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Introduction

The Benefit Self Service for Microsoft Dynamics GP® product was created to provide
enhanced capabilities to the Employee Self Service product for Business Portal for
Microsoft Dynamics GP. More specifically, Benefit Self Service enhances the benefit
options for the employee by adding eligibility rules, enrollment and extended benefit
set up capabilities to administrators of the benefits.

Benefit Self Service provides the following features:

¢ Provides employee level access and entry point for employees to access their
personal information and existing benefits and to participate in open enrollment
periods.

¢ Provides HR Administrators with configuration options for eligibility, enrollment and
related administration of all benefits.

What is in this manual?

This manual provides a single source of information for learning about procedures and
features that are included in Benefit Self Service. The manual is divided into a separate
part for each module based on the employee’s role.

Part 1: Employee

This part provides instructions for the use of the enhanced features contained in the
Benefit Self Service product. The pages that are included in this part of the manual
include:

e Benefits Summary
¢ Benefits Enroliment

Part 2: Human Resources

This part describes the concepts needed for HR Administrators to obtain functional
knowledge from the Benefit Self Service product. The Web Parts that are included in
this part of the manual include:

o Benefit Rights

o Benefit Packages

o Eligibility Rules

e Annual Open Enrollment Setup
o Employee Enrollment Setup

e Benefit Enrollment Summary

e Post Employee Enrollment

e Post Annual Open Enrollment
o Delete Enroliment Utility
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Part 3: HR Setup Requirements

This part describes the setup requirements needed to enable all functionality and
features of the Benefit Self Service product. The setup requirements included in this
part of the manual include:

e E-mail Setup

Part 4: Employee Dependents and Beneficiaries

This part describes how employees access and update the Dependents and Beneficiary
pages. Both functions can be linked to individual benefit codes by the Human Resources
Administrator to be included in the enrollment process. During the Annual or Employee
Enrollment process, employees will have the option to select the specific benefit codes
linked to a dependent and/or beneficiary.

Symbols and conventions

This manual uses the following conventions to refer to sections, navigation and other
information.

The light bulb symbol indicates helpful tips, shortcuts
@ and suggestions.
“ The warning symbol indicates situations you should be
A especially aware of when completing tasks. Typically,
— this symbol includes cautions about performing steps

in their proper order, or important reminders about
how other information in Microsoft Dynamics GP may
be affected.

> The (>) symbol indicates selections to make from a
Example: File > Print menu. In this example, from the File menu, choose
Print.
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Part 1: Employee

The information in this part describes how the employee will access the Benefit Self
Service pages by choosing Employee > Benefits from the Business Portal menu. This
option will be available based on the access rights configured for this employee by the
Business Portal Administrator. When granted access, employees can view their specific
benefits, change certain data elements and enroll in or waive benefits they are eligible
for. Benefit types available will include Health, Life, Retirement and Miscellaneous
benefits.

e Chapter 1: Benefits, is available to any employee assigned to the Employee role in
Business Portal.

e Chapter 2: Benefits Summary, enables the employee to view their existing benefits
and additional benefit information.

e Chapter 3: Benefits Enrollment, allows the employee to make selections via a wizard

to enroll in benefits.

Benefit Self Service User’'s Guide
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Chapter 1: Benefits

The Benefits page can be accessed in Business Portal by choosing Employee > Benefits.

Employee Benefits Overview

The Benefits page will be displayed when you choose Employee > Benefits in Business
Portal. To gain access to this menu option, the employee must be assigned an eligibility
rule. If they do not have an eligibility rule assigned to them, they will receive a
message telling them that they are not assigned to an eligibility rule.

dy Employee Center This Ste = £

Benafit Saif Serdce
Benefits Company, Fabriknen, Tnc.

Wiew Al Site Content
Fenplayer Conter Banafits Summary
Home

Profile Barafit ...
Berefits 401K
Pay cHD
Shills and Trawming (T)
Timarcan d Entry NS

1R Documents - s
Submitted by Me

MR Documents -
Assigned to Me MED
Purchase Regquests

Recyche Bin

Lmpleves Enroliment

Depandents

M Relabonshep | Home Phane Burth Date

Loy Addar Chid (313) 555-0043 2/15/2000
Jogh Barnhi Soouse (212) $55-0543 e

The Benefits page consists of the following web parts. Each of these web parts will be
described in more detail later in this document:

The Benefits Summary Web Part will allow an employee to view all of their current
benefits by benefit code. The benefit description will be listed for the employee to take
a quick look at their current benefit enrollments. This web part will also contain an
Existing Benefit link that will open the Benefits Summary page. This page provides drill-
down capabilities to provide access to the individual benefit code definitions and
associated benefit information. The employee will see both benefits that they enrolled
in and those that may be assigned to them by the human resources (HR) department.

The Benefits Enrollment Web Part is the launch point for employees to select
benefit options during open enrollment periods, such as Annual Open Enroliment or
Employee Enroliment. The Annual Open Enrollment is used to support a companywide
enrollment program once per fiscal year. Employee Enrollment is used when the
employee has a life event or position change that requires changes in benefit
selections, as well as for new or rehired employees. This web part will contain text
welcoming the employee to the enrollment period (created by HR), a brief reason that
enrollment is currently open to them and the timeframe for which enroliment will be
open to them to make their selections. This includes a start, end and effective date.

Benefit Self Service User’'s Guide 6



The text, reason and timeframe displayed is defined on the Human Resources Center >
Benefit Self Service Center Pages > Annual Open Enrollment Setup and/or Employee
Enrollment Setup pages. The web part will contain a link specific to either the Annual
Open Enrollment or Employee Enrolilment options that, when clicked, will open the
Benefit Enrolilment page. The employee could have both links open and available to
them at the same time, as defined during the setup.

In this section, the employee could see the message, “You are not eligible for any
benefits. Please contact your HR Administrator for assistance.” if the employee is not
currently assigned to an eligibility rule (defined later) by their HR Administrator.

However, if the employee is assigned to an eligibility rule and no enrollment periods are
set up for the employee on either the Annual Open Enrollment or the Employee
Enrollment, the employee will see text stating, “No open enrollment options are
currently available for you.”

Employee current eligibility is automatically verified each time they enter either the
Annual or Employee Enrollment options based on the conditions defined here. When the
employee clicks either link, there are several eligibility validations that take place. The
only way to avoid automatic enrollment assignment is to set the employee eligibility to
Override (defined under the Employee Eligibility Tool section).

If the employee’s current eligibility passes all the validations, the employee will be
automatically assigned and allowed to proceed with enrollment with no messages.

If the employee does not pass all the validations, the employee will receive one
of several messages:

If the employee is marked as Override but is not currently assigned to an
eligibility rule, they will receive the message, "You are not eligible for any
benefits. Contact your HR Administrator for assistance."

If selections were made for the current enrollment period and then the
employee’s eligibility has changed, they will receive the message, “Your
eligibility has changed since you made your selections. You cannot access
Benefit Enrollment until those selections have been posted.”

Resources > Delete Enrollment Utility to remove the outstanding benefit
selection records or, if appropriate, post any outstanding benefit selection
records for that employee.

@ To resolve this conflict, the HR Administrator will need to use the Human
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If the employee does not pass all validations and they have not received one of the
messages above, they will receive the following message and marked as in “Conflict.”

If the employee is not marked as Override and has no outstanding benefit
selections.

An employee is assigned to an eligibility rule and is no longer eligible for the same
eligibility rule(s) as they were when their eligibility rule was assigned.

An employee is not assigned to an eligibility rule and is not eligible for any eligibility
rules.

An employee is not assigned to an eligibility rule and is eligible for more than one
eligibility rule.

They will receive a message, “There was a conflict while determining your benefit
eligibility. The HR Administrator has been notified. Contact your HR Administrator for
assistance.” All employees assighed to the Human Resources Administrator role will be
sent an e-mail notification.

When an employee eligibility conflict is resolved using the Employee Eligibility
Tool, the employee will receive an e-mail notification that their eligibility conflict
has been resolved.

Summary of conditions that must be met for an employee eligibility to be
automatically assigned:

An employee must be assigned to an eligibility rule.
Note: An employee will be automatically assigned to an eligibility rule when they
access the Benefit Enrollment link(s), as long as no eligibility conflicts are found.

An employee is assigned to an eligibility rule and is still eligible for the same
eligibility rule(s) as they were when their eligibility rule was assigned.

An employee is assigned to an eligibility rule and, although they are eligible for
different eligibility rule(s) than when their eligibility was assigned, they are still
eligible for the eligibility rule they are assigned to.

If an employee is set to Override and an eligibility rule has been assigned, even if
eligibility had changed, no eligibility will be verified.

@ Any benefit enrollment selections that have been selected or submitted but not

yet posted will be deleted if an employee’s eligibility is automatically changed
without conflict. For e-mail notification to be successful, all e-mail settings must

be set up and the Employee — Profile e-mail address must exist for the employee.

Benefit Self Service User’'s Guide
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Example of an e-mail sent to the HR Administrator when an employee is set to
in “Conflict”:

From: someone@example.com

Sent: Monday, July 19, 2004 4:12 PM
To: someone@example.com

Subject: Employee Eligibility Conflict

The following employee has an Eligibility conflict. Please resolve this Eligibility
conflict using the Employee Eligibility Tool.

Employee ID: DIAZ0O001
Employee Name: Diaz, Brenda
Currently Assigned Eligibility:  ER2 -- Eligibility Rule 2
Was Eligible For: ER1 -- Eligibility Rule 1
ER2 — Eligibility Rule 2
MANAGERS -- Management Level Eligibility
Is Now Eligible For:ER1 -- Eligibility Rule 1 for testing
MANAGERS -- Management Level Eligibility

For e-mail notification to be successful, all e-mail settings must be set up and the
HR Administrator assigned portal users Site Settings — Portal Users email address
must exist for the employee. See the E-mail Setup section of this document for
more information.

Benefit Self Service User’'s Guide 9



Example of e-mail sent to the employee when the employee’s eligibility
conflict is resolved:

From: someone@example.com

Sent: Monday, July 19, 2004 4:02 PM

To: someone@example.com

Subject: Employee Eligibility Conflict Resolved

Brenda Diaz:

Your Eligibility has been assigned and your Benefit Enrollment options should
now be available. You can access these options on the Business Portal; Employee
- Benefits page. Please proceed with any open Benefit Enrollment selections.

Thanks
HR Administration

Employee — Profile e-mail address must exist for the employee. See the E-mail

@ For e-mail notification to be successful, all e-mail settings must be set up and the
Setup section of this document for more information.

The Life Events Web Part allows the employee to submit a change in address, update
their tax withholding form, add a change in marital status and add information about a
new child.

The Dependents Web Part will enable the employee to change the number of their
dependants due to any life-changing event, such as the birth of a child, adopting a
child, a marriage, a divorce or the death of a spouse/partner.

Benefit Self Service User’s Guide 10



Chapter 2: Benefits Summary

The Benefits Summary page is accessed through the Benefits page. To obtain further
information about the existing benefits you have, click the Existing Benefit link or the
Additional Benefit Information link.

