Data Entry page refreshes.
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BenAdmin Data Entry

x
Sched ID  EMO0 Empl ID Edith Doe Ben Record 0 EventlD 1
EventData  11/01/2021 Initial Enrollment Excess Credit Rollover To  Forfeit Excess Credits
~ Available Plans and Options @ Q | [1of1 v
Plan Type 10 : Medical
e L
Option Code (45 Q|
ol = ——  GOVA+ExDen+Out-of-ntwk+Vs&Hr (ACCS) (Single)
Health Provider ID O Previously Seen
Special Requirements
Dependents/Beneficiaries
Enroll All
Dependents/Beneficiaries
= Relationship to Health Provider Previously Covered e
j[o] Name Employee D Person Type Age Limit Flag
Q| O -
*
[@ ‘ Cancel ‘ ‘ Apply ‘ Refresh
Event / Participant Selection | Option Election | Dependents / Beneficiaries

58. Click OK.

The On-Demand Event Maintenance page displays.

‘ Reprocess ‘ Process Indicator [N Q

Save ‘ Return to Search H Notify |

Edith Doe Person ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
EventID 1 EventDate 11/01/2021 Status  Entered Class HIR EvsntStatus Updats
Prepare Options Event Status .
Open for Processing
Enroliment Statement
Run Date Frequency
@ Deduction Frequency O Annual Frequency
| ‘ Entered qof 4 Show Plans ‘
i inali O Finalize/Apply Defaults
I ‘ Validate/Finalize ‘IErrors 0 Show Errors PRl
Confirmation Statement Run Date

Normal Processing

59. Click Validate/Finalize button.

Rev 9/26/2022
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The On-Demand Event Maintenance page refreshes.

Edith Doe

Activity Date Source

Schedule/Prepare Activity. Pending Activities

Event ID 1 Event Date  11/01/2021

Prepare Options

Enroliment Statement

Run Date
Election Entry Entered o of 0
Validate/Finalize Errors 0
Confirmation Statement Run Date

Reprocess Process Indicator N

[ Save H Return to Search H Notify |

Person ID Ben Record 0
Empl Record 0
0 Show Activities Action
Status Finalized - Enrolled  Class  HIR Event Status Update

Event Status

Frequency

Deduction Frequency

Show Plans

Show Errors

Normal Processing

Closed to Processing

Annual Frequency

Finalize/Apply Defaults

Note: The employee is now enrolled in Medicare, the spouse has been hired into Cardinal, linked
to the employee, and enrolled in single coverage medical.
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Scenario 3: Employee’s dependent turns 65

In this scenario, the employee has employee + spouse coverage, the employee is not eligible for
Medicare, but the Spouse turns 65 and is eligible for Medicare. Once the BA confirms that the spouse is
eligible for Medicare, the BA must add a GEM event to change the employee’s coverage from Employee
+ Spouse to Single.

Process the Medicare Manual Event
1.  Access the BAS Activity page using the following path:

Benefit Administrator tile > Manage Automated Enrollment > Review BAS Activity

The Review BAS Activity page displays.

< On.Demand Event Maintenance Review BAS Activity
AS Actvity

@ Q « 4 13003718 vl o

*EmpI 1D~ Nameo *Action Source) (58 1 (Ben | SR [EventDotea  [EREMU. BASC | ubbress COBRA Action
JOHN DOE Crans 0 0 08/06:2020 0 ADR v - *
JOHN DOE éffa'f‘f: ) 0001022020 0 ADR v =
JOHN DOE poaking ) 0 091082020 0 ADR - -
JOHN DOE o 0 0 11102020 0 ADR v -
JOHN DOE o 0 0| 117202020 0 ADR v -
JOHN DOE s ) 0 11202020 0 ADR v -
JOHN DOE g::{f;a ) 0 11202020 0 ADR v -
JOHN DOE — ) 0 11232020 0 ADR v -
JOHN DOE o 0 0 1232020 0 ADR v -
JOHN DOE Chage 0 0| 1232020 0 ADR v -
JOHN DOE gf‘:',:]: ) 0 1232020 0 ADR v -
JOHN DOE rand ) 0121012020 0 ADR v -
JOHN DOE cn:’-;f: 0 01210172020 0 ADR v -
JOHN DOE — 0 0/ 120012020 0 ADR v -
JOHN DOE el ) 0 121042020 0 ADR v -

:r; Q « 4 13003110 vl

—5 b

savo | wouty || Retresh

2. Click the + sign to add row.
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The Review BAS Activity page refreshes.

< On.Demand Event Maintenance Review BAS Activity
AS Activity

m Q 4 4 130013720 v oo View 100

“EmpI 1D~ Name *Action Source  Allyobs Be% . ETEl - cgventostes  EreRt  BAS o Subhress COBRA Action
JOHN DOE 'c\i';:{: 0 0 0910212020 0 ADR v -
JOHN DOE ficied o 0 091082020 0 ADR v -
JOHN DOE (o 0 0 111102020 0 ADR v -
JOHN DOE el 0 0 11202020 0 ADR v =
JOHN DOE o 0 0 11202020 0 ADR v -
somn Do Agtess o — . o =
JOHN DOE el ] 0 1232020 0 ADR v -
JOHN DOE i o 0 11232020 0 ADR v -
JOHN DOE ot 0 0 112372020 0 ADR v -
JOHN DOE o 0 0 11232020 0 A0R v -
JOHNDOE Sodres o 0 12012020 0 ADR v -
JOHN DOE EE?:CS: o 0 1210122020 0 ADR v -
JOHN DOE (sl ] 0 12012020 0 ADR v -
JOHN DOE Sanen 0 0 12042020 0 ADR v -

1
+ B Q W4 (10013720 v > M | vewto
[save | | wotty || Refresh

3. Enter the Empl ID in the first box to the left.

4.  Enter the Effective date of the event in the date field (Same date as the Medicare Information
Update).

5.  Click on the magnifying class in the BAS Action section and select the GEM event (Gained
Eligibility for Medicare).

The BAS Activity displays with the information in the new row.

