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Managing Leave of Absence (Paid and Unpaid)

The Enter and Maintain Leave Status business process completed by the HR Administrator is used to
place salaried employees in a paid or an unpaid leave status. Depending on the type of leave, the
Benefit Administrator will have to take specific actions.

This Job Aid goes through Paid and Unpaid Leave of Absence (LOA) scenarios, and how those
scenarios result in three different benefit events:

e Paid LOA resulting in MSC benefit event
e Unpaid LOA resulting in an LOA benefit event
e Unpaid LOA resulting in an LAT manual benefit event

In addition, this Job Aid goes through the Benefit Administrator’s actions when an employee returns
from leave and the benefit event it creates on the Benefits side:

e Return from (Paid and Unpaid) leave of absence resulting in an RFL benefit event

If you are both an HR Administrator and a Benefit Administrator, refer to the HR351 Managing
Leave of Absence (Paid and Unpaid) Job Aid before completing the steps in this document.

Table of Contents

Paid Leave of Absence (MSC benefit @VENT).........coouiiiiiiiiiii 2
Unpaid Leave of ADSENCE (LOA EVENL) .....ccoiiiiiiiiiieeee e 4
LOA EVENt — NO COVEIAZE CRANEES ....eeeiiviiieeeiiieeeeciteeeectite e e ettt eeeetteeeeeateeeesaateseeastaseaeasssseesaasaseesanssasesansseeesasseeanan 4
LOA EVENt — ChanGE iN COVEIAZE c...uviiiiiiiiiie e ettt e eciteeeettt e e e ettt e e s ataeeesateeeeeatseeeastaeeesssaeeesnsaaeesassseeeeansseeesasseeeans 6
LOA EVENT = WQIVE COVEIAEE ...uvvirieeeiiiiiiiiiitteeeeessssitttteeessssssttseteeessssssssssstaseessssssssssseeeeesssssssssssseeeessssssssnssseeeesssnnns 13
Unpaid Leave of ADSENCE (LAT EVENL)......coi i 20
Returning from Leave (RFL EVENL) .......cii i e e e et e e e e e e e e e e ettt e e e e eeaeenenes 24
Return from Leave (Unpaid With N0 Change / Paid) ......c.cooviiiieiiieiieeeteecee ettt ettt st eveereesveesteesaneeaneens 24
Return from Leave (UNnpaid With CHaNGE).....c..uuii ittt et e et e e e e e e e e abae e e e eareeas 29

Rev 9/26/2022 Page 1 of 36



/’) Cardinal BN Job Aid

BN361 Managing Leave of Absence

Paid Leave of Absence (MSC benefit event)

Once the HR Administrator has placed the employee on a paid leave of absence, the change in job
data automatically creates a Miscellaneous (MSC) benefit event on the benefits side in Cardinal.
This benefit event will automatically be processed with no manual intervention by the Agency
Benefit Administrator (BA) in Cardinal. If the Agency BA does not wish to wait for the scheduled
Benefit Administration process to run, complete the following steps:

1. Navigate to the On-Demand Event Maintenance page using the following path:
Benefits Administrator tile > Benefits Management > On-Demand Event Maintenance

The On-Demand Event Maintenance Search Page displays.

< Cardinal Homepage Benefits Administrator
s+ Employee/Dependent -
iniornation On-Demand Event Maintenance
5= Enroll in Benefits - Enter any information you have and click Search. Leave fields blank for a list of all values.
Review Employee Benefits v _‘ IAE) o (S VA ‘
- ¥ Search Criteria
+a Benefits Management ~
I Empl ID | begins with ~ | “ I
Review BAS Activity
Empl Record | = V| ‘

On-Demand Event Maintenance

Name | begins with v ‘
Update Event Status

LastName | begins with v | |

Second Last Name | begins with V‘ ‘

Alternate Character Name | begins with V‘ ‘

O Case Sensitive

Limit the number of results to (up to 300} 300 |

| Clear ‘ Basic Search @ Save Search Criteria

/-V*\/—n-\\m M SN, MWW%WWMWW\/NW

2. Enter the Empl ID.
3. Click Search.
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The On-Demand Event Maintenance page displays.

< Cardinal Homepage Benefits Administrator

s+ Employee/Dependent

133 i 4 .

ibitrmaton On-Demand Event Maintenance
<= Enroll in Benefits v Nelson Smith08 Person ID Ben Record 0
|5 Review Employee Benefits v Activity Date  10/01/2021 Source Job Data Change Empl Record 0
I I‘ Schedule/Prepare Activity | ‘I Pending Activities 1 ‘ Show Activities Action
5a Benefits Management ~ e MSC

‘ Event Status Update
Review BAS Activity Event ID 0 Event Date Status Class
Prepare Options Event Status
On-Demand Event Maintenance
Enroliment Statement Run Date Frequency

Update Event Staf
pdate Event Stalus Deduction Frequency ' Annual Frequency

Election Entry Entered g of 0 Show Plans
Validate/Finalize Errors Show Errors Finalize/Apply Defaults
Confirmation Statement Run Date
Reprocess Process Indicator N
Normal Processing
[ Save } ‘ Return to Search ‘ ‘ Notify ‘

I I N N i I e P R NI g R NI e VO

4. Click the Schedule/Prepare Activity button.

The On-Demand Event Maintenance page refreshes.

< Review BAS Activity

On-Demand Event Maintenance

JOHN DOE Person ID Ben Record 0
Aclivity Date Source Empl Record 0
Schedule/Prepare Activity Pending Aclivities 0 Show Activities Action
Event ID 2 EventDate 10/01/2021 Status Finalized - Prepared| Class MSC Event Status Update
None
—
Prepare Options Event Status

Closed to Processing

Enroliment Statement 1
E t Stateme: Run Date Frequency

Deduction Frequency Annual Frequency

Election Entry Entered  gof Show Plans
Finalize/Apply Defaults
Validate/Finalize Estors 0 Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator N

Normal Processing

y 4 Return to Search Notity |
[ |

Note: the MSC event automatically gets a Status of Finalized-Prepared None and an Event
Status of Closed to Processing by Cardinal. No further action is necessary by the BA.
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Unpaid Leave of Absence (LOA event)

Once the HR Administrator places the employee in an unpaid leave of absence, Cardinal creates an LOA
benefit event that remains open for 30 days. The BA will communicate with the employee and determine
if a change in coverage is needed. An employee may elect to waive coverage or reduce the number of
covered dependents under the same plan at the start of a leave without pay (LWOP) if it is requested
within the 60-day qualifying midyear event window.