Benefits Summary

Benefit ... | Benefit Description

401K Retirement Plan

EPU Employes Purchases Please select the link below to sccess your existing benefit
INS Insurance Premium i t\_:pt\Dan -

xisting Benefi
NS2 Insurance (family coverage)

MED Medical Flex Please select the link below to access additional bensfit
information
Additional Benefit Information

Benefits Summary Overview

The Benefits Summary page will open when you click the Existing Benefit link in the
Benefits Summary web part. This page will allow you to view information on all active
benefit codes you are currently enrolled in (based on the configuration established by
the HR Administrator in the Benefit Rights — Closed Enrollment selections) and the
status of the benefit code. The employee will also be able to view benefits they did not
enroll in and those “given” or assigned to them by HR. All old “inactive” and new
“pending” benefit codes will be listed. The most current (based on the latest changed

date) of all records with a status of Active will be available for each benefit code for you
to view.

g Employee Center

Bonedt Sal Senice
Eenefits Summary Company. Fabrikarn, Int. -
Vi Al i Content
Employee Center Benefit Summary Bonalit Codes = Benafit Summary Properties
s » Benefit Summary Benefit Cod P [—
= Saak LR O summary | Pending CRanges
Benefit .. Benefit Dese.. o -

Benefits oHE Child Care B...
Pay
Skills and Training

Tinsecard Fntry

EPU E P,

IS Insurance Pr..

r———s In51 Insurance (+..

Submétted by Me g2 Ingurance (fa...
HR Documents - LIFE Life Insurance
A MED Muchical Flax
e w unied Way
Recyde b

Pick a task

Benefit Summary Benefit Codes will display a list of all benefit codes and
descriptions for active records. When you select a benefit code in the list, the tabs in

the Benefit Summary Properties web part will display the information corresponding to
the selected benefit record.
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Benefit Plan Provisions: Pick this task below the Benefit Summary Benefits Codes
web part to display links that have been set up for the selected Benefit Code.

Summary tab will display employee benefit information related to the benefit code
that is selected in the Benefit Summary Benefit Codes web part. The data displayed
here will be viewable based on the benefit rights set up by the HR Administrator
(defined later) and is view-only. The information here is the detailed information that is
pulled from the back office (Microsoft Dynamics GP) for your viewing information.

Benefit Summary Properties d

Summary Pending Changes

Bensfit Type Health Bensfit Code ms2

Bensfit Description Insurance (family coverage) Benefit Status Active

Eligibility Dats Benefit Effective Date 7/1/2013

Bensfit End Date Group Number 35443253435

Policy Number Frequency No Frequency Specified

Last Changed Date Last Changed User

Carrier BCES of IL -
Type of Coverage FAMILY

Coverage Description Family coverage

n

Major Medical

Maximum Out-of-Pocket $0.00
Insured Amount $0.00

Cost to Employee $72.95

Cost to Employer $0.00

Deductible $0.00

COBRA Premium $0.00 -

Pending Changes tab will display future effective setup information related to the
benefit code that is selected in the Benefit Summary Benefit Codes web part. The data
displayed here will be view-only based on the benefit rights set up by the HR
Administrator (defined later). If no future effective record exists for the benefit code
selected, the Pending Changes tab will display, “No Pending Changes”. You will be able
to move back and forth from the Summary tab to the Pending Changes tab to see what
information will change on the existing benefit in the future.

Benefit Summary Properties -

Summary Pending Changes

Benefit Type Health Benefit Code sz
Benefit Description Insurance (family coverage) Benefit Effective Date 2/28/2010

Enrollment Effactive Dats Group Humber 35443253435

Frequency SemiMonthly

Carrier BCES of IL -
Type of Coverage FAMILY

Coverage Description Family coverage

m

Major Medical

Maximum Out-of-Packet $0.00
Insured Amount £1,000,000.00

Cost to Employ=e $82.95

Cost to Employer £0.00

Deductible $250.00

COBRA Premium £75.00 <
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Employee Benefit Selection Overview

The Employee Benefit Selection page will open when you click the Additional Benefit
Information link in the Benefits Summary web part. This page will allow you to view the
benefit selections before and after submission during the Annual Enrollment and
Employee Enrollment process.

Benefit Sell Serdce
Employee Benefit Selection Company Fabrikam, Inc.

Benefits Not Yet Selected

Benefits Selected
Benefit Beneht Kind Descriptsan End Date
LIFE 2

Submitted for Approval
Benefit Berefit Kind
s

.......

The Benefits Not Yet Selected Web Part displays the benefits for which the
employee is eligible, but has not yet selected during the Annual Enrollment or
Employee Enrollment process.

The Benefits Selected Web Part displays the benefits which have been selected,
waived, or skipped by the employee during the Annual Enrollment and Employee
Enrollment process.

The Submitted for Approval Web Part displays the benefits that have been
submitted and are waiting for approval from HR.

The system allows the employee to print a Benefit Confirmation Statement, Benefit
Selected Statement and Benefits Not Yet Selected Statement by benefit type or benefit
selection process.

Benefit Self Service User’s Guide 13



Chapter 3: Benefits Enrollment

The Benefits Enrollment page is accessed by clicking the Annual Open Enrollment or
Employee Enrollment links on the Benefits page in the Benefits Enrolilment web part.
You will only be able to access the Benefit Enroliment page when there is an open
enrollment period set up by the HR Administrator for either Annual or Employee
Enrollment.

Benefits Enrollment Overview

The Benefits Enroliment page is where you can review and make selections for any
enrollment periods that are currently open. Benefit information to help the employee
make decisions before starting the enrollment process is provided on the Details tab on
the Annual or Employee Enrollment page. The actual enrollment selection process is
managed in the Make Benefit Selections wizard that will step you through each benefit
selection you choose to enroll in. You will be allowed to adjust and modify selections
until you are ready to submit your final selections.

After you have submitted the final selections for approval, you will be unable to access
the Make Benefit Selections wizard, but you will still be able to view all the information
you selected on the Benefits Enrollment page. You will also be able to review the
selections you submitted via the report option.

Denafit Seif Sendce

Annual Open Enrollment Company: Fabrikam, Inc

Annual | Benefit Types s Annual | Open Enroliment Properties

options | Details | Fending Changes | Dependents | Beneficiaries

% Incscumy ramwer baneds snvslians wlacrioes. To model Sl mestimae: wiacrioes tronch tha Al Maned: Sabicrices ke Ormce ol basads acvetiosans sacrices s compbeed e Taned Type, Wbt the Sebesls Pial Dasae

The Benefits Enrollment page has the following web parts. Each of these web parts will
be described in more detail later in this document:

o Benefit Types
¢ Enrollment Properties

Benefit Types will contain a list of benefit types defined and used by the Benefit Self
Service application. These are: Health (Medical, Dental, Vision), Life and Disability,
Retirement and Miscellaneous benefits. Only those types will show on the web parts
that are available to that specific employee.
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Enrollment Properties includes four or five tabs dependant on the benefit type
selected in the Benefit Types web part.

Options tab will display view-only information of the employee’s eligible options
based on the benefit type selected and the benefit package settings assigned,
shown in the following illustration.

Annual Open Enrollment Properties

Options | Details | Pending Changes

Health Pleg 1

s Insurance Premium

INS1 Insurance (+1 dependent)
# INS2 Insurance (family coversge)

Dependents | Beneficiaries

Enrolled Waived
Enrolled Waived

Enrolled Waived

# Indicates coment benshit enrollment sslections. To modify benefit ensollment sslactions Lsunch the Maks Bensfit Slections task. Once all bensfit snrollment sslections are completed £r 2 Benefit Type, sslact the Submit Final Bensfit

Selections task.

The selections made in the wizards will be reflected on the Options tab of the

Benefits Enrollment page. They will be designated by a red asterisk (*) and the

associated radio button will be grayed out if the selection was enrolled or waived.
If the skip option was selected, there will be no asterisk and the associated radio
button will not be grayed out. This web part shows what benefit codes you
selected through the wizard but still is not editable.

Details tab will display view-only information of the employee’s eligible options
based on the benefit type selected and the benefit package settings assigned,
shown in the following illustration.

Annual Open Enrollment Properties

Options | Details | Pending Changes

Benefit Code: INS - Insurance Premium

Benefit Type

Banefit Description
Enrollment Effective Date
Frequency

Carrier
Type of Coverage
Coverage Description
Major Medical

Maximum Out-of-Pocket
Insured Amount

Cost to Employee

Cost to Employer
Deductible

COBRA Premium

CopayID

Dependents | Beneficiaries

Medical Benefit Code
Insurance Premiu m Benefit Effective Date
2/23/2010 Group Number

SemiMonthly

BCBS of IL

SINGLE

Single employes only coverage
9.88 %

$2,222.22

$58,888.88

$3.22

$58.88

$157.77

$33.33

Copay Description Copay Amount

NS
1/27/2010
23432234

m
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This tab will always display the current enrollment option record from the back
office (as based on what will be current when this enroliment is actually posted
to the back office). The system will determine which record (current core or
future effective) is determined to be “current.” This is determined by looking at
the date (default effective date) entered on the Human Resources Center >
Benefit Self Service Center Pages > Annual Open Enrollment Setup and/or
Employee Enrollment Setup pages, and the effective dates of the future effective
benefit code records in the back office.

If the default effective date entered on the enrollment setup page is after or the
same date as the future effective record, then the record displayed as “current”
will be the future effective (pending) record. In this case it will also be displayed
on the Details tab and nothing will show on the Pending Changes tab. However, if
the default effective date entered on the enrollment setup page is before the
date of the future effective record, then the record displayed as “current” will be
the current record (not future effective) from the back office. In this case it will
be displayed on the Details tab and the future effective record will be displayed
on the Pending Changes tab.

Pending Changes tab will display view-only information of the employee’s
eligible options based on the benefit type selected and the benefit package
settings assigned, shown in the following illustration.

Annual Open Enroliment Properties

Options | Details | Pending Changes | Dependents | Beneficiaries

Benefit Code: *INS2 - Insurance (family coverage]

Benefit Type Medical Benefit Code INS2

Benefit Description Insurance (family coverage) Benefit Effective Date 2/28/2010
Enrollment Effective Date Group Number 35443253435
Frequency SemiManthly

Carrier BCES of IL -
Type of Coverage FAMILY

Coversge Description Family covarage

Major Medical

Maximum Out-of-Pocket $0.00

Insure d Amount $1,000,000.00

Cost to Employes $82.95

Cost to Employer $0.00

Deductible $250.00

COBRA Premiu m $75.00

CopayID Copay Description Copay Amount -

This tab will display the future effective record from the back office for the
specified benefit code. If no future effective record exists for the code, then a
message will display “No Pending Changes.”

If the Details tab displays the future effective record, shown in the above
illustration, it will not affect what displays on the Pending Changes tab. In that
case, both will display the future effective record.
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Dependents tab lists currently associated dependents for the enrolling

employee.

Annual Open Enroliment Properties

Benefit Code:

Fp ions me ails men ing Changes | Dependents Fene iciaries

LIFE - Life Insurance =

Maximum Dependents Alloved: ag

Active Name Relationship Birth Date Status Change Reason
| Josh Barnhill Spouse 12/31/1987

| Jay Adams Child 1/15/2000

| Pilar Ackerman Self 11/24/1988

Modify |

mn

Beneficiaries tab lists currently associated beneficiaries for the enrolling

employee.

Annual Open Enrollment Properties

Benefit Code:

#LIFE - Life Insurance

Hp!lnns He!al 5 HenHlng EHanges Bepen!en!s Beneficiaries

Active Primary Relationship First Name Age Percent Status Change Reason
| Yes Other Just El 100%

& No Other Ancther 10 20%

] No Other Testing 2 20%

Total Active Primary Bensficiary Percent: 100%
Totsl Active Secondary Beneficiary Percent: 100%
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Benefit Enrollment Wizard

The Benefit Enrollment Wizard is launched by clicking the Make Benefit Selections task
link located beneath the Benefit Type web part.