< Biographical Details Review BAS Activity

o
JOHN DOE Jeolsta 0 0 102172021 0 TER = v| TR -
Change
JOHN DOE dob Do 0 0 10/08/2021 0 RFL ~| -
Change
JOHN DOE Jeoet 0 0/ 100172021 0 LoA v -
Change -
JOHN DOE JooDsla 0 0 10125/2021 0 JoB ~| -
Change
JOHN DOE J00.0aE 0 0 1012272021 0 HR ~| -
Change 3
JOHN DOE Address o 0 1012572021 0 ADR vl -
Change =
JOHN DOE JeoDeta 0 0/ 1213012020 0 JoB vl -
Change
JOHN DOE ool 0 0 1012772021 0 HIR ~| - ‘
Change T
JOHN DOE onDats 0 0 1211572020 0 XFO v TER -
Change
JOHN DOE Jeolieta 0 0 120172020 0 JoB [ | -
Change |
JOHN DOE JeODste 0 0 10/01/2020 0 HIR ~| - ‘
Change
JOHN DOE AobDaia 0 1 11042021 0 XFR [ ~| -
Change
Manual
@ Jornooe Eeent S0 o [nwenE ST Y ]
N
+‘ 5 Q 1240624 | Viewall
Save ‘ Notify ‘ ‘ Refresh
J_lli o=
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6. Click Save.
7. Navigate to the On-Demand Event Maintenance page using the following path:
Benefit Administrator tile > Manage Automated Enrollment > On-Demand Event Maintenance

The On-Demand Event Maintenance page displays.

< Review BAS Activity On-Demand Event Maintenance

On-Demand Event Maintenance

JOHN DOE Person ID Ben Record 0
Activity Date  11/01/2021 Source Manual Event Empl Record 0
[ Schedule/Prepare Activity | | Pending Activities 1 Show Activities | Action .
Event D 0 Event Date [} status Class I Event Status Update
Prepare Options Event Status
Enroliment Statement
Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Entry Entered 0 of 0 Show Plans
: TR Finalize/Apply Defaults
Validate/Finalize Emors @ Show Errors PPl
Confirmation Statement Run Date
Reprocess Process Indicator N
Normal Processing
[ Save ‘ ‘ Return to Search | | Notify ,

8.  Click on the Schedule/Prepare Activity button.
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The On-Demand Event Maintenance page refreshes.

JOHN DOE Person ID Ben Record ]
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 1 EventDate 11/01/2021 Status Prepared Class GEM | EventiStatu= Update
Prepare Options Event Status

Open for Processing

: Enroliment Statement | Run Date Frequency

® Deduction Frequency O Annual Frequency

I Election Entry ||Entered 0o 4 Show Plans
. - O Finalize/Apply Defaults
Validate/Finalize Errors o Show Errors PRIy
Confirmation Statement Run Date
| Reprocess | Process Indicator [N Q
v Normal Processing
[ Save ’ | Return to Search | ‘ Notify ‘

9.  Click on the Election Entry button.
The BenAdmin Data Entry page displays.

BenAdmin Data Entry x
Help
Event/ Participant Selection | I Option Election [ Dependents / Beneficiaries
Sched ID  EMOO Empl ID JOHN DOE Ben Record 0 EventiD 1
Event Data  11/01/2021 Gain Eligibility Medicare/caid Excess Credit Rollover To  Forfeit Excess Credits
~ Available Plans and Options & Q | 1of4 v

Plan Type 10 : Medical

"
Option Code Q | -
COVA HithAwr + Exp Den&Vis (CHAT1) (Self + Spouse)
Health Provider ID | O Previously Seen
% Special Requirements
Dependents/Beneficiaries
Enroll All
Dependents/Beneficiaries
. Relationship to Health Provider Previously Covered -
D Hame Employee (=] Seen Person Type Age Limit Flag
01 Q | Jessica Doe Spouse | (] Spouse -
+. |

10. Click on the magnifying glass under Plan Type 10: Medical.
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Look Up Option Code x
Help

Search Results

View100 4 4 | 1-490f49 v p bl

Option  Option Benefit Coverage
Code Type Plan Code

Option CHA 1

Option CHA2 2

Option CHA2 3
Option CHA2 4
Option CHD 1
Option CHD 2.

Option CHD 3

Option CHD 4

Option CHD1 |1
Option CHD1 2
Option CHD1 3
Option CHA 2.
Option CHD1 4

Option ACCO 1

Option ACCO 2

Option ACCO 3
Option ACCO 4
Option ACC1 1

11. Click on the Medical Plan with Coverage Code 1 (Single).

The BenAdmin Data Entry page returns.