LOA Event — No coverage changes

If the employee’s elections are staying the same complete the following steps:

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

Benefits Administrator tile > Benefits Management > On-Demand Event Maintenance

The On-Demand Event Maintenance Search Page displays.

£ Cardinal Homepage

Benefits Administrator

+» Employee/Dependent

O Case Sensitive

2. Enter the Empl ID.
3. Click Search.

Rev 9/26/2022

- v
€2 Information On-Demand Event Maintenance
2| Enrollin Benefits .. | Enter any information you have and click Search. Leave fields blank for a list of all values
@ Review Employee Benefits vl ‘ A e (S UG |
- w Search Criteria
+a Benefits Management ~
I Empl ID | begins with | [| ]I
Review BAS Activity
Empl Record | = v
On-Demand Event Maintenance
Name | begins with v
Update Event Status
Last Name | begins with +
Second Last Name | begins with v
Alternate Character Name | begins with v

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

Clear ‘ Basic Search [ Save Search Criteria

N M N I W o PRI R Uu Y N W N
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The On-Demand Event Maintenance page displays.

< Review BAS Activity On-Demand Event Maintenance

On-Demand Event Maintenance

FRANKLIN SHELDON Person ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities ] Show Activities Action
Event ID 1 EventDate 1272012021 Status  Prepared Class LOA Eeniisiatuzlpdale
Prepare Options Event Status -
Open for Processing
Enroliment Statement ‘
| Run Date Frequency

® Deduction Frequency O Annual Frequency

| Election Entry ‘ Entered o of 1 Show Plans
B r— Finalize/Apply Defaults
I Validate/Finalize I Errors 0 Show Errors .4
Confirmation Statement Run Date
| Reprocess ‘ Process Indicator ‘N Q|

Mormal Processing

l Save ]| Return to Search || Notify |

4. Check the Finalize/Apply Defaults checkbox.
5. Click the Validate/Finalize button.

Note: No action is required from the BA except for finalizing the benefit event.
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LOA Event — Change in coverage
If coverage is changing for the employee complete the following steps:

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

Benefits Administrator tile > Benefits Management > On-Demand Event Maintenance

The On-Demand Event Maintenance Search Page displays.

Benefits Administrator

< Cardinal Homepage

+» Employee/Dependent o
Information

On-Demand Event Maintenance

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

Find an Existing Value

¥ Search Criteria

%= Enroll in Benefits

@ Review Employee Benefits v

+a Benefits Management

I Empl ID ‘ begins with v| l

Review BAS Activity ‘
Empl Record ‘ = v| ‘

On-Demand Event Maintenance

Name | bagins with v| ‘

Update Event Status

LastName | begins with v| ‘

Second Last Name | begins with V| |

Alternate Character Name ‘ begins with "| ‘

O case Sensitive

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

I I
‘ Clear ‘ Basic Search [ Save Search Criteria
| )

2. Enter the Empl ID.
3. Click Search.
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The On-Demand Event Maintenance page displays.

Benefits Administrator

On-Demand Event Maintenance

Michael Wills398 Person ID Ben Record 0
Activity Date  05/01/2022 Source Job Data Change Empl Record 0
I Schedule/Prepare Activity I‘ Pending Activities 1 Show Activities l Action LOA
Event ID 0 Event Date Status Class [ Event Status Update
Prepare Options Event Status

Enrollment Statement Run Date

Frequency
Deduction Frequency ' ' Annual Frequency
Election Entry Entered g of 0 Show Plans
H T Finalize/Apply Defaults
Validate/Finalize Errors o Show Errors PRI
Confirmation Statement Run Date
Reprocess Process Indicator N
MNormal Processing
[ Save ] [ Return to Search I [ Notify 1

4. Click on the Schedule/Prepare Activity button. If BenAdmin has already run, skip this step.

The On-Demand Event Maintenance page refreshes.

Benefits Administrator

On-Demand Event Maintenance

Michael Wills398 Persen ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
EventID 2 Event Date  05/01/2022 Status Prepared Class LOA CventiStat=lUpdate
Prepare Options. Event Status .
Open for Procassing
Enrollment Statement I
Run Date Frequency

@ Deduction Frequency O Annual Frequency

Election Entry IIEntered gof 7 Show Plans

. — [ Finalize/Apply Defaults
Validate/Finalize Errors o Show Errors PRl
Confirmation Statement Run Date
I Reprocess I Process Indicator |N Q|
Normal Processing
[ Save } I Return to Search H Notify }

Rev 9/26/2022 Page 7 of 36



//jCardinal BN Job Aid

BN361 Managing Leave of Absence

5. Click the Election Entry button.
The Option Election page displays.

BenAdmin Data Entry x
Help *
Event / Participant Selection { Option Election 1 [ Dependents / Beneficiaries
Sched ID EMOO EmplID ~ Michael Wills398 Ben Record 0 EventlD 2
Event Data  05/01/2022 Leave of Absence Excess Credit Rollover To  Forfeit Excess Credits
~ Available Plans and Options & Q | 1of 7 "‘
Plan Type 10 : Medical
L3

Health Provider ID I

COVA HithAwr + Exp Den (CHAZ) (Self + Child)

O Previously Seen

Special Requirements.

D

Relationship to Health Provider Previously Covered s
Employee D Seen Person Type Age Limit Flag

Q| TestTest Child S =] Child -

*ID Name

o1
*.

WMW'*\&HMWWWWW—
6. Click on the magnifying glass next to Option Code under Plan Type 10: Medical.
The Look Up pop-up window displays.

