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Creating and Completing a Life Event on behalf of an Employee Overview

This Job Aid provides the step-by-step instructions utilized by an Agency Benefits Administrator (BA)
to create and complete a manual Benefit Event (Life Event) on behalf of the employee.

This process is utilized when the employee does not initiate the qualifying Life Event through
Employee Self-Service (ESS).

This Job Aid also contains sections that provide the step-by-step instructions utilized by an Agency
BA to complete the following after the Benefit Event is completed and finalized:

1 Viewingt he empl oyeeds benefits information to
1 Viewing/printing the Confirmation Statement for the employee

Navigation Note: Please note that there may be a Notify button at the bottom of various pages
utilized while completing the process within
turned on to send email notifications to specific users within Cardinal.
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Summary of Changes

3/1/2025

Updated the screenshots of the Search pages (Section 1, after Steps 1 and 12;
Section 2, after Steps 1 and 11; Section 3, after Steps 1, 11, 43, 54, 88, and 98;
Section 4, after Step 1). Added reference information to the Overview of the

Cardinal HCM Search Pages Job Aid.
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Creating and Processing a Life Event on behalf of an Employee (Adding
Dependent(s))

This section of the Job Aid should be referenced when creating and processing a Life Event on behalf

of the employee wherein one or more dependents is Db
(marriage, birth, adoption, etc.). The steps included in this section of the Job Aid are based on the

following example scenario.

Scenario: An employee got married on 12/16/2022. The employee submitted the appropriate

supporting documentation and a benefits enroliment request form on 12/19/2022 to add their spouse as

a dependent and enroll them in their benefits. Additionally, a stepchild will be added and enrolled in the

empl oyeebds benefits. The empl oyeaeEvehithdough &mployeai t i at e
Self-Service (ESS). As the BN Administrator, you need to create and process this manual Benefit

Event (Life Event).

Note: Generally speaking, the steps in this Job Aid can be used to create and process any manual Life

Event on behalf of an employee wherein dependents a
sure to use the actual dates and information provided by the employee when completing this process in
Production.

Step | Action

1. Navigate to the Benefit Event page using the following path:

NavBar > Menu > Benefits > Manage Automated Enrollment > Events > Benefit Event

The Benefit Event Entry Find an Existing Value page displays.

‘ < Cardinal Homepage | Benefit Event Entry

Benefit Event Entry
Find an Existing Value

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

©) Recent Searches | Choose from recent searches V‘ V4 [ saved Searches | Choose from saved searches V| V4

Empl ID ‘ begins with V| ‘

Benefit Record Number ‘ = v‘ ‘

Empl Record ‘ = v‘ ‘

Last Name ‘ begins with V| ‘

Business Unit ‘ begins with V| ‘

|
|
|
First Name ‘ begins with v| ‘ |
|
|
|

Department ‘ begins with V| ‘

~ Show fewer cptions

[ Case Sensitive U Include History  [J Correct History
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Step | Action
For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
0 iOverview of the Cardinal HCM Search Pageso
Website in Job Aids under Learning.
2. Enter the empl oyeecdsarcEhyfitlbyee I D in the

Note: The other search by options available (Search by dropdown button) are Business Unit,

Department, and Name.

Search by: | Empl ID A

begins with |

3. Click the Search button.

T ‘

Clear ‘

Sariidl Froce Gy 1 kg [ream

Spiinl Frode aeg ies Lige JF s,

B BT

|

The Benefit Event page displays for the applicable employee.

Pagaretit Pt 4 Dt

FiA Changs

"B, g Mgt

St

4, Click the Life Eventd r o p
scenario).

down button

Lifie Event E

vI

and

sel ect t he

app
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Step | Action

The Benefit Event page redisplays with the selected Life Event.

Phirat [ ol il

Faparers Ficep De
s Changa FEA Changs

Hew't [anga Hesded *RA Thange Meged

Corvusd Gen Larvad Potirs Care Gamesd
Crangh
Spatisl Procening Mg frasn

it Frivioriney Waabige 08,

B 9 BaTe

| =i

5. Click the Life Event Date Calendar icon and select the applicable date.

Life Event Date

This is the date of the actual event (marriage, birth, divorce, etc.).

@

6. Click the Paperwork Receipt Date Calendar icon and select the applicable date.

Paperwork Receipt Date

This is the date that the Benefits Enroliment form was received from the employee.