BenAdmin Data Entry x
Help
[ Event / Participant Selection [ Option Election [ Dependents / Beneficiaries
Sched ID EMOD EmplID  JOHNDOE Ben Record 0 EventlD 1
EventData 11/01/2021 Gain Eligibility Medicare/caid Excess Credit Rollover To  Forfeit Excess Credits
~ Available Plans and Options @ Q | 1of4 "|
Plan Type 10 : Medical
o

Option Code

Health Provider ID [ O Previously Seen N

COVA HithAwr + Exp Den&Vis (CHA1) (Single)

Special Requirements
D dents/Beneficiari
Enroll All

D =]

“ID Name Relationship to :-I()ealth Provider Previously Covered

Employee Seen Person Type

Jessica Doe Spouse [:] (] Spouse O -—

Age Limit Flag
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Note: Before removing the listed dependent, make sure to record all the personal information for
the new hire process. (e.g., Date of Birth, Full Name, Address, etc.)

12. Click on the “ - “sign next to the listed dependent under the Dependent/Beneficiaries.

Delete current/selected rows from this page? The delete will occur when the transaction is saved.

13. Click Ok.
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The BenAdmin Data Entry page returns with no listed dependents under Dependents/Beneficiaries.

BenAdmin

Sched ID  EMO0 Empl ID

EventData 11/01/2021 Gain Eligibility Medicarefcaid

~ Available Plans and Options @

Plan Type 10 : Medical

Option Code |5 Q

Event/ Participant Selection H Option Election ” Dependents / Beneficiaries

Data Entry

x

Help ]

JOHN DOE

COVA HithAwr + Exp Den&Vis (CHA1) (Single)

Health Provider ID

Dependents/Beneficiaries
Enroll All
Dependents/Beneficiaries

“ID Name Employee

Relationship to

Ben Record 0

EventiD 1

Excess Credit Rollover To  Forfeit Excess Credits

O Previously Seen

Health Provider
D

Q | 1of4v

o

Special Requirements

Previously Covered
Seen Person Type

(]

Age Limit Flag

14. Scroll down to the bottom of the page and click OK.

The On-Demand Event Maintenance page returns.

JOHN DOE

Activity Date

Schedule/Prepare Activity

Reprocess

Source

EventID 1 Event Date  11/01/2021
Prapare Options
Enrellment Statement | Run Date
| 0 Eiection Entry i | Entered
I validate/Finalize I Erors 0
Confirmation Statement Run Date

[ Save “ Return to Search H Notify ‘

Pending Activities 0

Status

10 4

Persen ID
Show Activities
Entered Class
Event Status
Frequency

Ben Record 4]

Empl Record 0

Action

GEM Event Status Update

Open for Processing

@ Deduction Frequency O Annual Frequency

Show Plans

Show Errors

| Process Indicator [N Q

Normal Processing

[ Finalize/Apply Defaults

15. Click on the Validate/Finalize button.
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The On-Demand Event Maintenance page refreshes.

JOHN DOE Person ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities o Show Activities Action
EventID 1 EventDate 11/01/2021 Status Finalized - Enralled  Class  GEM ept Stats Lpdate
Prepare Options Event Status

Closed to Processing

Enrollment Statement Run Date

Frequency
Deduction Frequency ' ' Annual Frequency

Election Entry Entered jof Show Plans |

3 e Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors

Confirmation Statement Run Date
Reprocess Process Indicator N
Normal Processing
[ Save l ‘ Return to Search | | Notify |

16. Navigate to the Health Benefits page to confirm the current benefit enrollment for the employee by
using the following path:

Navigator > Enroll in Benefits > Health Benefits
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The Health Benefits search page displays.
Health Benefits

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value ‘

¥ Search Criteria

I Empl ID | begins with v| | ||
Benefit Record Number | = v‘ Y

Name beg?n; with t\
Last Name | begins with V‘
Business Unit | begins with v |

Department Set ID  begins vith V‘ Q ‘

Department :)egins with V‘ Q ‘

Organizational Relationship = ;\ v

Alternate Character Name | begins with V}

Olnclude History (JCorrect History (JCase Sensitive

Limit the number of results to (up to 300): | 300 ‘

‘ Clear | Basic Search EF Save Search Criteria

17. Enter the Employee ID.
The Health Benefits page displays.

¢ Health Benefits

18. Confirm the Benefit Plans Coverage Code is Single.

Rev 9/26/2022

Health Benefits
JOHN DOE Employee D Benefit Record Number 0
Plan Type Q | v View All
Plan Type 10 Medical +=
)
Coverage Q Tof1 v | View All
“Coverage Begin Date |i1/01/2021 [| ,, “Deduction Begin Date | 102572021 [i%]| . +| -
Y ]
Coverage Election
®Elect Owaive O Terminate “ “ElectionDate | 17232021 )
Benefit Program  SalBenPrgm
CHA1 Q .
Benefit Plan R Option Code g
I Coverage Code |1 S
. ingle
Ve — ™ Previously Seen
Employee Status  Active
Enroll All Dependents
Dependent/Beneficiaries
=] 14001 v
N T T I T2 T U e N N SN
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Hire the Spouse as an Employee

Now that the employee’s benefit election has been updated to Single, the Agency BA must now hire the
Spouse as an employee into Cardinal.