Look Up Option Code

Search Results

View100 4 4 150f5 v )

Help

Option  Option Benefit
Code Type Plan

Option CHA2

Option CHAZ

Option CHAZ

Option CHAZ

Waive Optn | (blank) | (blank)
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7. Select a new coverage code under the same Medical Plan for the employee.

The Option Election tab refreshes.

BenAdmin Data Entry

{ Event / Participant Selection { Option Election

SchedID  EMO00
Event Data  05/01/2022 Leave of Absence

Empl ID

~ Available Plans and Options @

Plan Type 10 : Medical

Michael Wills398

I Dependents / Beneficiaries

Ben Record 0 EventlD 2

Excess Credit Rollover To  Forfeit Excess Credits

Option Code |9 Q

I COWA HithAwr + Exp Den (CHAZ2) (Single) I

Health Provider ID

Dependents/Beneficiaries

‘ Enroll All ‘

IDependents!Beneﬁciaries I

B Y e e T I T A T Y W I e Y SN W NN

O Previously Seen

Special Requirements

Previously Covered

p Relationship to Health Provider =t
) Name Employee ID Seen Person Type Age Limit Flag
01 Q| TestTest Child ] Child

+.

Help

Q | |[10of7 v

ey

=

8. Click the “-“ next to the dependent listed. Since the employee reduced coverage to Single, by
selecting a coverage code of 1, the BA must also remove the dependent from coverage.

Note: If the employee does not want to change their FSA elections skip to Step 15.

9. Scroll down to the Flexible Spending Medical section.

Rev 9/26/2022

Page 9 of 36



//;/Cardinal BN Job Aid

BN361 Managing Leave of Absence

The Flexible Spending Medical plan section displays.
N W 2 e W G NI o U e N N N T N R s Nl Wi W VRGP VAN o NP N

Plan Type 60 : Flex Spending Medical

o

Option Code |1 Q

Medical Flex Spending Account (FLXMED)

Annual Pledge $1,000.00

Employee Contribution Override
Monthly

Special Requirements

Plan Type 61 : Flex Spending Dependent Care

o

Option Code |W Q
Waive Coverage

Annual Pledge $0.00

MMWWMWW

10. Click on the magnifying glass next to Option Code under Plan Type 60: Flexible Spending
Medical.

11. Click Waive.

Note: The employee can either elect a lower amount of annual pledge than the current election or
choose to waive the FSA amount.
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The Option Election page refreshes.

T

Pl dingTedic

Waive Coverage

Annual Pledge $0.00
Employee Contribution Override :]

» Contribution Worksheet (2

VA SN N s o VORI o NN

Pe

Special Requirements

Plan Type 61 : Flex Spending Dependent Care

Waive Coverage

Annual Pledge $0.00
Employee Contribution Override :]

» Contribution Worksheet (®

&

12. Scroll down to the Flex Spending Admin Fee section.

The Flex Spending Admin Fee section displays.

Look Up Option Code X

Search Results

Help

View100 14 4 120f2v b )

Option Option Benefit Coverage
Code Type Plan Code

1 Option FLXFEE | (blank)

Waive Optn | (blank) | (blank)

-

13. Click on the magnifying glass next to Option Code under Plan Type AZ: Flex Spending Admin
Fee.

14. Click W or Waive Optn.
15. Click the OK button.
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BN361 Managing Leave of Absence

Benefits Administrator

On-Demand Event Maintenance

Person ID

Ben Record

Activity Date Source

Schedule/Prepare Activity Pending Activities o Show Activities

Event 1D 2 Event Date

05012022 Status  Entered Class
Prepare Options Event Status
| Enroliment Statement | Run Date Frequency
| Election Entry | Entered 2 of - Show Plans
I Validate/Finalize I Errors o Show Errors
Confirmation Statement Run Date

Empl Record 0

Action

LoA Event Status Update

Cpen for Processing

@ Deduction Frequency O Annual Frequency

O Finalize/Apply Defaults

| Reprocess | Process Indicator |N 0.|

Mormal Processing

l Save ]| Return to Search || MNotify |

16. Click on the Validate Finalize button.

The On-Demand Event Maintenance page refreshes.

Benefits Administrator

On-Demand Event Maintenance

Michael Wills398 Person ID
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities

Event ID 2 Event Date

Ben Record

Empl Record 0

Action

0

LOA ‘ Event Status Update

05/01/2022 I Status Finalized - Enrolled IClass
Prepare Options I
B o I Event a3 Closed to Processin
Enroll t Stat t
nrollment Statemen Run Date Frequency
Deduction Frequency ' Annual Frequency
Election Entry Entered g of Show Plans
. P Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
| Confirmation Statement ' Run Date

Reprocess Process Indicator N

Nomal Processing

[\‘»Sav'e H Return to Search H Notify ’

Note: The Status is now Finalized/Enrolled, and the Event Status is Closed for Processing.

Rev 9/26/2022
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LOA Event — Waive coverage

If the employee is waiving coverage during their unpaid leave of absence, the BA must go into the
LOA benefit event and waive coverage manually by completing the following steps:

1. Navigate to the On-Demand Event Maintenance page using the following path:
Benefits Administrator tile > Benefits Management > On-Demand Event Maintenance

The On-Demand Event Maintenance Search Page displays.

< Cardinal Homepage Benefits Administrator

‘-,-’ EmploygetDepeﬂdent
Information On-Demand Event Maintenance

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

@ Review Employee Benefits v A I (SR VAN

- ¥ Search Criteria
+n Benefits Management ~

I Empl D | begins with v | [\ ]I

Review BAS Activity ‘
Empl Record | = v| ‘

On-Demand Event Maintenance

Name | begins with V| ‘
Update Event Status

Last Name | begins with V| ‘

Second Last Name | begins with v | \

Alternate Character Name | begins with v| ‘

O Case Sensitive

Limit the number of resulis to (up to 300). | 300 ‘

Clear ‘ Basic Search [d Save Search Criteria

2. Enter the Empl ID.
3. Click Search.
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The On-Demand Event Maintenance page displays.