When you click this link, the Open Enrollment Wizard will open for enrollment selections
of the benefit type currently selected. You can click this link and change benefit
selections for each benefit type multiple times. You can do this as many times as
needed until the Submit Final Benefit Selections task is selected for that benefit type.

Annual Benefit Types

w Annual Enrollment Benefit Types i

Benefit Type
Health

Life and Disa...
Retirement

Miscellangous

Pick a task

Make Benefit Selections
Submit Final Benefit Selections

Welcome Page

The first page of the Benefit Enrollment wizard simply serves as a basic introduction to
the benefit enroliment process and specifies which benefit type the benefit enrollment
wizard is for.

Select Benefit Options

The Options page of the wizard allows you to enroll, waive or skip the benefit options
listed. This is based on the eligibility rules and benefit packages the HR Administrator
had previously set up. For instance, if the HR Administrator specifies this package is to
be required, the column would read Waive, shown in the below illustration. If the HR
Administrator specifies this package is not required, the column that displayed Waive
would display Skip instead.

Also, if this enrollment was set up as “multiple,” the wizard would display each of the
benefit codes individually, allowing you to either enroll, or to waive or skip. This
enrollment was set up to be “single,” so all benefit codes appear on this one window
together opposed to a single enrolilment for each separate benefit code.
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This enrollment is a single selection and is required, meaning all benefit codes are on
one window, requiring you to either enroll or waive.

£  Open Enrollment Wizard -- Webpage Dialog =3
Open Enrollment - Options
Make Selection

1. Options
Please select "Enrcll” or "Waive" for one of the bensfit codes.

= EEES Health Pkg 1
3. Summary
Benefit Code Benefit Description Enroll Waive

NS

INSL

INS2

Back |[  mMext |[ cancel |

Benefit Details

This page allows you to review the plan details of the selection that you have made on
the previous pages of the wizard. Fields will be viewable and/or editable on this window
based on the benefit rights set up by the HR Administrator.

Clicking Next will take you to the summary page or, if there are additional options in
the package, to the next benefit available for selection. The wizard will take you
through each option (and details if Enroll, Waive or Skip have been selected) that you
are eligible to have for this benefit package. Once all packages have been finished, you
will be taken to the Benefit Summary page of the wizard.

Benefit Summary

This is the final page of the wizard, which gives you the opportunity to review all of
your selections for this package before clicking Finish. Clicking Finish only saves the
record; it does not submit the record to HR. When you click Finish, you may go back
into the wizard at any time during the enrollment period and make changes as long as
you have not submitted your final selections.
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Submit Final Benefit Selections
When you have completed the enrollment wizard and you are absolutely certain of your

selections, you are then able to click the Submit Final Benefit Selections link to prompt

the Submit Final Selections window.

Clicking the Submit Final Benefit Selections link will open the following page, as shown

in the below illustration.

& Submit Final Selections -- Webpage Dialog

Submit Final Benefit Enroliment Selections

7

Health
Life and Disability

Retirement

Signature

Additional Notes

# idlab\administrator

Type your name as: idlab\administrator

i Cancel

On this page you are able to choose between the benefit types that you have made

selections for, but haven’t submitted final selections for. For the example above, you

have made selections and completed the wizard only for the Health Benefit Type. After
you enter your electronic signature and click Submit, your selections are sent to HR for

approval. You will see only those benefit types that have been fully completed through

the wizard. You may submit all benefit types or one by one as you so choose.
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Part 2: Human Resources Benefits

The Human Resources Benefits options must be set up and maintained and can be
accessed by anyone assigned to the Benefit Self Service data permissions via Site
Actions > Site Settings > Users and Permissions in Business Portal. Suggested setup
would include only HR Administrator level rights to these options.

The Human Resources Benefit options have been built to allow flexibility and ease of
use to administer the many details related to employee eligibility, enrollment periods
and packaging options. Wizards have been built in to assist in the administration of
benefits available for employees, as well as administer employee access at the
Employee > Benefits level in Business Portal. By navigating to Human Resources in
Business Portal, the options that are provided — enrollment periods, benefit codes,
employee eligibility and much more — can be easily maintained.

y “ Human Resources Center This Sde = P

View human re d perform key tasks.

sources information and announcements an
Human Resources Center Home Company. F

Timsecard Shatus

Reparts
Gueries
Benefit Self Service
Center

L2272010 9124 AM

cantent you can deplay In the ANOUNCEmants part

! the entre R tram tngether for tram bulng Fyents and i make plans for the next calenda year, we will Pve an O Site meetng a1 the Laie Placid fesert. The off site vl
o el o1 Sapherrier Hth. More datade b comel

401(k) Day with education, recreal tion 22120109124 A

& bét to banng to celebrate. Nevertheless, next Thursday i Nabonal S01(K) Dy, and employers are getting into the sorit nd offerng workens & day of fun as wel

] Recyele Bin

Chapter 1: Benefit Rights, allows the HR Administrator access to the benefit view/edit
rights, validations and benefit description assignments for each benefit code to be
administered.

Chapter 2: Benefit Packages, enables the HR Administrator to create benefit packages
and default settings for use within the Eligibility Rules — Benefits selections. Inactivation
setup is also maintained here.

Chapter 3: Eligibility Rules, enables the HR Administrator to create and maintain
eligibility rules that have benefit package and employee associations. Eligibility rules
are the link between benefit options and employees.

Chapter 4: Annual Open Enrollment Setup, allows the HR Administrator to create
annual open enrollment periods and establish effective dates by benefit type.
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Chapter 5: Employee Enrollment Setup, allows the HR Administrator to create
employee-specific open enrollment periods and establish effective dates by employee
and by benefit type.

Chapter 6: Enrollment Summary, allows the HR Administrator to view both the Annual
Enrollment and Employee Enrollment benefit summary and details.

Chapter 7: Post Employee Enrollment, provides a way for the HR Administrator to post
the employee enroliment benefit selections to the back office.

Chapter 8: Post Annual Open Enrollment, is meant to provide a way for the HR
Administrator to post the employee annual enrollment benefit selections to the back
office.

Chapter 9: Delete Enrollment Utility, is meant to provide a way for the HR
Administrator to review and delete employees benefit selections that have not yet been
posted to the back office.
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Chapter 1: Benefit Rights

Benefit Rights Overview

The Benefit Rights page is where benefit view/edit rights, validations (maximums) and
individual documents for each benefit code can be set up. The benefit rights option
allows configuration of view/edit access to individual fields for benefit enrolilment and
benefit summary options, for each benefit code. It also gives you flexible options for
setting field validations and assignment of the benefit description using an Adobe
Portable Document Format (PDF) file.

The Benefit Rights page is accessed by clicking the Benefit Rights link on the Human
Resources page under Benefit Self Service Center in the task pane.

Benefit Self Service

Benefit Rights Company. The Second Company

Benefit Rights Benefit Codes - Benefit Rights Properties

w» Benefit Codes - All ' Find N n -
Rights | Validations | Documents
Benefit Code Benefit Description

401K Retirement Plan o
Enroliment Benefit Change

CHD Child Care Deduction Access Rights Access Rights

EPU Employee Purchases Attribute View Edit View

NS Insurance Premium rustes S = Enrcliment Access Rights sets the View/Edit access for employees during

Annual Open Enrollment and Employes Event Enrollment,
INS1 Insurance (+1 depeni

Employer Match Percent Benefit Change Access Rights sets the View access for employees existing
INS2 Insurance (family cow benefits.
LIFE Life Insurance Employer Maximum Contribution
MED Medical Flex Benefit Year Max |
uw United Way 1

Minimum Age
Waiting Period (% of days)
Use Dollars or Parcent
Pre-Tax Percent

Pra-Tax Dollar

After-Tax Percent

After-Tax Dollar

9 0 g R EEEEEREE
9 F S R EEEREERE

9 F 8 E € =

Bonus Percent

The Benefit Rights page consists of the following web parts. Each of these web parts is
defined in more detail later in this document:

Benefit Rights Benefit Codes Web Part updates individually with different
information based on the benefit type of the benefit code selected. The information to
be viewed/edited and some of the validations information is pulled from the back office.
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Benefit Rights Properties Web Part includes three tabs for each benefit code —
Rights, Validations and Documents.

Benefit Rights Properties

Rights Yalidations Document ts

Enrollment Benefit Change
Access Rights  Access Rights
Attribute View Edit

m

nrollment Access Rights sets the View/Edit access for employees during
nnual Open Enrollment and Employee Event Enrollment.

A
employer Match Percent Benefit Change Access Rights sets the View access for employees existing
benefits.

Employer Maximum Contribution
Benefit Year Max

Minimum Age

Waiting Period (% of days)

Use Dollars or Percent

Pra-Tax Percent

Pre-Tax Dollar

After-Tax Percent

After-Tax Dollar

g B S E E @B EEEEE
T B E S E E @B E EEE &@|F

g B @ E 5 €

Bonus Percent

Rights tab will display a list of attributes that are available to define view/edit
rights for each benefit type. When a benefit code is selected from the Benefit
Rights Benefit Codes list, the benefit type associated with that benefit code will
determine which attributes are available to choose from.

You will be able to select Enrolilment Access Rights and Benefit Change Access
Rights view/edit options as desired on the Rights tab. Within the Enrollment
Access Rights columns, if the attribute is view-only, the Edit check box option will
not be available. The Benefit Change Access Rights view/edit selections apply to
the employee options in the Benefits Summary page web parts for existing
benefits. The Edit feature for these attributes does not affect the existing
benefits. The Enrollment Access Rights view/edit selections apply to the
employee options in the Benefit Enrollment page web parts.

Validations tab will display either view-only or editable fields of specific
validations set in the back office Human Resources Benefit Setup window for the
benefit code selected. Depending on the benefit type, the fields and edit/display
on this Validations tab will vary. If there is a future effective record in back office
for the benefit code selected, then these values will show up in the Pending
Validations area. These validations are implemented when the employee enrolls
through the Make Benefit Selections wizard if chosen.

information to determine if an employee or dependent is eligible to be
enrolled from the age on the Type Benefit Codes Setup window. A
maximum age must be defined for the employee and dependent in the
back office for each benefit type.

@ In Benefit Self Service open enrollment, benefit codes look for age
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Documents tab will allow the HR Administrator to associate a PDF file to a
specific benefit code selected. The HR Administrator must work with the Business
Portal Administrator to upload new files or update existing files and load them
onto the server, while communicating the correct location of those files in order
to make the necessary file association in this option.

The PDF files assigned here will be available as links for the benefit code in both
the Benefits Summary and Benefit Enrollment options. On this page, when the
Preview button is clicked, and in the employee options when the link is clicked,
the PDF file will open on another page that allows you to view, print and save the
file.
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Chapter 2: Benefit Packages

Benefit Packages Overview

The Benefit Packages page is where benefit packages and default settings can be
created for use in the Eligibility Rules — Benefits selections and where the default
requirements can be set.

o Examples of Health packages: Major Medical, Vision, Dental

o Examples of Life and Disability packages: Supplemental, Voluntary, Accidental
Death & Dismemberment

e Examples of Retirement packages: 401k, 529 Plan, Employee Stock Ownership
Program

e Examples of Miscellaneous packages: Charity, Flex, Savings, United Way

In order for an employee to enroll in a benefit code, they must be assigned to an
eligibility rule. That eligibility rule is assigned benefit packages to allow for proper
administration to the employee. If a company has only one set of selections for a type,
they should create a package named the same as the benefit type that includes all of
their options. For example, if there is only one retirement plan available, they could
create a benefit package of “Retirement” and when they use this in the eligibility rules,
they could assign the package which contains that one benefit code to the group of
people who are eligible for “Retirement.”