1. Navigate to the Add a Person page through the following path:

Navigator > Workforce Administration > Personal Information > Add Person

Add a Person

£ Health Benefit Elections

Add a Person

PersonID [NEW

DS i

Search for Matching Persons

R N s T i R T TN e N e

2. Click on Add Person button.
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The Modify a Person page displays.

< Add aPerson Modify a Person

J Biographical Details H Contact Information H Regional H Organizational Relationships H VA Person Info ‘

PersonID NEW

Name Q | 10f1 v | ViewAll
I *Effective Date |{11/23/2021 | || +| =|
*Format Type ‘ English V‘
Display Name I Add Name I

Biographic Information

Date of Birth .‘ Years 0 Months 0
Birth Country u‘ United States

Birth State | Q|

Birth Location O Exclude Contact Information?

Biographical History Q | 10f1 v | View Al
“Effective Date | 11/23/2021 =] +| =
“Gender ‘ Unknown v‘
*Highest Education Level ‘ Not Indicated v‘

“Marital Status ‘ Hknown "‘ Asof |

“WW’WW“WW TN TN

3.  Enter the Effective Date (This is the first of the month in which the Spouse turns 65 to be eligible
for Medicare).

4, Click Add Name.
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The Name pop-up window displays.

Name x
Help
English Name Format
Name Prefix hl
I “First Name I
Middle Name
I *Last Name I
Name Suffix | ~
Display Name
Formal Name
Name
OK I| Cancel | | Refresh Name

5.  Enter the First Name and Last Name.

6. Click OK.

The Modify a Person page returns.
fWuuMMu%%WMWIW TN e

Birth State Q

Birth Location O Exclude Contact Information?

Biographical History Q i 1of1 v I ViewAl

“Effective Date | 11/01/2021 ‘ i‘ -

*Gender | Female ~|

*Highest Education Level = Not Indicated ~

Married v As of |

*Marital Status

Language Code |

Alternate [D |

O Full-Time Student

~ National ID

5 Q 1-10f1 v | View All
“Country “Natienal ID Type National ID Primary ID
usA Q Social Security Number v ‘ + -
[ Save “ Notify || Refresh ‘ Add H Update/Display H Include History H Correct History

Biographical Details | Contact Information | Regional | Organizational Relationships | VA Person Info
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Enter the Date of Birth, Gender, Highest Education Level, Marital Status and National ID.

Click on the Contact Information tab.

The Contact Information tab displays.

¢ Add aPerson Modify a Person
[ Biographical Details I Coentact Information I Regional I Organizational Relationships ‘ VA Person Info
Jessica Doe EmplID  NEW
Current Addresses
5 Q 1-10f1 v | View Al
Address Type @ As Of Date Status Address
Home 11/01/2021 A | Add Address Detail I =l ‘ -— |
Phone Information
H Q 1-10f1 ~ | viewAl
*Phone Type Telephone Extension Preferred
Ll || O +| =
Email Option Selection
{8 Agency Provided Email (O Pending Agency Provided Email (O Employee Provided Email
Email Addresses
*Email Type *Email Address Preferred
\ | | o +| -]
e i P Sie S U e

9. Click on the Add Address Detail hyperlink.

The Address History page displays.

Address Type Home

Address History 10f1 +

*Effective Date |11/01/2021

Country | UsA Q |

Address

*Status |A Q |

Add Address

[ oK I ‘ Cancel | ‘ Refresh |

¢ Add aPerson Modify a Person
lAddress History

10. Click on the Add Address hyperlink.
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The Edit Address page displays.

< Add aPerson Modify a Person

Country United States

Address 1 | I |

Address 2 |

Address 3 | |

City | ‘ State Q

Postal ‘ |

County ‘

I ‘ OK I‘ Cancel |

11. Enter the Address.
12. Click OK.
The Address History page returns.

< Contact Information Modify a Person

Address History

Address Type Home

Address History Q | 10f1 v

*+| =
Address 100 Main Street

g Richmond, VA 23832-8468
Country |USA Q| Henrico

“Effective Date |_11f01f2021 ‘

“Status |A Q ‘

I OK IH Cancel || Refresh

13. Click OK.
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The Contact Information page returns.

< Contact Information Modify a Person

J Biographical Details

[ Contact Information I[ Regional I[ Organizational Relationships

[ VA Person Info

Jessica Doe EmplID NEW

Current Addresses

H Q 1-10f1 + | View Al

Address

Type As Of Date Status Address

100 Main Street
Home 11/01/2021 A Richmond, VA 23832-8468

Henrico
s
L Ehone Information I

H Q 1-10f1 ~ | View All

+| -]

“Phone Type Telephone Extension Preferred

vl " | ] 0 +| =]

Email Option Selection

@ Agency Provided Email O Pending Agency Provided Email O Employee Provided Email

Email Addresses I

*Email Type *Email Address Preferred

‘*LW—PL \/LT,\MMMWV\:/F‘”\TI W»&mﬁ/ﬂwi»w\

14. |If there is any other additional information for the Spouse, enter it on the Contact Information tab.
(e.g., Phone Number, Email Address, etc.)