Benefits Administrator

On-Demand Event Maintenance
Michael Wills398 Person ID Ben Record 0
Activity Date  05/01/2022 Source Job Data Change Empl Record 0
|I Schedule/Prepare Activity WI Pending Activities 1 Show Activities l Action LOA
Event ID 0 Event Date Status Class l Event Status Update
Prepare Optiocns Event Status
Enrollment Statement
Run Date Frequency
Deduction Frequency ' Annual Frequency
Election Entry Entered g of 0 Show Plans
3 inali Finalize/Apply Defaults
Validate/Finalize Erors Show Errors PRIy
Confirmation Statement Run Date
Reprocess Process Indicator N
MNormal Processing
[ Save ] I Return to Search l [ Notify l

4. Click on the Schedule/Prepare Activity button. If BenAdmin has already run, skip this step.

The On-Demand Event Maintenance page refreshes.

Benefits Administrator

On-Demand Event Maintenance

Prepare Options

Michael Wills398 Person ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities ] Show Activities Action
Event ID 2 EventDate 05/01/2022 Status  Prepared Class LOA EventjStatusUpdate

I Enrcliment Statement

] Run Date

@® Deduction Frequency C Annual Frequency

Frequency
II Election Entry IEnlered gof 7
Validate/Finalize Errors
Confirmation Statement Run Date

Show Plans

Show Errors

Event Status Open for Processing

O Finalize/Apply Defaults

I Reprocess

l Process Indicator ‘N Q|

B [Fnm s |

Notify l

MNormal Processing

Rev 9/26/2022
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5. Click the Election Entry button.

The Option Election page displays.

BN361 Managing Leave of Absence

BenAdmin Data Entry X
Help =
Event / Participant Selection Option Election Dependents / Beneficiaries
Sched ID  EMO0O EmplID NMichael Wills398 Ben Record 0 EventlD 2
EventData 05/01/2022 Leave of Absence Excess Credit Rollover To  Forfeit Excess Credits
~ Available Plans and Options & Q I [1o7 v
Plan Type 10 : Medical
o
I Option Code i v
COVA HithAwr + Exp Den (CHA2) (Self + Child)
Health Provider ID | Ul Previously Seen
Special Requirements
Dependents/Beneficiaries
o -
) Relationship to Health Provider Previously Covered .
D Hame Employee 1D Seen Person Type Age Limit Flag
01 Q| TestTest child ] 0 chid -
*.
AN Y S ATV Ja—

6. Click on the magnifying glass next to Option Code under Plan Type 10: Medical.

The Look Up Option Code pop-up window appears.

Rev 9/26/2022

Look Up Option Code X

Help

View100 14 ¢ | 15of5 v b b

Option  Option Benefit
Code Type Plan

Coverag

Option CHA2

Option

Option CHA2

Waive Optn | (blank)

s ﬁlion CHA2

(blank)

- 0
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7. Click W or Waive Optn to waive medical plan elections.

The Option Election tab refreshes.

BenAdmin Data Entry x
Help =
I Event / Participant Selection I [ Option Election I [ Dependents / Beneficiaries
Sched ID EMO0 Empl ID Michael Wills398 Ben Record 0 EventlD 2

EventData 05/01/2022 Leave of Absence Excess Credit Rollover To  Forfeit Excess Credits

¥ Available Plans and Options @ Q | 10of7 v
Plan Type 10 : Medical
rm— o
Option Code ‘W Q ‘
—
Health Provider ID O Previously Seen
Special Requirements
Dependents/Beneficiaries
Enroll All |
IDependentslBeneﬁ:iaries I
, Relationship to Health Provider Previously Covered o
1B Name Employee ID Seen Person Type Age Limit Flag
01 Q | TestTest Child ] Child E

+.

L BIST S 3 AN e e T T e TN A P NN AT AN T

8. Click the “-“ next to the dependent listed. Since the employee Waved coverage, the BA must
also remove the dependent from coverage.

9. Scroll down to the Flex Spending Medical section.
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The Flex Spending Medical section displays.

I e Y I R S N e s T, N

Plan Type 60 : Flex Spending Medical

I Option Code |1 Q ‘I

Annual Pledge $1,000 00\

&

Medical Flex Spending Account (FLXMED)

Employee Contribution Override ‘
Monthly

¥ Contribution Worksheet (?)

Use this worksheet to calculate the employee's desired Annual Pledge and Contribution Amount.

Annual Pledge Contributions YTD Pay Periods  Pay Period Employee Contribution
Remaining Amount
( $1,000.00| - so00) | 12 = 683.33 = Calculate

$166.66 Monthly

Open Protected Fields

Open protected fields for change. (These fields are normally determined by the system).
Special Requirements

Plan Type 61 : Flex Spending Dependent Care

Option Code |W Q\

PeY

Waive Coverage

Annual Pledge $0.00‘

Employee Contribution Override
A NN S e T

= fmv.rﬁmwumLfW\y

10. Click on the magnifying glass next to Option Code under Plan Type 60: Flexible Spending
Medical.

11. Click W or Waive Optn.
™I AN T TN e e RTINS e T TN N TN A it

Plan Type 60 : Flex Spending Medical

Option Code |W Q ‘

o

Waive Coverage

Annual Pledge $0.00|

Employee Contribution Override ‘

» Contribution Worksheet (3

Special Requirements

Plan Type 61 : Flex $pending Dependent Care

Option Code (W Q ‘

o

Waive Coverage

Annual Pledge !B0,00‘

Employee Contribution Override ‘

» Contribution Worksheet @

Special Requirements

B e T T i B e N i S R Wi VL PR S

Note: If the employee has an Annual Pledge amount for Flex Spending Dependent Care, elect W
or Waive Optn by clicking on the magnifying glass next to Option Code.
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12. Scroll down to the Flex Spending Admin Fee section.