This page can be accessed by choosing Human Resources > Benefit Self Service Center
> Benefit Packages.

il Human Resources Center This Site = o

Benofit Self Serdce

Benefit Packages Company. Fabrikam, Inc.

Wiew All Site Content

Human Resouroes
Center Home

Timecard Status

Benefit Self Service
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The Benefit Packages page consists of the following web parts. Each of these web parts
is defined in more detail later in this document:

Benefit Packages will contain a list of the four benefit types defined and used by the
Benefit Self Service application. These are Health, Life and Disability, Retirement and
Miscellaneous.

Benefit Package Properties includes two tabs for the selected benefit package —
Common and Inactivation Setup.

Common tab will contain the default settings for the benefit package code
selected in the Benefit Packages list. When the HR Administrator selects a record
from the Benefit Packages list, the information corresponding to that record will
be displayed in the Benefit Package Properties web part. If the HR Administrator
makes changes to the Description field, they must click Save to save the changes
to the table. Once the HR Administrator creates the package, the only
information that can be updated on the Common tab is the Benefit Package
Description, Employee Selection Required and Benefit Code Selections fields.

Benefit Package Properties

Common Inactivation Setup
Benefit Package Code Health 1
Benefit Package Type Health

Benefit Package Description  Health Pkg 1

Employee Selection Required @ ves No

Bensfit Code Selactions @ single Multiple

w
o

Inactivation Setup tab will offer the HR Administrator the ability to set up
codes to stay active or become inactive based on the type of enrollments that
have been determined. As shown in the following illustration, these are all
Miscellaneous benefit codes. To get these codes set up the way they appear
here, you must click Modify and then you can select whether to inactivate or
leave active each code that is associated.

The Inactivate or Leave Active options apply to the existing benefits the
employee is enrolled in prior to the new enrollment selections being posted to
the back office. Any new enrollments posted to the back office are posted as
Active, depending on the setup.

Inactivation is applied at the employee level, so this setup will only have an
effect if the benefit code exists for the employee and the employee has enrolled
in the benefit code. As shown in the following illustration, the existing CHD
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record is set to Inactive once the HR Administrator posts back. The CHD code for
the new enroliment will become the active record in the back office if the

employee chooses to enroll again this plan year. If the employee does not elect
to enroll in CHD, they will not see the CHD code on the Existing Benefits page.

As shown in the following illustration, if the employee was enrolled in EPU and

does not re-enroll in the EPU benefit when their current enrollment benefit

selections are posted to the back office, the EPU benefit code will be left as an

active benefit for that employee. Any deductions that are associated with EPU
will remain or, if there was an increase or decrease to the benefit, those changes

will automatically take place.

Benefit Package Properties

Common Inactivation Setup

Benefit Code Benefit Description I;::I‘:;:'
CHD Child Care Deduction Inactivats

EPU Employes Purchases Leave Active
MED Medical Flax Leave Active
uw United Way Leave Active

Modify

& Modify Benefit Package Inactivation Setup -- Webpage Dialog

Modify Benefit Package Inactivation Setup

Include  Benefit Code Benefit Description
CHD Child Care Deduction
EPU Employes Purchases

Medical Flex

9 F E E
=
m
o

uw United Way

1f Exists for
Employee

Inactivate  w
Leave Active
Leave Active

Leave Active

Reset Cancel
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Create a Benefit Package Wizard

The Create Benefit Package link on the Benefit Packages page will launch the Create a
Benefit Package wizard. Each step in the wizard is described below in detail.

Welcome Page

This page welcomes you to the Create a Benefit Package wizard and defines the
purpose of this wizard, along with some detailed instructions.

Select Benefit Type Page

This page allows you to select the benefit type to create a package for. The four
benefit types listed in this option are Health, Life and Disability, Retirement and
Miscellaneous. Multiple benefit packages per benefit type can be created.

Enter Benefit Package Code and Description Page

This page allows you to enter the code and description to use for the new benefit
package they are creating. The code can only be changed by deleting the
package and creating a new code. The description may be changed at any point
in the setup.

Select Benefit Package defaults Page

The selections made on this page will be used as defaults in the Eligibility Rule —
Assign Benefit Packages wizard:

Employee Selection Required: (Yes/No). The default setting should be
Yes.

o If you select Yes, when you step through the Make Benefit Selections
wizard, you will be required to waive or select a benefit code to enroll
before continuing through the wizard. The Next button is not available
until a benefit code is selected to enroll or waive.

e If you select No, when you step through the Make Benefit Selections
wizard, you will NOT be required to perform any action before continuing
to the next wizard page. The Next button will be available regardless of
whether a benefit code is either enrolled or skipped. In this step, you will
have the option to enroll or skip.

Benefit Code Selections: (Single/Multiple). The default setting should
be Single.

e If you select Single, when you step through the Make Benefit Selections
wizard, you will be allowed to enroll, waive or skip only ONE of the benefit
codes assigned to that benefit package. If you choose to waive this
benefit, you can either waive or skip for all. The single selection option will
allow you to choose only one radio button regardless of the choice.

e If you select Multiple, when you step through the Make Benefit Selections
wizard, you will be taken through each benefit code assigned to that
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benefit package one by one. For example, if SUPP1 and SUPP2 are two
benefit codes assigned to a benefit package called Supplemental Life, you
will first see a wizard page with the SUPP1 selection. If selected, you will
be taken to the detail page for SUPP1, likewise taken to the SUPP2
selection page and so on. The wizard is not complete and will not close out
until all packages have been completed within that particular benefit type.

Summary Page

The Summary page displays a summary of the selections made for this benefit
package. When the HR Administrator clicks Finish, a benefit package record will
be created only if a choice of Enroll or Waive was selected. No record is created
for the choice of Skip.

Remove Benefit Packages

Clicking the Remove Benefit Packages link on the Benefit Packages page will open the
Remove Benefit Package page with the message, “Are you sure you want to remove the
selected Benefit Package?”. This enables the HR Administrator to delete benefit
packages. Click Yes to remove the package.

A benefit package cannot be deleted if it is currently being used (not assigned)

A in an eligibility rule. If you attempt to remove a package while an enrollment is
in progress, the assigned package will not be allowed to be deleted and a
message appears.
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Chapter 3: Eligibility Rules

Eligibility Rules Overview

The Eligibility Rules page enables the HR Administrator to create and maintain eligibility
rules that will determine which groups of employees are eligible or those that need to
be assigned to the various benefit packages available.

y “ Human Resources Center This S&e = -]

Benefit Sell Service

Eligibility Rules Cimpany. Fabeikam, Inc
Humans Resources Ehigibiity Rubes - Ehgibiity Rukes Properties
Center Home v Eligbilty Rules - A Find

o Commuon | Criteria” "Emplayees |Health | e[ Weticement | Hiscellancans |
Eligebsity Rul... | Ehgibaty Rul...

Reparts
Gueries
Benefit Self Service
Center

ER 1 Eligitsity Rule 1 L

] Recyele Bin

The Eligibility Rules page consists of the following web parts. Each of these web parts is
defined in more detail later in this document:

Eligibility Rules is a list of all eligibility rules that have been created by the HR
Administrator in the company. Since eligibility rules are the link between employees
and benefit packages for open enrollment, selecting an eligibility rule from the Eligibility
Rules list will update the Eligibility Rules Properties web part area with the
corresponding information.

Eligibility Rules Properties includes seven tabs for the Eligibility Rules — Common,
Criteria, Employees, Health, Life and Disability, Retirement and Miscellaneous.

Common tab will display the details of the eligibility rule selected in the
Eligibility Rules list and enables you to change only the Eligibility Rule Description
field. This tab is the default selection when this page is opened, as shown in the
previous illustration.
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Criteria tab will display the options that allow the HR Administrator to select the
eligibility criteria that will be applied to a group. The criteria can either be List

Based or Range Based. More than one criterion can be selected to narrow down
the pool of employees.

Eligibility Rules Properties

["Comman | criteria [ Employees | Health | Life | Retirement | Miscellaneous

List Based:

Eligibility Criteria Criteria Assignad 2
Departmant

" | [modify
Employae Class

Employmant Typs

HR Status

Range Based:

Eligibility Criteria Criteria Assigned
Hire Date

Hours Worked per Year

Madify
Years o f Service

Clicking Modify in either area will open the Criteria Modify page. This page will
enable you to assign specific items to any of the List or Range Based criteria that
will identify the right group of employees for this eligibility rule.

As shown in the following illustration, the ACCT (Accounting) department has
been selected to classify those individuals who work in the Accounting
department. This selection will limit the employee’s eligibility rule to anyone who

has ACCT set as their home department and meets all other criteria set for this
eligibility rule, if any.

& Criteria - List Based -- Webpage Dialog [==3a]

Eligibility Criteria: Department hd

Include Code Description
] AcCT Accoun ting

ADMN Administration
DEFT 2 Department 2
DEPT 2 Departmeant 2
DEFT 4 Department 4

DEPT 5 Departmeant 5

DEFT & Department §

Clicking Modify on the Criteria — Range Based page will enable you to assign

specific ranges to any of the range based criteria that will apply to the eligibility
rule.
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As shown in the following illustration, Years of Service criteria has been selected
and a range of 0 to 12 years has been applied. This selection will limit the
employees eligible for this eligibility rule to anyone who has an adjusted hire
date equal to or within O to 12 years based on the current date. If no adjusted
hire date is assigned, the criterion is based on the years of service from the
original hire date.

fields. When Include is cleared, the fields are not available and the values

@ The Include check box must be selected to enable these criteria range
will be deleted when Save is clicked.

& | Criteria - Range Based -- Webpage Dialog @

Eligibility Criteria: Y22rs of Sarvice -

Include From To
v 0 1z

Employees tab allows the HR Administrator to view and assign all current
employees to an eligibility rule. The HR Administrator may also add or remove
employees assigned to an eligibility rule by clicking Modify. The first time this is
set up, no employees will be displayed. To assign employees for the first time,
click the Employees tab and click Modify or click the Employee Eligibility Tool link
in the Pick a task area.

An employee cannot be assigned to more than one eligibility rule. If an employee
is already assigned to a different eligibility rule and is assigned to a new
eligibility rule, the existing eligibility rule record will be overwritten. The eligibility
rule that the employee is currently assigned to will be displayed in a column next
to the employee in the Employees tab list as shown below.

Benelt Self Serdce

Eligibility Rules

Elgibility Rubes - Elgibility Rubes Properties

w Ekgibiley Rules - Al

i " [Comman | Criterls | Lmployees | Heolth | Life | Retirement | Miscellaneous
ESgibility Rul...| Elgibilty Rul...

ER1 Elgibility Rule 1
R Ehgibility Rule I

Employes ID | Last Mame First Narne Ehgibality Rube | Ehgibility Rul...

STEWDOO1 Stevenst Jm ER 1 Eligibility Rude 1
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Clicking Modify will open the Employee Eligibility Tool page. This page will enable
you to assign employees to eligibility rules. View the Employee Eligibility Tool
section for more detail.

Health tab will enable the HR Administrator to assign Health type benefit codes
to a benefit package via the eligibility rules created. By clicking the Assign
Benefit Packages link in the Pick a task area, the HR Administrator will be taken
through the benefit code assignment and configuration using the Assign Benefit
Package wizard. All selections made in the Assign Benefit Package wizard will be
displayed on the benefits tabs of the Eligibility Rules page.