15. Click on the Regional tab.
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The Regional page displays.

< Contact Information Modify a Person

[ Biographical Details ’ Contact Information [ Regional } [ Organizational Relationships I VA Person Info I
Jessica Doe PersonID NEW
TEusa
Q | 10f1 v | ViewAll
Regulatory Region ‘USA Q | B + | - |
Ethnic Group
O Primary
History Q | 10f1 ~ | View Al
. e —— ) ) —_— + | - |
Effective Date |11/01/2021 [i]| Date Entitled to Medicare | G| L |-
Citizenship (Proof 1) | | Citizenship (Proof 2) | |
Eligible to Work in U.5.
Veteran
Military Status v
Military Discharge Date Edit Discharge Date

16. Click on the magnifying glass next to Ethnic Group and select the corresponding one for the
Spouse.

17. Click on the VA Person Info tab.
The VA Person Infor tab displays.

< Contact Information Modify a Person

[ Biographical Details [ Contact Information { Regional ‘ Organizational Relationships [ VA Person Info

Jessica Doe Person ID NEW

Power Of Attorney I\ ‘ I Linked Participant EmpliD | I

Preferred Pronoun | v| Preferred Gender | v‘
[ Save ] | Notify | | Refresh ‘ | Add | ‘ Update/Display | | Include History | | Correct History
Biographical Details | Contact Information | Regional | OCrganizational Relationships | VA Person Info
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18. Enter the Employee ID of the employee whose spouse is receiving Medicare, in the Linked
Participant EmplID field.

19. Click the Organizational Relationships tab.

The Organizational Relationships tab displays.

< Contact Information Modify a Person

J Biographical Details

{ Contact Information

J Regional

{ Organizational Relationships J [ VA Person Info

Jessica Dos PersonID NEW
Choose Org Relationship to Add

Employee

LI Contingent Worker

O Person of Interest

Empl Record Q

l Select Checklist Code | Hire -1 ®

| Add Relationship |

B

[ Save H Notify || Refresh |

| Add || Update/Display || Include History H Correct History |

Biographical Details | Contact Information | Regional | Organizational Relationships | VA Person Info

20. Check the box next to Employee.

21. Click on the drop-down arrow next to Select Checklist Code and select Hire.
22. Click on Add Relationship button.
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The Work Location tab displays.

< Organizational Relationships Modify a Person
J Work Location m Job Information [ Job Labor I I Payrall \ [ Salary Plan I Compensation
Jessica Doe Empl ID
Employee Empl Record 0
Work Location Details (@ Q | 10f1 ~
“Effective Date | 11/01/2021 | GoToRow | +|
Effective Sequence ‘ D| *Action | Hire V|
HR Status  Active Reason ‘ Hire-VRSRT use only v|
Payroll Status  Active *Job Indicator ‘ Primary Job “|
‘ Calculate Status and Dates
Current ]
Position Numb
I e ‘VRARETOO QI VRS Retiree Position
Override Position Data
Pesition Entry Dat
csition Entry B3 1110112021
Position Management Record
Regulatory Region USA United States
Company VRA VRS Retirees
Business Unit VRSRT VRS Retirees k
Department 99999 Agency Wide
Department Entry Date  11/01/2021
Location VRA VRS Retirees
i VRSRT
Establishment ID. | ] VRS Retirees Date Created  11/23/2021

S S e UL Vo e M W N Ve s WISV SRS S o NIV
23. Select Hire from the drop-down menu next to Action.

24. Select Hire-VRSRT use only from the drop-down menu next to Reason.

25. Click on the magnifying glass next to Position Number and select the VRS Retiree Position
number.

26. Click on Job Information tab.
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The Job Information tab displays.
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< Organizational Relationships

27.

28. Click on the Payroll tab.

Rev 9/26/2022

Modify a Person
[ Work Location [ Job Informaticn I Job Labor II Payroll “ Salary Plan I Compensation
Jessica Doe Empl 1D
Employee Empl Record 0
Job Information Details @ Q | 10f1 ~
Effective Date  41,01/2021 | [ GoToRow |
Effective Sequence 0 Action  Hire
HR Status  Active Reason Hire-VRSRT use only
Payroll Status  Active Job Indicator  Primary Job
Current
Job Code COVHBO Health Benefits Only
Entry Date  11/01/2021 S0C Code
Supervisor Level E Employee Supervisor Name
Reports To
Regular/Tempora Regular Full/Part Full-Time
I Empl Class | q “Officer Code ‘ None V‘
7 Shift R;
1{
Regular Shift Not Applicable s ‘ |
Classified Ind  Classified Shift Factor | |
Standard Hours 3
Standard Hours | 40100 Work Period W Weekly
FTE 1.000000
N e N L e I Lt N I

Click on the drop-down menu next to Empl Class and select VRSRetiree.
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The Payroll tab displays.