The Flex Spending Admin fee section displays.

e e, J‘“‘W
MMMMW dMWW%MMMWM |
Plan Type 60 : Flex Spending Medical
"
Option Code (W Q ¢
Waive Coverage
Annual Pledge 50.00
Employee Contribution Override
» Contribution Werksheet (3)
Special Reguirements
Plan Type 61 : Flex Spending Dependent Care
B
Option Code |W  Q
Waive Coverage
Annual Pledge 50.00
Employee Contribution Override
¥ Contribution Worksheet (3
Special Requirements
Plan Type AY : Health Premium Reward
e
Option Code Q
Special Requirements
Plan Type AZ : Flex Spending Admin Fee
o
Option Code |1 U
Flex Zpending Admin Fee (FLXFEE)
Special Requirements
i DK H Cancel || Apply | | Refresh
Event ) Parficinant Selection | Option Election 1 Dependents ! Beneficiari

13. Click on the magnifying glass next to Option Code under Plan Type AZ: Flex Spending Admin
Fee.

14. Click W or Waive Optn.
The Flex Spending Admin Fee section refreshes.

I R T I S e N T W W Vo N NIV S ST i s A SV SO I
Plan Type AZ : Flex Spending Admin Fee

»
Option Code W Q|
Waive Coverage

Special Requirements

I OK I‘ Cancel H Apply ‘ Refresh

Event/ Participant Selection | Option Election | Dependents / Beneficiaries

15. Click the OK button.
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The On-Demand Event Maintenance page displays.

Benefits Administrator

On-Demand Event Maintenance
Michael Wills393 Person ID Ben Record 1]
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event 1D 2 Event Date  05/01/2022 Status  Enlered Class LDA Event Status Update
Prepare Options Event Status .
Open for Processing
Enrollment Statement |
| Run Date Frequency
@ Deduction Frequency O Annual Frequency
| Election Entry | Enterea Jof o Show Plans
- S O Finalize/Apply Defaults
I Validate/Finalize I Errors 0 Show Errors
Confirmation Statement Run Date
| Reprocess | Process Indicator |N Q |
MNormal Processing
I Save ] | Return to Search | | Notify |

16. Click on the Validate Finalize button.

The On-Demand Event Maintenance page refreshes.

Benefits Administrator

On-Demand Event Maintenance

Michael Wills398

Reprocess Process Indicator N

Normal Processing

[,Save H Return to Search H Notify I

__________________ Person ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event D 2 EventDate 05/01/2022 | status Finalized - Enralled | Class  LOA EventStatusindate
Prepare Options
& g Event Status Closed to Processing
Enrolli t Stats t
nroliment Statemen Run Date Frequency
Deduction Frequency ' Annual Frequency
Election Entry Entered gof Show Plans
- P Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
’ Confirmation Statement I Run Date

Note: The Status is now Finalized/Enrolled, and the Ev

Rev 9/26/2022

ent Status is Closed for Processing.
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Unpaid Leave of Absence (LAT event)

After the employee initially goes out on unpaid leave of absence, and an update to coverage is needed
(e.g., terminate coverage), the BA will need to create an LAT manual event.

1. Navigate to the Review BAS Activity page using the following path:
Benefits Administrator tile > Benefits Management > Review BAS Activity

The Review BAS Activity page displays.
s e

Review BAS Activity

BAS Activity

B Q 1-10f1 v | view Al
, ~ vy Ben Empl I Event “BAS Suppress
Empl ID Name=~ ‘Action Source  All Jobs Record Record Event Date Effseq Actiona Forms COBRA Action
1
Q I FRANKLIN SHELDON gf;:f' 0 0 I 12/20/2021 5] I [ ILAT Q I - TER Q -
|
+ 5 Q -10f1 v | View All

Notify H Refresh ‘
| Ii R

Click the “+” button.
Enter the Employee ID in the Empl ID field.
Enter the Event Date.

Enter TER in the COBRA Action field.

2.
3
4
5. Enter LAT in the BAS Action field.
6
7. Click Save.

8

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

Benefits Administrator tile > Benefits Management > On-Demand Event Maintenance
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The On-Demand Event Maintenance Search Page appears.

< Cardinal Homepage Benefits Administrator

I".Q Employee/Dependent
Information On-Demand Event Maintenance

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

@ Review Employee Benefits v A I (T AN

¥ Search Criteria

3 Benefits Management o

I Empl ID ‘ begins with v| l\ II

Review BAS Activity

Empl Record ‘ = v| ‘ ‘

On-Demand Event Maintenance

Name ‘ begins with V| ‘ ‘

Update Event Status

Last Name | begins with ~ | | |

Second Last Name ‘ begins with v| ‘ ‘

Alternate Character Name ‘ begins with v|

O Case Sensitive

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

Clear ‘ Basic Search [& Save Search Criteria

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

The On-Demand Event Maintenance page displays.

< Review BAS Activity On-Demand Event Maintenance

On-Demand Event Maintenance

FRANKLIN SHELDON Person ID Ben Record 0
Activity Date  12/20/2021 Source Manual Event Empl Record 0
I Schedule/Prepare Activity I Pending Activities 1 Show Activities | Action EAT
EventID 0  EventDate Status Class ‘ Event Status Update
Prepare Options Event Status
Enroliment Statement Riin Date Eiaquenty

Deduction Frequency ' Annual Frequency

Election Entry Entered o of 0 Show Plans
i TR Finalize/Apply Defaults
Validate/Finalize Erors g Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator N
Normal Processing
[ save J | Returnto searcn || Notity |

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

< Review BAS Activity On-Demand Event Maintenance

On-Demand Event Maintenance

{ Enrollment Statement I Run Date

| Election Entry IEmEmd 0 of 1
Validate/Finalize  Emas ¢
Confirmation Statement | Run Date

FRANKLIN SHELDON Person D - Ben Record 0
Activity Date Source Empl Record [}
_SIZIIE[IIHEIP[EEIE Al:l.ivily_ Pending Activities ] Show Activities Action
EventID 2 EventDate 127202021 Status  Prepared Class LAT I EventiStatuisllipdate ]
epare Options Event Status :
Open for Processing

Frequency

| ® Deduction Frequency O Annual Frequency |

Show Plans

O Finalize/Apply Defaults

[ Reprocess

I Process Indicator

[ Return to Search ” Notify l

)

Mormal Processing

12. Click the Election Entry button.

The Option Election page appeatrs.