7. Click the Health Change Neededd r opdown button and sel ec

Health Change Needed: ¥

t

Even if the Life Event does not require a change in the Health Plan Coverage Code for the
empl oyee, select AYeso (i.e., this is a
AFami |l yo coverage. However, a
selected, a Benefit Event will not be created.

bi

r

new fdefpeersd® n
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Step

Action

The Benefit Event page refreshes.

nrer L

[ E -

Ryrisl Py g Wanaaga 9L

The Current Cov. Level fieldauto-popul ates with the empl oyeei
enrollment coverage level.

Click the Future Cov. Level dropdown button and select the applicable coverage level.

Future Cov. Level: bt

The coverage |l evels avai |Eanbplleo yfeoerdo ,s efil Eentptliooyne
AEmpl oyee + CH (Child)odé, and fAFamilyo. Pl e
empl oyeeds enroll ment This will be done w

Clickthe Changedr opdown button and sel Addihg AEXi st i n
Spouse/ Childreno.

Change: o

The selections available will vary based on the type of Life Event previously selected.
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Step

Action

10.

Complete the fields within the FSA Change section if the employee is making any changes to
their Flex Spending Account(s) (Flex Spending Medical or Flex Spending Dependent Care) in
conjunction with the Life Event( no changes to the employeeds
this scenario).

FSA Change

FSA Change Needed:

Change: I "I

11.

Click the Save button.

| Retun to Sereh

After saving, review the messages in the Special Processing Message (Health) and Special
Process Message (FSA) fields. These messages will provide next step instructions.

If an additional Office of Health Benefits (OHB) approval will be required based on the dates
entered or if any other processing guidance is applicable, a comment will display in the Special
Processing Message (Health) field and/or the Special Processing Message (FSA) field.

The manual Benefit Event (Life Event) is now created. Next, this Benefit Event must be
processed.

12.

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

NavBar > Menu > Benefits > Manage Automated Enrollment > Events > On-Demand
Event Maintenance
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Step

Action

The On-Demand Event Maintenance Find an Existing Value page displays.

| & Cardinal Homepage ‘ On-Demand Event Maintenance

On-Demand Event Maintenance
Find an Existing Value

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

7)) Recent Searches | Choose from recent searches V‘ / [\l Saved Searches | Choose from saved searches V| /

Empl ID ‘ begins with V‘ ‘

Empl Record ‘ = v‘ ‘

Last Name ‘ begins with V‘ ‘

Second Last Name ‘ begins with v‘ ‘

|
|
Name ‘ begins with V‘ ‘ ‘
|
|
|

Alternate Character Name ‘ begins with v‘ ‘

 Show fewer options

[ Case Sensitive

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
AOverview of the Cardinal HCM Search Pageso
Website in Job Aids under Learning.

13. |Enter the employeeEmplbifigd oyee I D in the
Searches can also be performed using the em
use the Employee ID as every employee will have a unique Employee ID.
Empl ID | begrs with vI I
14. | Click the Search button.

.

Rev 3/1/2025 Page 8 of 113



/@' Cardinal

Benefits Job Aid

BN361 Creating and Completing a Life Event on behalf
of an Employee

Step

Action

The On-Demand Event Maintenance page displays for the applicable employee.

|Ce-Demand Evest Manlenance

Lreve Vanss Upban

Review the Activity Date field.

Activity Date | 01/01/2023

For Life Events, this date will be auto-populated based on the coverage begin date for the
applicable type of Life Event (in this scenario, the Life Event is a marriage, so the Activity Date
field defaults to the first day of the month following the date of marriage). Ensure that this date

is accurate.

The Sourcef i el d wi I | be AMtantiedwill defadtdased.on theTypeeof Life
Event (AMARO for Marriage in this scenari o)
16. | Click the Show Activities button.
| srowscwives |
The BAS Activity page displays in a pop-up window.
prn
Person 1D Ben 0
Record
BAS Activity
m a
Salect Empl Record ';:LJ?;. Event Date  Event Effaeg ::'“!nn COBRA Aotlon
Q ;I..::-:II QD102 0 MAR = -
| oK | cancel
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Page 9 of 113



@ Cardinal Benefits Job Aid
/

BN361 Creating and Completing a Life Event on behalf
of an Employee

Step | Action

17. | Ensure that the Select checkbox option for the applicable Manual Benefit Event is selected.