Eligibility Rules Properties

[Commen ["Criteria "Employees | Health [Life | Retiremen t | Miscellancous

Benefit Pack... = Benefit Pack... | Required AllowMultiple
Health 1 Health Pkg 1 True False

Remove Benefit Package
Modify Benefit Package

Clicking Benefits will open a list of benefit codes that have been assigned to the
selected benefit package.

Remove Benefit Packages

Clicking the Remove Benefit Packages link will open the Remove Benefit
Package page and display the message, “Are you sure you want to remove
the selected Benefit Package?”. This enables the HR Administrator to
delete benefit packages. Click Yes to remove the package.

Modify Benefit Packages

Clicking the Modify Benefit Packages link will open the Modify Benefit
Packages wizard. This allows the HR Administrator to modify the settings
and benefit codes assigned to the selected benefit package.
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Life tab will enable the HR Administrator to assign Life and Disability type
benefit codes to a benefit package via the eligibility rules created. By clicking the
Assign Benefit Packages link in the Pick a task area, the HR Administrator will be
prompted to complete the benefit code assignment and configuration using the
Assign Benefit Package wizard. All selections made in the Assign Benefit Package
wizard will be displayed on the benefits tabs of the Eligibility Rules page.

Eligibility Rules Properties

‘ Common ‘ Criteria Employees Health Life Retiremen! t Miscellaneous

Benefit Pack... | Benefit Pack... | Required AllowMultiple B

Life 1 Life Pkg 1 True False

Benefits

Remove Benefit Package
ackage

Modify Benefit Pack:

Clicking Benefits will open a list of benefit codes that have been assigned to the
selected benefit package.

Remove Benefit Packages

Clicking the Remove Benefit Packages link will open the Remove Benefit
Package page and display the message, “Are you sure you want to remove
the selected Benefit Package?”. This enables the HR Administrator to
delete benefit packages. Click Yes to remove the package.

Modify Benefit Packages

Clicking the Modify Benefit Packages link will open the Modify Benefit
Packages wizard. This allows the HR Administrator to modify the settings
and benefit codes assigned to the selected benefit package. View the
Modify Benefit Packages section for more detail.
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Retirement tab will enable the HR Administrator to assign Retirement type
benefit codes to a benefit package via the eligibility rules created. By clicking the
Assign Benefit Packages link in the Pick a task area, the HR Administrator will be
prompted to complete the benefit code assignment and configuration using the
Assign Benefit Package wizard. All selections made in the Assign Benefit Package
wizard will be displayed on the benefits tabs of the Eligibility Rules page.

Eligibility Rules Properties

‘ Common | Criteria Employees Health Life Retiremen! t Miscellaneous

Benefit Pack... | Benefit Pack... | Required AllowMultiple

Retire 1 Retire Pkg 1 True False

Remove Benefit Package
Modify Benefit Package

Clicking Benefits will open a list of benefit codes that have been assigned to the
selected benefit package.

Remove Benefit Packages

Clicking the Remove Benefit Packages link will open the Remove Benefit
Package page and display the message, “Are you sure you want to remove
the selected Benefit Package?”. This enables the HR Administrator to
delete benefit packages. Click Yes to remove the package.

Modify Benefit Packages

Clicking the Modify Benefit Packages link will open the Modify Benefit
Packages wizard. This allows the HR Administrator to modify the settings
and benefit codes assigned to the selected benefit package. View the
Modify Benefit Packages section for more detail.
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Miscellaneous tab will enable the HR Administrator to assign Miscellaneous
benefit type benefit codes to a benefit package via the eligibility rules created. By
clicking the Assign Benefit Packages link in the Pick a task area, the HR
Administrator will be prompted to complete the benefit code assignment and
configuration using the Assign Benefit Package wizard. All selections made in the
Assign Benefit Package wizard will be displayed on the benefits tabs of the
Eligibility Rules page.

Eligibility Rules Properties

| Common ‘ Criteria Employees Health | Life | Retirement Miscellaneous

Benefit Pack... | Benefit Pack... | Required AllowMultiple

Misc 1 Misc Pkg 1 False True

Remaove Benefit Package
Modify Benefit Package

Clicking Benefits will open a list of benefit codes that have been assigned to the
selected benefit package.

Remove Benefit Packages

Clicking the Remove Benefit Packages link will open the Remove Benefit
Package page and display the message, “Are you sure you want to remove
the selected Benefit Package?”. This enables the HR Administrator to
delete benefit packages. Click Yes to remove the package.

Modify Benefit Packages

Clicking the Modify Benefit Packages link will open the Modify Benefit
Packages wizard. This allows the HR Administrator to modify the settings
and benefit codes assigned to the selected benefit package. View the
Modify Benefit Packages section for more detail.
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Create Eligibility Rule Wizard

The Create an Eligibility Rule wizard allows the HR Administrator to create unique codes
and descriptions to group employees and the associated benefit packages to manage
benefit selection and enrollment for the employees. The eligibility rule codes and
descriptions are determined by the company’s policies. If there are no different benefit
groups within a company, a general eligibility rule must be created that includes all
employees. An employee cannot participate in open enrollment without being assigned
to an eligibility rule. Each step in the wizard is described below in detail.

Welcome Page

This page welcomes you to the Create an Eligibility Rule wizard and defines the purpose
of this wizard.

Enter Eligibility Rule Code and Description Page

This page allows you to enter the code and description for the eligibility rule that is
being created.

Summary Page

This page displays a summary of the selections made for this eligibility rule. Click Finish
to complete the eligibility rule creation.

Assign Benefit Packages Wizard

The Assign Benefit Packages wizard will prompt the HR Administrator to assign and
configure benefit packages and benefit codes for the eligibility rule. Each step in the
wizard is described below in detail.

Welcome Page

This page welcomes you to the Assign Benefit Packages wizard and defines the purpose
of this wizard.

Select Benefit Type Page

This page allows you to select the benefit type to assign a package for. The four benefit
types listed in this option are Health, Life and Disability, Retirement and Miscellaneous.

Select Benefit Packages

This page allows you to select the benefit package to assign to this eligibility rule. The
list of benefit packages will be limited based on the benefit type selected in the
previous page of the wizard. Multiple benefit packages per benefit type can be set up
within an eligibility rule, but each benefit package must be assigned individually.
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Select Benefit Codes

This page allows you to assign any benefit codes (that match the benefit type) to the
selected benefit package.

You will not be allowed to assign the same benefit code to more than one benefit
package within the same eligibility rule. If a benefit code is already assigned to another
benefit package for that same eligibility rule, the benefit code option will not be
available. However, this does not restrict the ability to assign the same benefit package
to more than one eligibility rule.

Define Benefit Package Settings

This page allows you to select the benefit package settings to assign to this eligibility
rule. The same benefit package can be assigned to multiple eligibility rules, but the
information (benefit codes and settings) are unique to that eligibility rule and benefit
package combination.

Defaults will come in based on the benefit package setup information but you can
change them for each package:

Employee Selection Required: (Yes/No).

o If you select Yes, when you are prompted to complete the Make Benefit
Selections wizard, you will be required to waive or select a benefit code to
enroll before continuing to the next wizard page. The Next button is not
available until a benefit code is selected to enroll or waive.

o If you select No, when you are prompted to complete the Make Benefit
Selections wizard, you will be required to skip or select a benefit code to
enroll before continuing to the next wizard page. The Next button is not
available until a benefit code is selected to enroll or skip.

Benefit Code Selections: (Single/Multiple).

o If you select Single, when you are prompted to complete the Make Benefit
Selections wizard, you will be allowed to select only ONE of the benefit codes
assigned to that benefit package.

e If you select Multiple, when you are prompted to complete the Make Benefit
Selections wizard, you will be stepped through each benefit code assigned to
that benefit package one by one. For example, if SUPP1 and SUPP2 are two
benefit codes assigned to a benefit package called Supplemental Life, you will
first see a page with the SUPP1 selection. If selected, you will be taken to the
detail page for SUPP1, then to the SUPP2 selection page and so on.

Summary

This page displays a summary of the selections made for this benefit package as
assigned to this eligibility rule. When the HR Administrator clicks Finish, this record will
display on the benefits tabs (Health, Life and Disability, Retirement and Miscellaneous)
on the Eligibility Rules page. Any further modifications or deletions of the benefit
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packages assigned to this eligibility rule are handled via the action options found on the
benefits tabs on the Eligibility Rules page.

Employee Eligibility Tool

An employee must be assigned to an eligibility rule to access a Benefit Enroliment. The
Employee Eligibility Tool will enable you to easily assign employee eligibility and resolve
any eligibility conflicts. Each feature of the tool is defined below.

# Employee Eligiblity Teol -- Webpage Dialog (=)
Employee Eligibility Tool
Eligibility Rule: ER 1 = Assign to all Matched Employees: + [(Assign |
Employee ID/Last Name:
Assignment: All -
Conflict/Ovarrida: Al -
Eligibility Changes: Al - View Page:

[__Apply Filter |

Employee 1D Last, First Name Eligible For Assigned Override
ACKED001 Pilar Ackerman ER 1 ER 1

DELADOO1 Aidan Delaney ER 1 ER 1
DOYLODO1 Jenny Doyle ER 1
LEVY0001 Stevan Levy ER 1
HAGAD001 Suanne Nagats ER 1

REEVOOOL Randy Reeves ER 1

4 4] e

STEWOO0OL Jim Stevart ER 1

1to7 of 7

It is recommend that when you are initially setting up your eligibility rules that you
complete the creation of all of your eligibility rules and their criteria before assigning
the employees. We also recommend that you verify any eligibility conflicts at this time
by using the tool any time you make changes to any of your eligibility rules criteria.

Apply Filter is a feature of the Employee Eligibility Tool provided to enable easy search
capabilities. Multiple options are available to help you narrow down or broaden the
search as needed. Once the appropriate selections are made, clicking Apply Filter will
update the results in the scrolling window.

Eligibility Rule will default to the selected eligibility rule when you open the Employee
Eligibility Tool, and the results in the scrolling window will reflect this filter. This option
allows you to select any other specific eligibility rule or choose All.

Employee ID/Last Name allows you to search on a specific or partial employee ID or
last name. Enter the text you want to search on (example: Smith) and when you click
Apply Filter, the results in the scrolling window will reflect this filter. In the example of
Smith, it will return all employees whose last names contain Smith and all employees
whose IDs contain Smith.
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Assignments allows you to filter the results by all employees, employees who are
currently assigned to an eligibility rule, employees who are currently assigned to an
eligibility rule that they are not eligible for or employees who are currently unassigned
to any eligibility rule.

Conflict/Override allows you to filter the results by all employees, employees who
have been saved as overrides or employees whose current eligibility is in conflict.
Eligibility conflict is defined as any employee who is not eligible for any eligibility rules
or any employee who is eligible for more than one eligibility rule. Until a conflict is
resolved by assigning an eligibility rule or setting the override option for an employee
on this page, the employee will be unable to access their benefit enrollment options.

Eligibility Changes allows you to filter the results by all employees, employees whose
eligibility has changed or employees whose eligibility has not changed.

Assign to all Matched Employees provides a way for you to quickly assign a specific
eligibility rule to the employees selected by your current apply filter results. This
feature is especially useful when only one eligibility rule exists for your company
because you can apply filter results for all employees, select your eligibility rule in the
Assign to all Matched Employees field and click Apply Filter. When you save the
selections, all your employees have been assigned to the eligibility rule.