Look Up Option Code X

Help

'Search Results

View100 < 4 (1505 v b b

Option
Code

Benefit
Plan

Option
Type

Coverage
Code

Option 043F03

Option 043F03

Option 043F03

Option 043F03

Waive Optn | (blank) | (blank)

13. Click on the magnifying glass next to Plan Type 10: Medical Option Code.

14. Select W or Waive Optn.
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The Option Election page refreshes.

BenAdmin Data Entry x
Help
- I ‘Event / Participant Selection ‘ I ‘Option Election 1 [ Dependents / Beneficiaries
Sched ID  EMOD Empl ID FRANKLIN SHELDON Ben Record 0 EventlD 2
EventData  12/20/2021 LOA Benefitz Termination Excess Credit Rollover To  Forfeit Excess Credits
ce ~ Available Plans and Options & Q 1 [tef1 v
lo Activities 0
Plan Type 10 : Medical
Stati LA
Option Code | W Q|
— Waive Coverage
I
L Health Provider ID ‘ 0O Previously Seen
Special Reguirements
Dependents/Beneficiaries
0of Enroll All
0 Depend IBenefi ies -
le o Relationship to Health Provider Previously Covered -
10 Name Employee D Person Type Age Limit Flag
s Indicator E ) ]
Y o -
.
l OK l Cancel H Apply | ‘ Refresh |
Event / Participant Selection | Opfion Election | Dependenis / Beneficiaries

15. Click OK.

The On-Demand Event Maintenance page displays.

< Review BAS Activity On-Demand Event Maintenance

On-Demand Event Maintenance

FRANKLIN SHELDON Person ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event D 2 EventDate 122012021 Status  Entersd Class LAT SyentShtusUpdato
Prepare Options Event Status .
Open for Processing
Enroliment Statement ‘
| Run Date Frequency
® Deduction Frequency O Annual Frequency
| Election Entry ‘ Entered gy of 4 Show Plans ‘
i — Finalize/Apply Defaults
I Validate/Finalize I Ermors g Show Errors | I
Confirmation Statement Run Date
| Reprocess ‘ Process Indicator |N Q |
Normal Processing
’ save l | Retunto searen || Notity |

16. Check the Finalize/Apply Defaults checkbox.
17. Click the Validate/Finalize button.
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Returning from Leave (RFL event)

Once the HR Administrator completes the job data transaction to return the employee from (paid or
unpaid) leave, Cardinal will automatically create an RFL benefit event. The RFL event can be completed
by the employee through Employee Self-Service (ESS), or the Agency BA can complete the event on
behalf of the employee. This job aid will walk through two types of scenarios: RFL from an Unpaid no
change or a Paid leave of absence event and an RFL from an Unpaid with changes leave of absence.

Return from Leave (Unpaid with no change / Paid)

When an employee goes on leave of absence unpaid and makes no changes or if the employee goes on
a paid leave of absence, the process for returning from leave is the same. The Agency BA must first
check the Job Data page of the employee to confirm the type of leave he/she is returning from. If the
Agency BA does not wish to wait for the scheduled Benefit Administration process to run, complete the
following steps:

1. Navigate to the Job Data page of the employee using the following navigation:
Navigator > Workforce Administration > Job Information > Job Data

The Job Data search page displays.

< Cardinal Homepage Job Data

Job Data

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

Find an Existing Value ‘

¥ Search Criteria

IEmpI ID | begins with v | || I

Empl Record | = -
Name | begins with +
Last Name | begins with ~
Second Last Name | begins with ~
Alternate Character Name | begins with +

Middle Name | begins with v

O Include His1ory| O cCase Sensitive

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

Search ‘ Clear ‘BasicSearch @ Save Search Criteria

2. Enter the Employee ID in the Empl ID field.
3. Check the box next to Include History.
4. Click Search.
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The Job Data page for the employee displays.

< Cardinal Homepage Job Data

’ Work Location H Job Information H Payroll H Salary Plan H Compensation ‘

Empl ID

Empl Record 0

Work Location Details Q | M

Effective Date 31012022 Go To Row
Effective Sequence 0 Action Return from Leave
HR Status Active Reason Return From Leave
Payroll Status  Active Job Indicator Primary Job
Current ;'m‘;
Position Number DLIO0007 Safety/Health Comp Officer
Override Position Data

Position Entry Date
11/01/2021
Position Management Record

Regulatory Region USA United States
Company DLI Dept of Labar and Industry
Business Unit 18100 Dept of Labor and Industry
Department 18100 DEPT OF LABOR AND INDUSTRY

Department Entry Date  11/01/2021

5. Click on the back arrow to confirm the type of leave the employee returned from.

The Job Data page refreshes.

< Cardinal Homepage Job Data

{ Work Location | | Job Information ‘ | Payrall | | Salary Plan | ‘ Compensation ‘
Nelson Smitho3 Emel 1D
Employee Empl Record 0
Work Location Details @ Q1 M 4 ‘ 20f3 v‘ » 4!
Effective Date  19/92/2021 Go To Row
Effective Sequence 0 Action Leave of Absence - Unpaid
HR Status  Active Reason  Non-FMLA Medical
Payroll Status Leave of Absence Job Indicator Primary Job
History ™M
Position Number DLI00007 Safety/Health Comp Officer

Override Position Data

Position Entry Date
11/01/2021
Position Management Record

Regulatory Region USA United States
Company DLI Dept of Labor and Industry
Business Unit 18100 Dept of Labor and Industry
Department 18100 DEPT OF LABOR AND INDUSTRY

M MWW‘AWWWM g S
6. Confirm the type of leave the Action and Reason show on the Job Data page.

7. Navigate to the On-Demand Event Maintenance page to process the RFL event.

Homepage > Benefits Administrator > Benefits Management > On-Demand Event
Maintenance
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The On-Demand Event Maintenance search page.