< Organizational Relationships

BN361 Employee Set Up for Medicare

Modify a Person

Work Location Job Infermation

Jessica Doe

Employee

Empl ID
Empl Record 0

Payroll Information @

Effective Date  19/01/2021

Effective Sequence 0
HR Status  Active
Payroll Status  Active

*Payroll System | Payroll for North America |
Absence System | Other k4
Payroll for North America ®
Pay Group |MNP Q Non-Payrell
Employee Type |S Q Salaried
Tax Location Code |087 Q ‘

GL Pay Type

Combination Code

Job Labor H Payroll i Salary Plan | Compensation I

Qo 1of1 v

Go To Row

Action Hire
Reason Hire-VRSRT use only
Job Indicator  Primary Job
Current

Holiday Schedule [NOHOL Q | LocALITY

Exempt M|

Edit ChariFields

FICA Status

29. Click on the magnifying glass next to Pay Group and select MNP (Non-Payroll).

30. Click on the magnifying glass next to Tax Location and select the corresponding code.

31. Click on the Compensation tab.
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The Compensation tab displays.

< Organizational Relationships Modify a Person

[ Work Location [ Jab Information I Job Labor [ Payroll H Salary Plan [ Compensation
Jessica Doe Empl ID
Employee Empl Record 0
Compensation Details (& Q | 10f1 v
Effective Date  41/p1/2021 | [ GoToRow | ‘
Effective Sequence 0 Action Hire
HR Status  Active Reason Hire-VRSRT use only
Payroll Status  Active Job Indicator  Primary Job 0
Current
Compensation Rate 0.0000005 I *Frequency ‘ A Q‘ Annual I
» Comparative Information
» Pay Rates (@
f 1
I Default Pay Components I
Pay Components @
B Q 1-10f1 v
J Amounts ‘ I Controls \ [ Changes ‘ [ Conversion | 1y
“Rate Code Seq Comp Rate Currency Frequency Percent
[ | ol [ |e= [ | -]
N T A e S N - N A N W e e e e

32. Click on the magnifying glass next to Frequency and select M for Monthly.
33. Click on Default Pay Components.
34. Scroll down to the bottom of the page.

The bottom of the Compensation page displays.

\“NMWMWW%AWW
Compensation Rate 0.0000000 “Frequency mMQ Monthly
» Comparative Information &
» Pay Rates @
‘ Default Pay Components
Pay Components &
5 Q 1-10f1 v
Amounts Controls | Changes H Conversion >
“Rate Code Seq Comp Rate Currency Frequency Percent
1 Q o | =] Q Q +| -
Calculate Compensation |
Job Data Employment Data Earnings Distribution Benefits Program Participation
[ oK ] Cancel || Apply | Refresh
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation

35. Enter “0” in the Comp Rate field.
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36. Click the Benefit Program Participation hyperlink.

The Benefit Program Participation page displays.

Modify a Person

< Organizational Relationships

| Benefit Program Participation
Jesslca Dog Empl ID
Employee Empl Record ©
Benefit Status @ Q | 10f1 v
o
Benefit Record Number o -~ Go To Row
Effective Date  11,01/2021
Effective Sequence 0 Action Hire
HR Status Active Reason Hire-VRSRT use only
Payroll Status  Active Job Indicator Primary Job
_ Current a
“Benefits System | Benefits Administration v Benefits Employee Status s
Annual Benefits Base Rate | || USD ACA Eligibility Details
Benefits Administration Eligibility ®
BAS Group ID | Q|
Elig Fid 1 | Q| I Elig Fld 2 | Q l EligFld3 | Q|
EligFld 4 | \ Elig Fld 5 | \ Elig FId 6 | |
EligFld 7 | | I EligFld 8 | Q I I Elig Fld 9 \ Q I
Lo gt g e AN e TN PP PN e S

37. Enter “005001000” into Elig FId 2 for Retiree Regular — VRS Managed.
38. Enter “12-12” into Elig FId 8.

39. Enter “LS-GB” into Elig FId 9 for Retiree Linked Spouse-Grp Bill.

40. Scroll down to the bottom of the page.
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The bottom of the Benefit Program Participation page displays.

41.
42.

43.

Benefits Administration Eligibility &

BAS Group ID Q
Elig Fid 1 Q Elig Fld 2 |005001000 Q
Elig Fid 4 Elig Fld 5
EligFld 7 Elig Fld 8 |12-12 Q
Benefit Program Participation Details @ Q

“Effective Date | 11/01/2021 Currency Code ysp

I *Benefit Program ‘REﬂ Q I
Sys delivered empty Ben Pgm

Job Data Employment Data Earnings Distribution

oK || Cancel | abply |

WA %MWJWWMW”J\M
bl | Benefits Employee Status Active
Annual Benefits Base Rate =] UsD AGA Eligibility Details

Elig Fid 3 Q

Elig Fld 6

EligFld9 LS-GB Q|

10f1 v | ViewAl
+ =

Benefits Pragram Participation

Refresh

Change the Benefit Program to “RET”.
Click OK.

Note: Click OK if any warning pop-up boxes appear.

Navigate to the Modify a Person page of the employee through the following path:

Navigator > Workforce Administration > Personal Information > Modify a Person
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The Personal Data search page displays.

Personal Data

Personal Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

| Add a New Value

[ Find an Existing Value

¥ Search Criteria

I Empl ID | begins with V| “ WI

Name | begins with V| ‘

Last Name | begins with V| ‘ ‘

Second Last Name | begins with V| ‘_ ‘

Alternate Character Name | begins with V| ‘

Middle Name | begins with v| ‘ ‘

Olinclude History [ Correct History [ Case Sensitive
Limit the number of results to (up to 300): ‘300 ‘

Clear |BaS|cSearch B Save Search Criteria

Find an Existing Value | Add a New Value

44. Enter the Empl ID of the employee.
45. Click Search.
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The Biographical Details page displays.