View Page allows you to move within the pages of results in the scrolling window
quickly. There are 20 employees that are displayed per page. In addition, the results
can be sorted by ascending or descending order by either the Employee ID column or
the Last, First Name column by clicking the column heading. Using the sorting and View
Page options, you can quickly navigate to the page that contains the specific employee
you are searching for.

Eligible For in the scrolling window is designed to give you the information you need
to determine the eligibility of any employee. The column will display all eligibility rules
that the employee is eligible for.

are set up for an eligibility rule, the employee’s data must match all the

@ Eligibility is defined as matching ALL criteria assigned. If multiple criteria
criteria to be automatically eligible for that eligibility rule.

Assigned in the scrolling window is where you select the eligibility rule that the
employee will be assigned to. The list contains all the eligibility rules you have set up.
You are not limited to assigning only eligibility rules to an employee if the employee is
eligible for the rules based on the criteria set.
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Override in the scrolling window is available for those exceptions to the rule, if an
employee is eligible for a certain eligibility rule regardless of their current employment

status.

¥

If the Override option is selected for an employee, changes to their
eligibility will not be verified. To make any changes to that employee’s
assigned eligibility, you must make the change on the Employee Eligibility
Tool page. The option is provided but each company is responsible for
using it in a manner that does not violate any rules or regulations set by
their business rules, provider rules or the laws of the state or federal
government.

Save/Email Notification allows you to save all changes and selections made in the
Employee Eligibility Tool.

If there are no conflicts that exist, an e-mail notification will be sent to that employee
letting them know they are now eligible to enroll in their benefit enrollment options.

I\

¥

We recommend that you verify and resolve any employee eligibility
conflicts before clicking the Save button. Select Conflicts in the
Conflicts/Overrides field and click Apply Filter to view all conflicts. You
may further narrow this search by selecting one of the Eligibility Changes
or Assignment field options.

Save will update and save all employees eligibility records. It is
recommended that only one HR or administrative user modify employee
eligibility at one time.

Example of e-mail sent to the HR Administrator when an employee is set to in

“Conflict:”

From: someone@example.com

Sent: Monday, July 19, 2004 4:12 PM
To: someone@example.com

Subject: Employee Eligibility Conflict

The following employee has an Eligibility conflict. Please resolve this Eligibility
conflict using the Employee Eligibility Tool.

Employee ID: DIAZ0001
Employee Name: Diaz, Brenda

Currently Assigned Eligibility:
ER2 -- Eligibility Rule 2
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Was Eligible For:

ER1 -- Eligibility Rule 1

ER2 — Eligibility Rule 2

MANAGERS -- Management Level Eligibility

Is Now Eligible For:
ER1 -- Eligibility Rule 1 for testing
MANAGERS -- Management Level Eligibility

the Employee — Profile e-mail address must exist for the employee. See the E-

@ For e-mail notification to be successful, all e-mail settings must be set up and
mail Setup section of this document for more information.

Remove Eligibility Rule

When you click Remove Eligibility Rule in the Pick a task area of the Eligibility Rules
page, the Remove Eligibility Rule page will be displayed, enabling the HR Administrator
to delete eligibility rules and all their related employee and benefit package selections.

You cannot remove an eligibility rule that is assigned and has any unfinished

A enrollment selections for any employee. If you do attempt to delete with this
condition, a message will appear after you click Yes to confirm the deletion. You
will not be able to remove this eligibility rule until all enrollment selections for
all employees assigned to this eligibility rule have been finished or the HR
Administrator deletes all enrollments for that period.

Modify Benefit Package wizard

The Modify Benefit Package wizard will allow the HR Administrator to modify the
settings and benefit codes assigned to the selected benefit package. The Modify Benefit
Package wizard is available from a link on each benefit tab on the Eligibility Rules
Properties page. Each step in the wizard is described below in detail.

Welcome Page

This page welcomes you to the Modify Benefit Packages wizard and defines the purpose
of this wizard.

Select Benefit Codes

This page allows you to make changes to the benefit codes assigned to the selected
benefit package. When you open this page, the benefit codes list will reflect the
currently saved list. You then have the option of selecting additional benefit codes or
clearing benefit codes that are currently assigned.

You will not be allowed to assign the same benefit code to more than one benefit
package within the same eligibility rule. If a benefit code is already assigned to another
benefit package for that same eligibility rule, the benefit code option will not be
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available. However, this does not restrict the ability to assign the same benefit code to
more than one eligibility rule.

Define Benefit Package Settings Page

This page allows you to select the settings to assign to this benefit package. The values
for the fields found on this page will reflect the currently saved selections. You do have
the option of changing either of the fields and their values:

Employee Selection Required: (Yes/No).

e If you select Yes, when you are prompted to complete the Make Benefit
Selections wizard, you will be required to waive or select a benefit code to
enroll before continuing to the next wizard page. The Next button is not
available until a benefit code is selected to enroll or waive.

¢ If you select No, when you are prompted to complete the Make Benefit
Selections wizard, you will be required to skip or select a benefit code to
enroll before continuing to the next wizard page. The Next button is not
available until a benefit code is selected to enroll or skip.

Benefit Code Selections: (Single/Multiple).

e If you select Single, when you are prompted to complete the Make Benefit
Selections wizard, you will be allowed to select only ONE of the benefit codes
assigned to that benefit package.

e If you select Multiple, when you are prompted to complete the Make Benefit
Selections wizard, you will be stepped through each benefit code assigned to
that benefit package one by one. For example, if SUPP1 and SUPP2 are two
benefit codes assigned to a benefit package called Supplemental Life, you will
first see a page with the SUPP1 selection. If selected, you will be taken to the
detail page for SUPP1, then to the SUPP2 selection page and so on.

Summary

This page displays a summary of the selections made for this benefit package as
assigned to this eligibility rule. Clicking Finish will complete the changes to the benefit
package.
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Chapter 4: Annual Open Enrollment Setup

Annual Open Enrollment Setup Overview

The Annual Open Enrollment Setup page is where the HR Administrator defines
enrollment periods (window of time) for companywide enrollment for each benefit type.

View All Site Content

Human Resources
Center Home

Timecard Status
Reports
Queries

Benefit Self Service
Center

= Benefit Rights

= Benefit Packages

= Eligibility Rules

= Annual Open
Enrollment Setup

= Employee Enrollment
Setup

= Benefit Enroliment
Summary

= Post Employee
Enraliment

= Post Annual Open
Enrollment

= Delete Enrollment
Utiity

@] Recycle Bin
Benefit Sell Senice
Annual Open Enrollment Setup Company: | Fabrkam, Inc -
Annual Benefit T',lpes = Annual OPEII Enroliment PPOM!IIEE
w» Annusl Berelit Types [r—
Properties |
Banafi Type
= Start Date1 % =
\ife and Cienbiity PEPr—— =
[T p— Cafault Cactive Date: % =
Retiremant A
Save

The Annual Open Enrollment page consists of the following web parts:
¢ Annual Benefit Types
¢ Annual Open Enrollment Properties

Annual Benefit Types allows the HR Administrator to select the benefit type they wish
to set open enrollment periods for. The benefit types are:

e Health

e Life and Disability

e Retirement

¢ Miscellaneous Benefits
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Annual Open Enrollment Properties contains the enrollment period information and
is related to the benefit type currently selected in the Annual Benefit Types list. The
dates entered here will affect the Employee > Benefits = Annual Open Enrollment web
part options.

The Default Effective Date selected will be the benefit start date assigned to this
employee’s back office record when their enrollment selections are posted.

Chapter 5: Employee Enrollment Setup

Employee Enrollment Setup Overview

The Employee Enroliment Setup page is where the HR Administrator defines enrollment
periods for a specific employee based on benefit types. The reasons for employee
enrollment periods vary, but regardless of the reason, an employee is given access to
benefit enrollment options by defining their enrollment periods on the Employee
Enrollment Setup page.

If an employee has a marital status change or position change, the HR Administrator
will be responsible for selecting the employee from the Active Employees list and then
clicking the benefit type properties tabs that require an enrollment period to be defined.

If an employee is set to an open enrollment period, they will be allowed to make
selections using the Open Enrollment wizard. If the event requiring changes does not
make changes to the benefit codes the employee is currently enrolled in, then an
enrollment period does not have to be created.

Benefit Sell Serdce
Employee Enrollment Setup Company: Fabrikem, Inc

*  Employes Enrofiment Properties

Health | Uife and Disability | Retirement  Hisc

ACKEDO01 Ackmrmian Pl

o [l

DELAGODL Dalaney
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The Employee Enrollment Setup page consists of the following web parts. Each of these
web parts is defined in more detail later in this document:

e Active Employees
e Employee Enrollment Properties

Active Employees allows the HR Administrator to select only one employee at a time
to define an enrollment period for. Each employee can have a different enroliment
period set for the four benefit types: Health, Life and Disability, Retirement and
Miscellaneous. The employee list will contain only employees that are Active in the back
office and those that are currently assigned to an eligibility rule.

Employee Enrollment Properties includes four tabs for the benefit types: Health,
Life and Disability, Retirement and Miscellaneous. Each of these tabs contains the same
information and is related to the employee currently selected in the Active Employees
list. Each employee can have different enrollment periods defined for any or all of the
four benefit types represented by the four tabs. The Default Effective Date selected will
be the benefit start date assigned to this employee’s back office record when their
enrollment selections are posted by the HR Administrator.

Chapter 6: Enrollment Summary

Enrollment Summary Overview

The Enrollment Summary page enables the HR Administrator to view and print the
Benefit Summary for employees by Annual Enroliment and Employee Enroliment.

Benafit Saif Sendce

Enrollment Summary Company: Fabricam, Inc

Benefit Summary
Annual Enroliment Employee Enrollment
- . Mot Yat

Benefit Kind Selected 2SBS0 Poredtier] Selerted il |

The Enrollment Summary page consists of the following web parts. Each of these web
parts is defined in more detail in this document:

The Benefit Summary web part provides the HR Administrator a quick overview of
each employee’s enrollment status.
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The Enrollments web part is a list of all enroliment types including the benefit kind.
Selecting an enrollment type will populate the Benefit Status web part area with the
corresponding information.

The HR Administrator also has the ability to print the following enrollment metrics:

e Listing of employees who have not made a benefit selection for an Annual
Enrollment or Employee Enroliment Period.

e Listing of employees who have made benefit selections, but not submitted final
for an Annual Enrollment or Employee Enrollment Period.

e Listing of employees who have submitted final benefit selections, which have not
been posted for an Annual Enroliment or Employee Enrollment Period.

Benefit Status includes three tabs for Benefit Status — Not Selected, Selected/Not
Submitted and Submitted.

Not Selected will display a list of employees who have not selected the specified
benefit for the enrollment type selected in the Enrolilments web part. This tab is
the default selection when this page is opened. As shown in the below
illustration, Delaney has not completed the selection for Benefit Kind: INS1 and
INS2.

Enrollments ~  Benefit Status

Enroliment Type Benefit Kind Not Selected Selected/Not Submitted Submitted

Annual Life/Disability i i + "
ammual Wiscallonesus Bencfcs | || CPjOvee st - Middle  last popartment Position BEMSfit  Start  gngpgye Effective
Annual Retirsment DELAOOOL  Aidan Delaney ACCT ATC INS1 2/11/2010 2/25/2010 2/26/2010
Annuzl Hazlth

Employee — DELAODOL  Aidan Delanay ACCT ATC sz 2/11/2010 2/25/2010 2/26/2010
Employse Life/Diszbility

Employee Miscellaneous Benefits

Employee Retirement

Print Selected

Print All

Selected/Not Submitted will display a list of employees who have selected the
specified benefit for the enroliment type selected in the Enroliments web part but
have not completed the submission process. As shown in the below illustration,
Delaney has not completed the selection for Benefit Code: CHD, EPU, MED and
UW.