Benefits Administrator

«o Employee/Dependent
Information

*-| Enroll in Benefits
@ Review Employee Benefits
+a Benefits Management
Review BAS Activity
On-Demand Event Maintenance

Update Event Status

v

On-Demand Event Maintenance

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

Find an Existing Value ‘

¥ Search Criteria

[Empi 1D begins with v || |

Empl Record ‘ = v| ‘ |

Name ‘ begins with V‘ ‘ |

Last Name | begins with V‘ ‘ |

Second Last Name ‘ begins with v

Alternate Character Name ‘ begins with ~ ‘ ‘ |

D cCase Sensitive

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

| Clear | Basic Search [&F Save Search Criteria

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

9. Click Search.

The On-Demand Event Maintenance page displays.

On-Demand Event Maintenance

Election Entry

Validate/Finalize

Confirmation Statement

Nelson Smith95 Person ID Ben Record 0
Activity Date  03/10/2022 Source Job Data Change Empl Record 0
I Schedule/Prepare Activity I Pending Activities 1 Show Activities | Action RFL
Event ID 0  EventDate Status Class ‘ Event Status Update
Prepare Options Event Status
Enroliment Statement Run Date Frequency

Deduction Frequency * Annual Frequency

Entered o of 0 Show Plans

Finalize/Apply Defaults
Errors 0 Show Errors pRly

Run Date

Reprocess

Process Indicator N
Normal Processing

[ Save

‘ Return to Search H Notify |

10. Click on the Schedule/Prepare Activity button. If BenAdmin has already run, skip this step.
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The On-Demand Event Maintenance page refreshes.

On-Demand Event Maintenance

Nelson Smith95 Person ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 3 Event Date  03/10/2022 Status  Prepared Class RFL Event Status Update
Prepare Options Event Status
Open for Processing
Enroliment Statement ‘
‘. Run Date Frequency
@ Deduction Frequency O Annual Frequency
‘ Election Entry ‘ Entered 0o 4 Show Plans
. S O Finalize/Apply Defaults

I Validate/Finalize I Errors 0 Show Errors

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

Note: Since the employee has returned from a paid leave or an unpaid leave of absence and has
not made any changes in their benefits while on leave, the Agency BA only has to finalize the
event, no further action needs to be taken.

11. Check the box next to Finalize/Apply Defaults checkbox.
12. Click the Validate/Finalize Button.
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The On-Demand Event Maintenance page refreshes.

On-Demand Event Maintenance

Nelson Smith9s Person ID Ben Record 0
V Activity Date Source Empl Record 07
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
EventID 3 EventDate (3/10/2022 Istatus Finalized - Enrolled  |Class  RFL Event Status Update
Prepare Options Event Status Closed to Processing
Enroliment Statement Run Date Frequsncy

Deduction Frequency ‘' Annual Frequency

Election Entry Entered 0o o Show Plans
: ST Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors.
‘ Confirmation Statement ‘ Run Date
Reprocess Process Indicator N
MNarmal Processing
[ Save | Return to Search ‘ | Notify ‘

Note: The Status is now Finalized/Enrolled, and the Event Status is Closed for Processing.
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Return from Leave (Unpaid with change)

When an employee goes on an unpaid leave of absence and makes changes to their benefit election
during their leave, the Agency BA must reach out to the employee and confirm if he/she wants to keep
the changes they made while on leave or return to their original elections before their leave of absence.
In this scenario the employee has decided to change their benefits back to their original elections before
he/she went on leave.

Complete steps 1 — 6 from the Return from Leave (Unpaid with no change / Paid) to confirm the type
of leave the employee is returning from.

The BA now must communicate with the employee and confirm if he/she made any enrollment changes
during their leave of absence, and if they did, the BA must find out if he/she would like to change the
enrollments back to the original elections before going on leave. Prior to communicating with the
employee, the BA should review the prior benefits in Base Benefits. If the employee does not want to
make any change to their elections follow the same process shown in the Return from Leave (Unpaid
with no change / Paid) section above. If the employee would like to change their elections back to the
original election before he/she went on leave, complete the following steps:

1. Navigate to the On-Demand Event Maintenance page to process the Return from Leave (RFL)
benefit event.

Benefit Administrator tile > Benefits Management > On-Demand Event Maintenance

The On-Demand Event Maintenance search page displays.

< Cardinal Homepage Benefits Administrator
ﬁ Employee/Dependent -
liopnaiion On-Demand Event Maintenance
4| Enroll in Benefits . | Enter any information you have and click Search. Leave fislds blank for a list of all values.

. Find an Existing Value
@ Review Employee Benefils v

B w Search Criteria
+ o Benefits Management ~

EmplID | begins with ~

Review BAS Activity

Empl Record | = ~
On-Demand Event Maintenance

Name | begins with ~
Update Event Status

Last Name | begins with ~

Second Last Name | pegins with +

Alternate Character Name | begins with ~

O case Sensitive

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

Search ‘ Clear ‘BasicSearch " save Search Criteria

2. Enter the Empl ID.
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The On-Demand Event Maintenance displays.

On-Demand Event Maintenance

Nelson Smith96

Activity Date  03/22/2022

Schedule/Prepare Activity

EventID 0 Event Date

Prepare Options

Enroliment Statement

Election Entry

Validate/Finalize

Confirmation Statement

Reprocess

Person ID 03188702000 Ben Record 0
Source Job Data Change Empl Record 0
Pending Activities 1 Show Activities ‘ Action .
Status Class ‘ Event Status Update
Event Status
Run Date Frequency
Deduction Frequency ' Annual Frequency
Entered g of 0 Show Plans
Finalize/Apply Defaults

Errors 0 Show Errors

Run Date

Process Indicator N

Normal Processing

[ Save H Return to Search || Notify ‘

4. Click on the Schedule/Prepare Activity button.
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BN361 Managing Leave of Absence

On-Demand Event Maintenance
Nelson Smith96 Person ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
EventID 4 Event Date  03/22/2022 Status  Prepared Class RFL Event Status Update
Prepare Options Event Status
Open for Processing
Enroliment Statement
Run Date Frequency
® Deduction Frequency O Annual Frequency
Election Entry Entered pof 4 Show Plans
. N O Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date
| Reprocess ‘ Process Indicator [N Q ‘
Normal Processing
[ Save } | Return to Search | | Notify ‘
5. Click on the Election Entry button.