Select

18. Click the OK button.

oK Cancel

The On-Demand Event Maintenance page redisplays.

On-Demand Event Malntenance

On-Demand Evest Maintenancs

Vardet v S P Fnshonifpaly Crtnite

If the Benefits Administration process has already run since the time the Benefit Event was
created, the Pending Activitiesf i el d wi Il | di splay a fA00. [

19. | Ifthe Pending Activitiesf i el d di s p | a ySehedulefPrepare Activily buttont h e

Schadula/Prapara Aclivily

0 Clicking the Schedule/Prepare Activity button will launch an automated program that

schedules and prepares the activity. This button will be disabled if the Benefits Administration
process has already run.

A Confirmation message displays in a pop-up window once the automated program completes.

Process completed successfully. (3000,530)
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Step | Action

20. Click the OK button.

....................................

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

€ Cardinal Homspage

On-Demand Event Maintenance
Parson 10 Ben Record o
Activity Data Sourca Empl Racond
Schadule'Prapans Asehity Pending Acthimas 0 Shew Activities Aesian
Event 1D 2 Ewent D3t 0IOVR02I [T C— Claze MR Evert Status Update
Prepare Options Event $atus .
Oypert fon Provessig
Ensollment Fatement Run Date Frequency
W Deduetlom Frequency [ Annual Fraguancy
Byl on Enery Ernerad o of 4 Skt PLIS
WValidlate/Finalize [T Show Erers FinallzelApply Defaufts
Confiration SLtamant Run Date
Reprocess Process indicater ([N @
Mormal Processing
Sae Ruturn io Seanch Pailfy

Confirm that the Statusf i el d di spl ay s a Evernt Btatesfigd dsplags aa n d
AOpen for Processingo.

0 Status  Prepared Class MAR Evert Status Updats

Event Status for Processing |

If these statuses do not display as indicated, please submit a VCCC Ticket with Cardinal BN in
the Subject line.

21. | Click the Election Entry button.

Elaction Entry
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Step | Action
The Election Entry page displays in a pop-up window with the Option Election tab displayed by
default.
BenAdmin Data Entry ]
) ) Help
Event/ Participant Selection Option Election ‘ Dependents / Beneficiaries
SchedID EMO0O Empl ID Ben Record 0 EventlD 2
EventData 01/01/2023 Marriage Excess Credit Rollover To  Forfeit Excess Credits
~ Available Plans and Options @ Q | 1of4 v
Plan Type 10 : Medical
Option Code |ES Q| *
. COVA Care + Prev Dental (ACCO) (Single)
Health Provider ID O Previously Seen
Special Requirements
Dependents/Beneficiaries
Enroll All

Dependents/Beneficiaries

“ID Name Eﬂ:ﬂ;:yrihfp to :-Ii:)ea[lh Provider Prevlt;ﬁsly gg:(:re\dType Age Limit Flag
First, select the applicable Medical Pl an b
Click the Option Code Look Up icon (magnifying glass) within the Plan Type 10: Medical
section and select the applicable Option Code based on the coverage being elected.
Select the same Benefit Plan that the employee is currently enrolled in but with the new
Coverage Code (based on the employeeds Bene
corresponding link in the Option Codec ol umn ( Benef it Pl an AACC(

and a stepchild).

Tricare only).

will be selected in this example as this is a marriage and the employee is adding the spouse

The Coverage Codes are as follows: 11 Single, 21 Employee + Spouse, 31 Employee +
Child (except for Tricare), and 4 i Employee + 2 or More Dependents (Family T except for
Tricare), 8 1 Employee + Child(ren) (Tricare only), and 91 Family (EE + SP + Child/ren for

Rev 3/1/2025
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Step

Action

The Option Election tab redisplays.

EenAdmin Data Entry

Evinit | Participant Sebection Option Eleciion Dvpmrncdisnts | Bisvetciinriees
Sched I E2a00 Emgpl 1D Ben Record 0 EventBD 2
Everd Data 00172007 Mamage Exeess Oredit Rollover To Forlel Excews Crediy
=  Avallable Plans and Options 2 Q

Plan Type 10 : Medical

-
Option Code 285 Q e
CondaCane = Priey Dental (ACTED) (Seif + Spouse )
Healih Provider ID O Previously Seen
DependeniziBeneficiarties
Erredl All
DependentsBeneficiaries
u Relatonship io Health Provider Previously Covered
] Name iy : i 5 Parson Type Age Limit Flag
[~ -

21.