Modify a Person

[ Biographical Details [ Contact Information [ Regional I] VA Person Info I
JOHN DOE Person ID
Name Q | 10of1 v | ViewAll
Effective Date  07/25/2015 + | - ‘
Format Type English
Display Name JOHN DOE h ‘ [ ViewName | ‘
Biographic Information
Date of Birth |06/16/1968 B vears 63 Months 5
Date of Death | ‘
Birth Country |U5A Q ‘ United States
Birth State | Q
Birth Location | | Exclude Contact Information?
Biographical History Q 1 1of1 v I ViewAll
“Effective Date | 07/25/2015 =l + ‘ -
*Gender ‘ Female "|
*Highest Education Level ‘ A-Not Indicated V|
“Marital Status, | Marmied v Asof |04/26/2021 [

46. Click on the VA Person Info tab.
The VA Person Info tab displays.

Modify a Person

‘ Biographical Details ‘ ‘ Contact Information ‘ ‘ Regional ‘ ‘ VA Person Info ‘
JOHN DOE Person ID
Power Of Attorney ‘ [ Linked Participant EmplID ‘l N
Preferred Pronoun ‘7 vi Preferred Gender ‘ v
I[ Save I ‘ Return to Search ’ ‘ Notify ’ ‘ Refresh l ‘ Add 1 Update/Display ‘ Include History ‘ ‘ Correct History
Biographical Details | Contact Information | Regional | VA Person Info

47. Enter the Employee Spouse’s EmplID in the Linked Participant EmplID field.
48. Click Save.
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Enroll the Spouse in Medicare
Once the Spouse has been hired into Cardinal and linked with the employee, the Spouse will now be
eligible for Medicare benefit enrollment. The Agency BA will now navigate to the On-Demand Event

Maintenance page and process the New Hire Medicare benefit enroliment for the Spouse.

1. Navigate to the On-Demand Event Maintenance page using the following path:

BN361 Employee Set Up for Medicare

Homepage > Benefit Administrator Tile > Benefit Management > On-Demand Event

Maintenance

The On-Demand Event Maintenance Page search page displays.

Benefits Administrator

On-Demand Event Maintenance

‘ Find an Existing Value

* Search Criteria

Enter any information you have and click Search_ Leave fields blank for a list of all values.

I Empl ID

begins with ~ | || I

Empl Record

Name

Last Name

Second Last Name

Alternate Character Name

O Case Sensitive

= v

begins with +

begins with ~

begins with ~

begins with ~

Limit the number of results to (up to 300): | 300

I Search I| Clear ‘BasicSearch & Save Search Criteria

2.  Enter the Spouse’s Empl ID in the search field.

3. Click Search.
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The On-Demand Event Maintenance page displays.

< Review BAS Activity On-Demand Event Maintenance

On-Demand Event Maintenance

Jessica Doe Person ID Ben Record 0
Activity Date  11/01/2021 Source Job Data Change Empl Record 0
I Schedule/Prepare Activity I Pending Activities 1 | [ Show Activities | | Action i
EventID 0  EventDate Status Class Event Status Update
Prepare Opticns. Event Status
Enrollment Statement
Run Date Frequency

Deduction Frequency ' ' Annual Frequency

Election Entry Entered gof Show Plans
= - Finalize/Apply Defaults
Validate/Finalize Errors B N Show Errors PRIy
Confirmation Statement Run Date
Reprocess Process Indicator N

Normal Processing

[ Save ]| Return to Search H Notify

4.  Click the Schedule/Prepare Activity button.

The On-Demand Event Maintenance page refreshes.

Perscn ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 1 EventDate 11/01/2021 Status  Prepared Class HIR EsptiStatuzlpdate
Prepare Options Event Status =
Open for Processing
Enroliment Statement
| Run Date Frequency
® Deduction Frequency O Annual Frequency
Election Entry Entered g of Show Plans
i inali O Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors PRIy
Confirmation Statement Run Date
| Reprocess | Process Indicator [N G |
i Mormal Processing
[ Save ] | Return to Search | ‘ Notify |

5.  Click the Election Entry button.
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The BenAdmin Data Entry page displays.

BN361 Employee Set Up for Medicare

BenAdmin Data Entry

Event / Participant Selection ” Option Election ” Dependents / Beneficiaries ‘

Help

EventData  11/01/2021 Initial Enrollment

Sched ID EMOO EmplID ~  JessicaDoe

Ben Record 0 EventlD 1

Excess Credit Rollover To  Forfeit Excess Credits

~ Available Plans and Options @

Q | toftl v

Plan Type 10 : Medical

Option Code || Q

o

Health Provider ID f

O Previously Seen

Special Requirements

Dependents/Beneficiaries
Enroll All |
D IBeneficiaries
D Name E'"::}’:ylﬂ"? to Hiealty oy e ne Age Limit Flag
C_J| o -

6.  Click on the magnifying glass next to Option Code under Plan Type 10
The Look Up Option Code pop-up displays.

Look Up Option Code

: Medical.

X

Help

’\ﬁewﬂ)ﬂ 4 4 | 150f6 v/ b b

Option
Type

' Benefit Coverage
Code

Plan

Option

MODV

1

Option

65DV

1

Option

Option

65MO

Waive Optn

7.  Select one of the available Medical Plans.
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The BenAdmin Data Entry page returns.

BN361 Employee Set Up for Medicare

e e e e e e M e e e S S S T A Y

8. Click OK at the bottom of the page.

The On-Demand Event Maintenance page returns.