Enroliments - Benefit Status

Enroliment Type Benefit Kind Not Selected Selected/Not Submitted Submitted

Annuzl Life/Disability E - i - .
mployee First Middle Last . Benefit Start Effective
Annual Miscellaneous Benefits D Name Name Name Department Position “p g pate EMdDate Tooe
Annusl Rerirement DELAOODT  Aidan Delaney ACCT ATC CHD 2/11/2010 2/25/2010 2/26/2010
Annuzl Health
Emplayee Health DELAODDI  Aidan Delaney ACCT ATC EPU 2/11/2010 2/25/2010 2/26/2010
Employee Life/Disability DELAODDI  Aidan Delaney  ACCT ATC MED 2/11/2010 2/25/2010 2/26/2010
Employes Miscellaneous Benefits DELAOOD1  Aidan Delansy ACCT ATC uw 2/11/2010 2/25/2010 2/26/2010

Employee Retirement
Print Selected

Print All
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Submitted will display a list of employees who have completed the submission
process for the specified benefit for the enrollment type selected in the
Enrollments web part. As shown in the below illustration, Delany has completed
the selection for Benefit Code: INS.

Enroliments ~  Benefit Status

Not Selected | Selected/Not Submitted Submitted

Enrollment Type Benefit Kind
nnual

Life/Disability § . § :
e — e B i I L
Annual Retirement DELAODOL Aidsn Delznay  ACCT ATC s 2/11/2010 2/25/2010 2/26/2010
Annual Health
Employes Healh
Employze Life/Dizability
Employss Retiremant

Print Selected

Print All
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Chapter 7: Post Employee Enrollment

Post Employee Enrollment Overview

This page will allow you to review and post employees benefit selections to the back
office application. You will be able to review the employee selections by benefit type
and post by benefit type. You will post all benefit codes for any given type for an
employee at one time. For example, if you select a benefit code for BARROOO1 that is a
Life and Disability benefit type, then automatically all Life type benefits for BARRO0O1
are selected.

When you click Post on this page, the employee benefit selections will be posted and

will immediately update the back office. At the time the employee’s benefit selections
are posted, existing benefit codes for that employee will be inactivated based on the

inactivation setup, sent to a history table and then overwritten by the new selections.
See Inactivation Setup for more information.

When employee benefit selections are posted from this page, the back office will create
the appropriate HR record, as well as the Payroll benefit and Payroll deduction records.
When these benefit records are created, the back office will use the default values from
the current HR and Payroll setup level for that benefit code. Future effective HR and
Payroll setup level benefit record information will not be used as defaults. Remember to
activate any future effective records at this time that are associated with the enroliment
period.

Banafit Saif Sendce

Post Employee Enrollment Company., Tha Sacond Company

Post Employes Enroliment = Post Employee Enroiment Properties

 Post Emoloyes [ |y

Past
Employee 1D Las -

ACKEODO1 Pilar

DELADOOL
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Chapter 8: Post Annual Open Enrollment

Post Annual Open Enrollment Overview

This page will allow you to review and post employees benefit selections to the back
office application. As the HR Administrator, you will be able to review the employee
selections by benefit type and post by type. Posting by type will “mass” post all of the
selections made by type.

When you click Post on this page, the employee benefit selections will be posted, and
will immediately update the back office and be removed from the page. At the time the
employee’s benefit selections are posted, existing benefit codes for that employee will
be inactivated based on the inactivation setup, sent to a history table and then
overwritten by the new selections. See Inactivation Setup for more information.

When employee benefit selections are posted from this page, the back office will create
the appropriate HR record as well as the Payroll benefit and Payroll deduction records.
When these benefit records are created, the back office will use the default values from
the current HR and Payroll setup level for that benefit code. Future effective HR and
Payroll setup level benefit record information will not be used as defaults.

each benefit type, it may be necessary to make some changes to your default
server/Internet Information Services (11S) settings to view all records to be
posted. See Benefit Self Service Installation Guide — Time Out Settings for
more details about what settings to change and benchmarks to use.
Remember to activate any future effective records at this time that are
associated with the enrollment period.

@ Depending on the number of employees and number of benefits enrolled for

Benstt SeK Senite

Post Annual Open Enrollment Comgany. Fabrkam, Inc.

Benefit Types * Post Annual Open Enroliment Properties

w Post Annual Encoliment Benefit Types

Berefit Type
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Chapter 9: Delete Enrollment Utility

Delete Enrollment Utility Overview

This page will allow you to review and delete employees benefit selections that have
not yet been posted to back office. The HR Administrator will be able to review the
employee selections by benefit type and delete them. You can only delete all benefit
codes for any given type for an employee at one time. Therefore, if the employee
makes a mistake and has posted, you must delete the entire enrollment for the
employee and they must start from the beginning. You are not permitted to delete just
one type for that enrollment.

When you click Delete on this page, the employee benefit selections will be deleted
and, provided the current enrollment period is still open, the employee will immediately
be able to make new selections as required.

Benefit Sell Service
Delete Enrollment Utility Company:. Fabeikam, Ine.

Active Employees *  Delete Enroliment Properties
- Active Employees Find | [m—
o velete

Emplovee 1D Last Name

ACKEDO0L Ackerman
DELADGOL
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Part 3: Setup Requirements

The information in this section describes how you will set up requirements to enable full
functionality and features for the Benefit Self Service application.

Chapter 1: E-mail and Terminal Setup, describes all requirements to enable the
eligibility e-mail notification available in the Benefit Self Service application.

Chapter 1: E-mail and Terminal Setup

E-mail setup requirements must be correctly set up for the Benefit Self Service e-mail
notification to function. There are general setup requirements as well as requirements
specific to receiving the HR Administrator e-mail, and separate requirements specific to
receiving the employee e-mail.

General e-mail setup requirements are values on the Set Up E-Mail page (From the
Home page, select Site Actions > Site Settings > Business Portal Administration > E-
mail and Terminal Services) that must be set up correctly for the following two fields:

e SMTP server to use for e-mail (Example: ServerName)

¢ E-mail address to use for sending Business Portal messages (Example:
someone@example.com)

each benefit type, it may be necessary to make some changes to your default
server/Internet Information Services (11S) settings to view all records to be
posted. See Benefit Self Service Installation Guide — Time Out Settings for more
details about what settings to change and benchmarks to use. Remember to
activate any future effective records at this time that are associated with the
enrollment period.

@ Depending on the number of employees and number of benefits enrolled for

HR Administrator e-mail setup requirements are two requirements that must be
met:

e You must be assigned to the Business Portal Human Resources Administrator role
e Your e-mail address must be set up and valid
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Example of an e-mail sent to the HR Administrator when an employee is set to
in “Conflict:”

From: someone@example.com

Sent: Monday, July 19, 2004 4:12 PM
To: someone@example.com

Subject: Employee Eligibility Conflict

The following employee has an Eligibility conflict. Please resolve this Eligibility
conflict using the Employee Eligibility Tool.

Employee ID: DIAZ0001
Employee Name: Diaz, Brenda

Currently Assigned Eligibility:
ER2 -- Eligibility Rule 2

Was Eligible For:

ER1 -- Eligibility Rule 1

ER2 — Eligibility Rule 2

MANAGERS -- Management Level Eligibility

Is Now Eligible For:

ER1 -- Eligibility Rule 1 for testing
MANAGERS -- Management Level Eligibility
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Employee e-mail setup requirements are two requirements that must be met:

¢ You must be assigned to the Employee advanced role with a valid back office
employee ID

e Your Employee Profile e-mail address must be set up and valid

Example of an e-mail sent to an employee when the employee’s eligibility
“Conflict” is resolved:

From: someone@example.com

Sent: Monday, July 19, 2004 4:02 PM

To: someone@example.com

Subject: Employee Eligibility Conflict Resolved

Brenda Diaz:

Your Eligibility has been assigned and your Benefit Enrollment options should
now be available. You can access these options on the Business Portal; Employee
- Benefits page. Please proceed with any open Benefit Enrollment selections.

Thanks
HR Administration
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Part 4: Employee Dependents and Beneficiaries

The information in this section describes how employees will access and update the
Dependents and Beneficiary pages. Both functions can be linked to individual benefit
codes by the Human Resources Administrator to be included in the enrollment process.
During the Annual or Employee Enrollment process, employees will have the option to
select the specific benefit codes linked to a dependent and/or beneficiary. Employees
will also be able to manage the Dependent data elements only on the Employee and
Benefits pages.

Chapter 1: Employee Dependents, will be available to any employee assigned to the
Employee role in Business Portal.

Chapter 2: Employee Beneficiaries, will be available to any employee who is eligible for
benefits that can be linked to a specific benefit code.

Chapter 1: Employee Dependents

Dependents can be accessed in Business Portal by choosing Employee > Benefits >
Dependents.

Employee Dependents Overview

The Dependent page is displayed through Employee > Benefits in Business Portal. To
update this page, the employee will select add/modify/delete.

Bene Sell Senice
Benefits Company. Febrikam, Inc.
Benefits Summar'\f

Banaft ... | Banadit Description
Rt

01K
EPU
M8
M82
MED Machical Flax

Benefits Enroliment

Dependents
Name Relationship Home Phone Birth Date

Jay Adnms Child (312) 555-0943 1/15/2003
Jesh Bamhill Spouse (312) 555-0943 123171987
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To Add a Dependent, choose Add... type pertinent information and select Submit.

2| Dependent Details -- Webpage Dialog

Add Dependent: Pilar Ackerman

Name

First *
Middle Initial

Last *

987 Willow Ave

Winnetka

tionship

Full Time Student [}

Additional Notes

Signature *

your name as idlab\administrator

[ Cancel ]

To Modify a Dependent, choose Modify... update information and select Submit.

£ | Dependent Details -- Webpage Dialog

Modify Dependent: Pilar Ackerman

Name

First % Jay
Middle Initial

Last # Adams

Social Security Number

Address
treet

1939 NE Garfield

Winnetka
IL
60093-9122

Contact Information

Home Phone (312) 555-0943
{) - ext
Child -
Male -

1/15/2013

Full Time Student |

Additional Notes

Signature *

your name as idlab\administrator

Caneal
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To Delete a Dependent, choose Delete... type signature as noted and select Delete.

When an employee modifies Dependent information, the additions or changes
will go through the workflow approval process before they will display in the

portal.

2| Dependent Details -- Webpage Dialog

Delete Dependent: Pilar Ackerman

Name

Address

Contact Information

| Information
P Child

Male

# idlab\administrator

name as idlab\administrator

[ submit | [ cancel |
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The following steps link the qualified Benefit Codes to the Dependent and Beneficiaries
selection option. Navigate to Microsoft Dynamics GP menu > Tools > Setup > Human
Resources > Benefits and Deductions > Health, Life, Retirement or Miscellaneous Setup
window. By using the lookup option, select a Benefit Code, then select the GoTo option
and select Benefit Options.