Next, add the new dependent(s). Click the Dependents / Beneficiaries tab.

I Dependents | Beneficiaries I

The Dependent / Beneficiaries tab displays.

BenAdmin Data Entry

Evert/ Parscipant Selection Qpton Election Dependents / Beneficiaries
Schedule ID EMOO Employee ID
EventiD 2 EventData 010172023 Marnage
BenefitRecord 0 Excess Crecit Rollover To  Farfeit Excess Credits

Dependent/Beneficiaries Currently on Record

Name Relationship to Employee Dependent Beneficiary Type Date of Birth

Change'Add Dependent Data

Elections Requiring Supplemental Information

10 Medical £nrol Dependents

| oK Cancel || Apply
Evert / Partcpant Selection C

Option Electon | Dependents / Beneficanes

Refresh

Rev 3/1/2025
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Step

Action

22.

Click the Change/Add Dependent Data link.

I'i.'-lm-"f_.'::-'ﬂ:;';.l Dependent Data

The Dependent/Beneficiary page displays in a pop-up window with the Name tab displayed by default.

Dependent/Beneficiary

Hame Address. Personal Prodie

Person ID

Dependent/Bensficiaries

“DapendentBensficiary 1D |1

MName History
“Effective Date (01012023 :
“Format Type | English w
Display Hame
oK J Cancel Apply

lame Address | Personal Profile

[Edit Mame

x

For Life Events, the Effective Date field defaults to the date that the coverage will begin (in this
scenario, the Life Event is a marriage, so the Effective Date field defaults to the first day of the
month following the date of marriage). Do not change this date as it must match the Event
Date or the system will not recognize this dependent as eligible for coverage. The
Dependent/Beneficiary ID field will default to the next available Dependent/Beneficiary ID
number (fi 0 In éhis scenario) and increment by 1 for each additional dependent subsequently

added.
23. Click the Edit Name button.
Rev 3/1/2025 Page 14 of 113
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Step | Action

The Name page displays in a pop-up window.

Formal Name

Name

Name
Help
English Name Format

Name Prefix V[

“First Name

Middle Name

“Last Name

Name Suffix e
Display Name

OK | ‘ Cancel | ‘

Refresh Name

At a minimum, enter the dependentds f i r sNamea
Prefix, Middle Name, and Name Suffix fields are optional but should be entered as applicable.

24. Click the Refresh Name button.

L Gargel I Refresh Marms I

The Name page refreshes.

Hame
Ergligh Hare Form
hars Frefin b
Firan M
Middis M
wit P ke
Hams $:dfix -
Dinplay Mams 8%
Fotr=al Hars VYW o
T e
L TGargel Refresh Nars

The Display Name, Formal Name, and Name fields will populate based on the name
information entered.

Rev 3/1/2025
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Step | Action

25. Click the OK button.

(=14 Cancel Refresh Name

The Name tab redisplays.

Dependent/Beneficiary X
Help
Name Address Personal Profile
Person ID

Dependent/Beneficiaries Q, 1of1 v View All
“Dependent/Beneficiary ID |01 + -

Name History Q f1 v I WiewAll

“Effective Date | 01/01/2023 +| -

*Format Type | English hd
Display Name  Wife Jones32 Edit Name
OK Cancel Apply
Name | Address | Personal Profile

0 The Display Name field auto-populates with the name information previously entered.

26. Click the Address tab.

Name Address Personal Profile

Rev 3/1/2025 Page 16 of 113
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Step | Action

The Address tab displays.

MName Address Personal Profile

Dependent/Beneficiaries

Dependent/Beneficiary ID 01

Address History

[ Same Address as Employee

Address

Country | USA Q  ypited States
Address

Phone Information
5 Q
Same As Employee Phone Type

(] v

*Effective Date | 01/01/2023

Dependent/Beneficiary x

Person ID

Name  Wife Jones32

Q 10f1 View Al

| -

Address Type »

Edit Address

Preferred

0 + -

Telephone Extension

27.

@ Same Address as Employes

Click the Same Address as Employee checkbox option (applicable for this scenario).

| Edit Address |

The address information can be completed as applicable for the dependent by either selecting
the applicable Address Type using the dropdown button provided and then clicking the Edit
Address button (the Edit Address page will display in a pop-up window and the applicable
address information can be entered).