BenAdmin Data Entry x
Help =
Event/ Participant Selection [ Option Election I Dependents / Beneficiaries
SchedID  EMOO Empl ID Jessica Doe Ben Record Q EventID 1
Event Data  11/01/2021 Initial Enrollment Excess Credit Rollover To  Forfeit Excess Credits
~ Available Plans and Options & Q | 1of1 v
Plan Type 10 : Medical
e bg
Option Code |7  Q I
. Advantage 65 + RX (AG5) (Single)
Health Provider ID U Previously Seen
Special Requirements
Dependents/Beneficiaries
Enroll All
Dependents/Beneficiaries I}
* Relationship to Health Provider Previously Covered ety
L] Name Employee ID Seen Person Type Age Limit Flag
Q O -
+.
L

Jessica Doe Person ID Ben Record 0
Activity Date  11/01/2021 Source Benefits Person Empl Record 0
Schedule/Prepare Activity \ Pending Activities 1 Show Activities Action o
Event ID 1 EventDate 11/01/2021 Status  Entered Class HIR Event Status Update
Prepare Options Event Stat
B B e Open for Processing
Enroliment Statement
Run Date Frequency
® Deduction Frequency O Annual Frequency
l Election Entry | | Entered qof Show Plans
i (O Finalize/Apply Defaults
I Validate/Finalize I Erors 0 Show Errors PRy
Confirmation Statement Run Date
Reprocess | ProcessiIndicator [N Q
Normal Processing
Save ‘ Return to Search | Notify ‘

9. Click Validate/Finalize button.
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The On-Demand Event Maintenance page refreshes.

Reprocess

Jessica Doe
Activity Date  11/01/2021 Source Benefits Person
I Schedule/Prepare Activity I Pending Activities 1
Event ID 1 Event Date  11/01/2021
Prepare Options
Enroliment Statement Run Date
Election Entry Entered o of 0
Validate/Finalize Errors 0
Confirmation Statement Run Date

Process Indicator N

Status Finalized - Enrolled

Person ID Ben Record 0

Empl Record 0

Show Activities Action

MSC

Event Status Update

Class HIR

Event Stat
OIS e Closed to Processing

Frequency

Deduction Frequency  Annual Frequency

Show Plans

Show Errors Finalize/Apply Defaults

Normal Processing

Save ‘ Return to Search ‘ Notify 1
IS

Note: The Hire event has been closed to processing, but the MSC is still waiting to be processed.

10. Click the Schedule/Prepare Activity button.
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The On-Demand Event Maintenance page refreshes.

Jessica Doe

< Name On-Demand Event Maintenance

On-Demand Event Maintenance

Person ID

Activity Date

Schedule/Prepare Activity

Event ID a Event Date

Prepare Options

Enroliment Statement

Election Entry

Validate/Finalize

Confirmation Statement

Reprocess

Source

Pending Activities 0

Status

Run Date

Entered 0 of 0

Errors 0

Run Date

Process Indicator N

[ Save H Return to Search H Notify |

Show Activities

Event Status

Frequency

Deduction Frequency

Show Plans

Show Errors

Normal Processing

Event Status Update Iy

Annual Frequency

Finalize/Apply Defaults

Note: Once the MSC event is scheduled the event automatically closes out. The GEM event is
processed first so that in Cardinal an audit trail exists depicting the enrollment opportunity was due

to Gain Eligibility for Medicare. While the MSC event will provide the same enroliment

opportunities, the connection would be too "Miscellaneous" which does not depict the reason.

11. Navigate to the Health Benefits page for the Spouse to confirm medical benefit enrollment using

the following path:

Navigator > Benefits > Enroll in Benefits > Health Benefits
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The Health Benefits search page displays.

< Name Health Benefits

Health Benefits

Enter any information you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value

¥ Search Criteria

EmplID | begins vith v | |

Benefit Record Number ‘ = v| | |

Name ‘ begins with | | |

Last Name ‘ begins with v‘ | |

Business Unit  begins with v | |

Department Set ID ‘ begins with V‘ | Q|
Department ‘ begins with V‘ | Q|
Organizational Relationship ‘ = v| | v‘

Alternate Character Name ‘ begins with v‘ | |

Oinclude History [OCorrect History ([ Case Sensitive

Limit the number of results to (up to 300): |300 |

Clear ‘ Basic Search &F Save Search Criteria

12. Enter the Spouse’s Empl ID.
13. Click Search.
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The Health Benefits page displays.

< Name Health Benefits

Health Benefits

JessicaDoe Employee ID Benefit Record Number 0
Plan Type Q | 10f1 v I View All
Plan Type 10 Medical +| =]
Coverage Q | 1of1 v | View Al

“Coverage Begin Date |[11/01/2021 2 “Deduction Begin Date ‘11/01/2021 | o, +‘ _‘

Coverage Election

@®Elect O Waive O Terminate LA “Election Date ‘11;23/2021 ‘
Benefit Program RET
Beneticplan (465 Q 65+ RX Option Code g7
Coverage Code | 1 Q |
) Single
— .
Health Provider ID | O y Seen
Employee Status  Active
Enroll All Dependents |
Dependent/Beneficiaries
& -0f1 v

14. Confirm the Medical plan enroliment for the Spouse is correct.
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