- 4l Health Insurance Setup e & |
File Edit Tools Help sa Fabrikam, Inc. 04/12/2017

B Save |4 Clear | ¥ Delte | S§ Repons | @ Cancel -
Cods NS anD Cortributions Payroll
Description Insurance Premium e 500 Incompletes
Frequency Semimonthly - Emplaver $43.3 Benefit Options
Carier BCES of IL Q Future Effective (Existing - 01/01/2018)
Group Mumber 23432234 -
Masimum Age:  Emplopee 18 Dependent Deductible $150.00
‘Waiting Periad [days] 0 COBRA Premium 352,00
Type of Coverage SINGLE (5 bl aximum B enefit $500,000.00
Coverage Deseription Single employee only coverage

Major Medical Coverage

Maximum Out-of-Pocket

Co-Pav Code Co-Pay Description Co-Pay Amaunt
| GEMERIC Generic Drgs $8.00 ~
E OFFICE Office Visit $10.00
@ PRESCRIPTION Prescription Drugs $15.00 _
$0.00|
14 4 ¥ pl LastChangs sa 01/01/1965 e

Enter the maximum number of Dependents allowed for the selected benefit code. The
example of 99 below demonstrates there are no limits on the number of Dependents or
Beneficiaries that can be linked.

= Benefit Options EI = @
File Edit Tools Help 04/12/2007
I Save @ Cancel
EBenefit INS Insurance Premium
Maximum Dependents Allowed 93
e

Next, navigate to Microsoft Dynamics GP menu > Tools > Setup > Human Resources >
Plan Status Reasons. Plan Status Reasons allows the employee to select an event that
would result in an addition or deletion of a Dependent or Beneficiary per Benefit Code.
Life change events are listed in the Plan Status Reason for each applicable Benefit
Code.
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As show in the following illustrations, the Plan Status Reasons for a Beneficiary and
Dependent that is no longer qualified to receive the benefit has been setup for
“Inactive”. To set up the “Inactive” you choose the Record Type, Status Type and then
based on your companies policies, you put the cursor in the blank space provided and
type in your own Status Reasons. As shown in the following illustrations there are 4
Plan Reasons that were created for example purposes. Once you create your examples,
then check the corresponding box and select OK. These Plan Status Reasons will show
up in the Portal when you begin the enrollment process.

=4/ Plan Status Reasons
File Edit Tools Help
v 0K | & Coa

Record Tupe  Dependent -

[E=E Ho =5

041272007 7

=4/ Plan Status Reasons
File Edit Tools Help
v 0K | & Coa

Record Tupe  Beneficiary -

[E=E Ho =5

041272007 7

Status Type Inactive - Status Type Inactive -

Plan Status Reason Inactive Plan Status Reason Inactive
Child Tao Old v -
Divarce v v
Death v Death v

v Child Too Oid v

Graduation v -

Divorce

Graduation

m
m

As shown in the following illustration, the Plan Status Reasons for a Beneficiary and
Dependent that is qualified to receive the benefit has been setup for “Active”. To set up
the “Active” you choose the Record Type, Status Type and then based on your
companies policies, you put the cursor in the blank space provided and type in your
own Status Reasons. As shown in the following illustration, there are 4 Plan Reasons
that were created for example purposes. Once you create your examples, select OK.
These Plan Status Reasons will show up in the Portal when you begin the enrollment
process.

=4/ Plan Status Reasons
File Edit Tools Help
v 0K | & Coa

Record Tupe  Beneficiary -
Status Type  Active

Flan Status Reazon
Birth

tarriage

Adoption

Same Sex Partner

[E=E Ho =5

041272007 7

Inactive

m

=4/ Plan Status Reasons
File Edit Tools Help
v 0K | & Coa

Record Tupe  Dependent -
Status Type  Active

Flan Status Reazon
Birth

tarriage

Adoption

Same Sex Partner

[E=E Ho =5

041272007 7

Inactive

m

During the Open Enrollment process the employee chooses the Benefit Type and selects
from options presented. The employee must choose “Submit Final Benefit Selections” in
the lower left of the window before Dependents can be linked to the Benefit selections.
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Returning to the Employee Enrollment window, the employee will then be able to

access the Dependents tab to the Benefit selections. The selected Benefit Codes will be

asterisked in the drop down window and the Dependents names will be listed with

selection check boxes.

Annual Open Enroliment Properties

[ options ] Details

| [pending changed [ bependants

Benefit Code:
Maximum Dependents Allowed:

Active Name
Josh Barnhill
Jay Adams

*INS - Insurance Premiul m -

*INS - Insurance Premium
#INS1 - Insurance (+1 dependent;

*INS3 - Insurance (family coverage)

Status Change Reason
Spouse 12/31/1987

Child 1/15/2013

B>

administrator.”

If a Benefit Code has not been linked to dependent options through the Benefit
Options window then the error message below in red will populate during
enrollment “Dependents cannot be assigned to the Benefit. Please contact your

Annual Open Enroliment Properties

[ options 1] Details

| [pending changed [ pependents

Benefit Code:
Maximum Dependents Allowed:

Active Name
Josh Barnhill

Jay Adams

MED - Madical Flex -
o

Relationship Birth Date Status Change Reason

Spouse 12/31/1987

Cchild 1/15/2013

Dependents cannot be assigned to this Benefit. Please contact your administrator.
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The employee will select the check box to assign a Dependent to the code, choose the

appropriate status change reason, and then Save. The employee is required to link the
Dependent to each asterisked Benefit Code.

£ Modify Dependents -- Webpage Dialog ==
Benefit Code: *INS - Insurance Premium
Maximum Dependents Allowad: a9

Active | Name Relationship Birth Date Status Change Reason

7| Josh Barnhill Spouse 12/31/1987 -

Jay Adams child 1/15/2013 Birth
Adoption
Cancal Save Same Sex Partner

Dependents can be modified in the Enrollment window at any time until the final
submission.
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Chapter 2: Employee Beneficiaries

Beneficiaries can only be updated through Business Portal through an Employee or
Annual Open Enrollment process.

Employee Beneficiaries Overview

Beneficiaries are linked to Life and Disability and Retirement benefits during enroliment.
Beneficiaries entered through the enrollment process will be recorded in Microsoft
Dynamics GP during the final posting process.

During the Open Enrollment process the employee chooses the Benefit Type and selects
from options presented. The employee must choose “Submit Final Benefit Selections” in
the lower left of the window before Beneficiaries can be linked to the Benefit selections.
After enrolling in the Life and Disability as seen below, select the Beneficiaries tab.

Benefit Self Service

Employee Enroliment Company: Fabrikam, Inc. .
Employee Enrollment Benefit Types -~  Your Benefit Enroliment Properties -
+ Employee Enroliment Benefit Types *
: | Options | | Details | |Dending Changes| | Dependents | [ Bencficiaries
Benefit Type ‘ m
Health Benafit Code: =LIFE - Life Insuranca
Life and Disability
—— Active Primary Relationship First Name Age Percent Status Change Reason
Retirement
Yes Child pilar 3z 100%
Miscellaneous
Mo Child Jash 28 75%
E Mo Sibling Jash 66 258
Total Active Primary Beneficiary Percent: 100%
Total Active Secondary Beneficiary Percent: 100%

4 n F
Pick a task

Make Benefit Selections
Submit Final Benefit Selections di
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Returning to the Employee Enrollment window, the employee will then be able to
access the Beneficiaries tab to make the Benefit selections. The selected Benefit Codes
will be asterisked in the drop down window and the Beneficiaries. The employee will

choose from the Benefit Code drop down and elect Modify.

Benedt S48 Senice
Employee Enrollment

Company: Fabrikam, In:

Employee Enroliment Benefit Types * Your Benefit Enroliment Progerties

= Employes Ervollmant Baneft Types - r
Options | Details | Pending Changes | Dependents | Reoeliciaries
Benefit Type
vealth
- Banaft Codat LIFE - Lfa Inaurance |
Life and Cies...
setirement Active Primary Relationship First Hame Age | Percent Status Change Reasen

thve Brimary Daneficiary

Miscellaneous Total Adire
Tutal Adive Secardary Benedic

Pick a Lash

After selecting Modify, the Modification window will show. Beneficiaries that have been

assigned to the Benefit Code previously will appear in this window. If there are no
Beneficiaries assigned, the window will appear blank, as in the following illustration.

& Modify Beneficiaries -- Webpage Dialog

Benefit Code: =LIFE - Life Insurance
Active Type Relationship First Name Age | Percent Status Change Reason
Total Active Primary Beneficiary Percen 143
c: 1] (s Y 4
[cancel | [save] Total Active Secondary Beneficiary Parcant:
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The employee selects Add in the top right of the window, enters the pertenint
information and selects Save. The date field can be populated using the calandar popup
or entered directly. Employee must save each beneficiary and then close window
through top right X.

& Modify Beneficiary -- Webpage Dialog == & Modify Beneficiary -- Webpage Dialog ==
Modify Beneficiary Modify Beneficiary

First Name % First Name % Pilar

Middle Initial Middle Initial

Last Name & Last Name % Ackerman

SocialS=curity Numbar % SocialSacurity Number %  235-92-3450

Relationship - Relationship chid  «

Relationship Comments Relationship Comments

Gender * - Gender ® Female w

Date Of Birth # Tpe— Date Of Birth #  p8/z8/1974 Age: 32

Save Cancel Save Cancel

Mew Beneficiaries will be saved as inactive. Mew Beneficiaries will be saved as inactive.

Once the Beneficiaries have been added and saved, they will show on the Beneficiaries
tab. The link to the Benefit Code is made when the employee selects “Active” for each
employee.

Benefit Self Service

Employee Enrollment

Company. Fabrikam, Inc. -
Employee Enrollment Benefit Types -  Your Benefit Enroliment Properties -
~ Employee Enrollment Benefit Types *
options | | Details | [pending changed [ Dependents | [ Bensficiaries
Benefit Type
Health Benafit Coda: =LIFE - Life Insurance =
Life and Disability
—_— Active Primary Relationship First Name Age Percent Status Change Reason
Retirement
. Yes Child pilar 32 100%
Miscellaneous
No Child Josh 28 100%
3 [Modity | Total Active Primary Banaficiary Parcant: 100%
Total Active Secondary Beneficiary Percent: 100%
4 i 3
Pick a task
Make Benefit Selections
Submit Final Benefit Selections L
i < m v
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Employee then assigns Primary and Secondary status and percentage of benefit.

#  Modify Beneficiaries -- Webpage Dialog =]
Benefit Code: #LIFE - Life Insurance
Active | Type Relationship First Name Age | Percent Status Change Reason
Brimary v Child Pilar 32 100 & - Edit
Secondary Child Josh 28 100 % - Edit
“cancel | [Sawe]  Total Active Primary Beneficiary Percent: 100%
[Cancel | [save] Total Adtive Secondary Beneficiary Parcent: 100%

“ If the total of Primary and Secondary beneficiaries’ allocation does not equal
A 100%, a message will remind you to adjust your selections.

After each benefit type has been linked to associated Beneficiaries employee selects
“Submit final Benefit Selections” in the lower left of the window.

Benefit Self Service

Employee Enrollment Gompany: Fabrikam, nc. .

Employee Enrollment Benefit Types -  Your Benefit Enrollment Properties

~ Employee Enrollment Benefit Types *

L options___| | Detsils | [pending changes [ Dependents || geneficiaries
Benefit Type |
Health Benefit Code: *LIFE - Life Insuranca
Life and Disability
_— Active Primary Relationship First Name Age Percent Status Change Reason
Retirement
Yes Child Bilar 32 100%
Miscellaneous
No Child Josh 28 75%
E No Sibling Josh 66 25%
m Total Active Primary Beneficiary Percent: 100%
(abtodifus] Total Active Secondary Beneficiary Parcent: 100%

4 m »
Pick a task

Make Benefit Selections
Submit Final Benefit Selections i

Beneficiaries can be modified in the Enrollment window at any time until the
final submission. When the HR Administrator posts the Dependent and
Beneficiary information will update the back office.
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