Rev 3/1/2025
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The Address tab refreshes.

Dependent/Beneficiary

HName Address Fersonal Profile

Dependent/Beneficiaries

Person ID
DependentBeneficiary ID 01 Name  Wife Jones32

Address History Q

“Effective Date | 01/01/2023
Same Address as Employee Address Type | Home
Employee's Current Address

Country USA United States

Address 100 East Main Street
Richmend, VA 23219

Phone Information
i1

Q

Same As Employee

Fhone Type

-

View All

28.

The address information auto-populatesinthe Emp | oy ee 6 s

Click the Personal Profile tab.

Cur seetiont Add |

Name

Address

Personal Profile

Rev 3/1/2025
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Step

Action

The Personal Profile tab displays.

Dependent/Beneficiary *
Help
Name Address Parsonal Profile
Person 1D
Personal Profile Q 10f1 v iew Al
| -
Dependent’Beneficiary ID 01 Wife Jones32
“Date of Birth || Birth Location
Birth Country = Birth State
Date of Death [ Riders/Orders exist
Medicare Entitled Date =) -
Personal History Q 1 v View All
*Effective Date |01/01/2023 [553] +*| -
“Relatienship to Employee -
*Dependent Beneficiary Type -
*Gender | Unknown ~
*Marital Status | Single ~ As of =)
O Student As of =
O Disabled As of ]
O Smoker As of |
Qccupation

The following steps provide instructions for completing the required dependent information. If
any of the other optional information is provided by the employee, it can be entered in the
corresponding fields. The Student and Smoker checkbox options are not required in Cardinal
and this information is not transmitted to the Plan Provider (Vendor).

29. | Click the Date of Birth Calendari con and select the dependen
“Date of Birth ||

30. | Click the Relationship to Employeedr opdown button and select
to the empl oyeescénriBpoused in this
"Relatienship to Employee I “'I

31. | Click the Dependent Beneficiary Typedr opdown button and sel ec
“Dependent Beneficiary Type I vI
AApproved Dependento is selected once the a

.y

provided by the employee. The coverage for the dependent is not reported to the Vendor until
the dependent is in this approved status.
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Step | Action

32. |ClicktheGenderdr opdown button and select the depe
AiFemal ed) (AFemaledo in this scenario).
“Gender | Unknown "'I

33. | The Marital Statusf i el d defaults to ASingleod. Updat
this scenario).
“Marital Status | Marmied W As of | 12182022 H
I f any status other than ASingl eodo i Mardad Staust
asof Calendari con (Al12/ 16&deaflo2206 i n this

34. | Click the vertical scrollbar to scroll down on the page to the National ID section.

35. |[Enter the dependent 6s Soci aNatioBaIDfieldi t y Numbe

* National ID

H Q fof1 v | View Al
“Country “Mational ID Type Description MNational ID Primary ID

usa Q PR Q,  Social Security Mumber I I + -

I f the employee did not provide the depende
However, as soon as the SSN is obtained, it should be entered as soon as possible by re-
opening and reprocessing the Benefit Event. Dependent SSNs are necessary for accurate

ACA reporting. Agency BAs can use the Base Benefits Consistency Audit report to monitor
dependents with a missing SSN.

36.

Click the OK button.

oK Cancal Apply
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Step

Action

The Dependents / Beneficiaries tab redisplays.

BenAdmin Data Entry X
) ) Help
| Event / Participant Selection | | QOption Election ‘ [ Dependents / Beneficiaries I
Schedule ID  EMO0 Employee ID
EventlD 2 EventData 01/01/2023 Marriage
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits
Dependent/Beneficiaries Currently on Record
Name Relationship to Employee Dependent Beneficiary Type Date of Birth
Jones32, Wife Spouse Approved Dependent 05/05/1997
Change/Add Dependent Data
Elections Requiring Supplemental Information
10 Medical Enroll Dependents
oK | Cancel | | Apply | | Refresh |
Event / Participant Selection | Option Election | Dependents / Beneficiaries

The dependent just added displays in the Dependent/Beneficiaries Currently on Record
section. If additional dependents need to be added (i.e; birth of twins, adding stepchildren as a
result of marriage, etc.), proceed with Step 37. If no additional dependents need to be added,

skip to Step 39.

37.