The BenAdmin Data Entry page displays.

BenAdmin Data Entry X
Help
Event/ Participant Selection ‘ ‘ Option Election | ‘ Dependents / Beneficiaries
Sched ID  EMOO Empl ID Nelson Smith96 Ben Record 0 EventlD 4
EventData (03/22/2022 Return From Leave Excess Credit Rollover To  Forfeit Excess Credits
¥ Available Plans and Options @ Q | 10f4 v
Plan Type 10 : Medical
b
‘Option Code
Waive Coverage
Health Provider ID. | O Previously Seen
Special Requirements
Dependents/Beneficiaries
Enroll All

Dependents/Beneficiaries

o Relationship to Health Provider Previously Covered ~—n

D Name Employee ID Seen Person Type Age Limit Flag
Y \ | o -

|

\/\WWWMJM%MMMWW~WMJNMW\
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Note: The employee waived health coverage during LOA, therefore the BA must now re-elect the
medical coverage the employee had prior to going on leave of absence.

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

Look Up Option Code X

LSpRICE

Search Results

View100 4 4 1490fd9 v b )

Option  Option Benefit Coverage
Code Type Plan Code

1 Option CHA 1

10 Option CHA2 2

" Option CHA2 3

12 Option CHA2 4

13 Option CHD 1

14 Option CHD 2

15 Option CHD 3

16 Option CHD 4

17 Option CHD1 1

18 Option CHD1 2

19 Option CHD1 3

2 Option CHA 2

20 Option CHD1 4

25 Option ACCO 1

26 Option ACCO 2

:/-\rd—(“"v“"‘“*“*v’\—’*

7. Click on the Benefit Plan the employee was previously enrolled in.
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The BenAdmin Date Entry page returns.

BenAdmin Data Entry b3
Help *|
Event f Participant Selection [ Option Election } [ Dependents / Beneficiaries
Sched ID  EMOO Empl ID Ben Record 0 EventlD 3
EventData 03/22/2022 Retum From Leave Excess Credit Rollover To  Forfeit Excess Credits
¥ Available Plans and Options @ Q |  1ofd v
Plan Type 10 : Medical
o

Option Code |11
| covAHithawr + Exp Den (GHAZ) (Self + Child) |

Health Provider ID 0 Previously Seen

Special Requirements

Dependents/Beneficiaries

Enroll All

Dependents/Beneficiaries

p Relationship to Health Provider Previously Covered et
D Name Employee 1D Seen Person Type Age Limit Flag
Q [m] b
+.

e Y e T A W NI T N N N Y Vs NI N o NI UV e

Note: The Employee had Employee + Child coverage.
8. Click the Enroll All button.

Note: The employee did not have FSA, FSA Dependent, or FSA Fee elected prior to going on
leave in this scenario, therefore the elections will remain unchanged.
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The BenAdmin Data Entry page refreshes.

BenAdmin Data Entry ®
Help *
Event / Participant Selection \ I Option Election \ [ Dependents / Beneficiaries
Sched ID EM0O0 Empl ID Ben Record 0 EventIlD 3
EventData 03/22/2022 Retum From Leave Excess Credit Rollover To  Forfeit Excess Credits
~ Available Plans and Options ® Q | 1of4 v
Plan Type 10 : Medical
L]

Option Code |11 Q|
——— COVAHIthAwr + Exp Den (CHA2) (Self + Child)

Health Provider ID \ \ 0 Previously Seen

Special Requirements

Dependents/Beneficiaries

[ [ Enroll All ] }

IDependents.‘Beneﬁciaries I

Relationship to Health Provider Previously Covered

pio Name Employee 1D Seen Person Type Age Limit Flag
01 Q| TestTest Child O Child -

+ |

I e B Rl VPV Sl et et W e T A

9. Scroll down to the bottom of the page.
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The BenAdmin Data Entry page refreshes.

pah AN AT o i T A NN T
Plan Type 60 : Flex Sp nmﬁ\‘ e
o
Option Code |W Q,
Waive Coverage
Annual Pledge $0.00|
Employee Contribution Override |
» Contribution Worksheet ()
Special Requirements
Plan Type 61 : Flex Spending Dependent Care
o
Option Code |W = Q@
Waive Coverage
Annual Pledge $0.00
Employee Contribution Override |
» Contribution Worksheet &
Special Requirements
Plan Type AZ : Flex Spending Admin Fee
-
Option Code v
Waive Coverage
Special Requirements
I OK I| Cancel || Apply |

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

On-Demand Event Maintenance

Nelson Smith96 Person ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
EventID 4 EventDate 03/22/2022 Status  Entered Class RFL Event Status Update

Prepare Options Event Status
Open for Processing

| Enrollment Statement

‘ Run Date Frequency

@ Deduction Frequency O Annual Frequency

| Election Entry ‘ Entered jof 4 Show Plans
. f— O Finalize/Apply Defaults
I Validate/Finalize I Errors 0 Show Errors
Confirmation Statement Run Date
| Reprocess ‘ Process Indicator N Q

Normal Processing

{ Save H Return to Search H Notify |

11. Click the Validate/Finalize button.

The On-Demand Event Maintenance page refreshes.

On-Demand Event Maintenance

Nelson Smith96 Person ID Ben Record 0
' Activity Date Source Empl Record 07
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 4 EventDate 032212022 | status Finalized - Enrolled] Class  RFL et Status Cndate
Prepare Options Event Status Closed to Processing
Enroliment Statement Run Date Frequency

Deduction Frequency *’ Annual Frequency

Election Entry Entered o of 0 Show Plans
q iy Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
‘ Confirmation Statement | Run Date
Reprocess Process Indicator N

Normal Processing

[ Save H Return to Search H Notify ‘

Note: The Status is now Finalized-Enrolled, and the Event Status is Closed to Processing.
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