In this scenario, a stepchild will be added. Click the Change/Add Dependent Data link.

|'Gha|'.g-&.-'a'-'-.dd Dependent Datal

Rev 3/1/2025

Page 21 of 113



Benefits Job Aid

/,y Cardinal

BN361 Creating and Completing a Life Event on behalf

of an Employee

Step | Action

The Name tab redisplays.

Name Address Personal Profile

Dependent/Beneficiaries
"Dependent’'Beneficiary ID |01

Name History

“Effective Date

*Format Type = English

Display Name

oK | Cancel

Address

Wife Jones32

ApplY

Mame Personal Profile

01/01/2023 [

Dependent/Beneficiary ®

Person ID

Edit Name

38.

+

Click the Add a New Row icon (+) within the Dependent/Beneficiaries section.

The page refreshes with a new row.

.y

have been added.

Dependent/Beneficiary b
Help
Name Address Persaonal Profile
Person ID
Dependent/Beneficiaries Q 14 4 2afd View All
*Dependent/Beneficiary ID |2 +| -
Name History Q, v Wiew All
“Effective Date |01/01/2023 + -
*Fermat Type | English w
Display Mame Edit Name
(], Cancel Apply
Mame | Address | Personal Profile
The Dependent/Beneficiary IDf i el d i ncr e me nt sscebayio af thi®is tifefl 0 2 ¢

second dependent being added). Dependent/Beneficiary IDs do not need to be sequential and
should never be manually updated for existing records. Repeat Steps 23 - 36 to complete the
data entry for the next dependent and then repeat Steps 23 7 38 as needed until all dependents

Rev 3/1/2025
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Step | Action

The Dependent/Beneficiaries tab displays after all dependents have been added.

BenAdmin Data Entry x
Help}
Event / Participant Selection ‘ ‘ Option Election | [ Dependents / Beneficiaries
Schedule ID  EMO0 EmployeelD ______ . ___ S
EventiD 2 EventData  01/01/2023 Marriage:
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits

Dependent/Beneficiaries Currently on Record

Name i ip to Employ D Beneficiary Type Date of Birth
Jones32 Wife Spouse Approved Dependent 05/05/1997
Thomas54, Stepchild Stepchild Approved Dependent 05/22/2015
ChangelAdd Dependent Datd
Elections Requiring Supplemental Information

10 Medical Enroll Dependents

OK ‘ Cancel H Apply ‘ Refresh

Event / Participant Selection | Option Election | Dependents / Beneficiaries

All dependents that have been added display in the Dependent/Beneficiaries Currently on
0 Record section (spouse and a stepchild in this scenario).

39. | Click the Option Election tab.

Event 7 Participant Selection Option Election Dependents | Beneficiaries
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Step | Action

The Option Election tab redisplays.

Event ! Participani Selecion

Sched D ENOD Empl ID

EventData 01012023 Mamiage

~ Avallable Plans and Options (@)

Flan Type 10 : Medical

Option Code PE  Q

Health Provider ID

Dependents/Beneficiaries

Enroll All

Dependents/Beneficiaries

o Name

Plan Type 60 : Flex Spending Medical

Option Election

BenAdmin Data Entry

Dependents | Benelicianes

Ben Record ] EventID 2

Excess Credit Rollover To  Forfest Excess Cradils

COMA Care + Prev Dental (ACC0) (Family)

Covered

Relationship to
Person Type

Haalth Pravider Previously -
Employes (] Saen Age Limit Flag

40. | Next, enroll the dependent(s) in the previously selected Medical Plan by Clicking the Enroll All
button if all dependents will be enrolled (applicable for this scenario).

| Enrell Al |

the Add Multiple Rows ic

User can also enroll the dependent(s) in the previously selected Medical Plan by adding the
applicable dependents individually using the ID Look Up icon within the
Dependents/Beneficiaries section. Additional rows can be added in this section by clicking

on (+...).
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Step | Action

The page refreshes.

[Event / Participant Sedection

Sched ID  EMD0 Empl ID
EventData (012023 Mamiage

> Availakble Plans and Optiens (&

Plan Typs 10 : Medieal

Optien Cade |28 Q

Health Provider ID

DependentsiBeneficiaries

Enroll All

Dependents/Benaficiaries

‘D HName

[1]] Q| Wile Janesi2

oz Q| Sepchild Thomasha
+

Option Election

BenAdmin Data Entry

Dependants | Beneficiaries
Ben Record 0 EventiD 2

Excess Credit Rellover To  Farleil Excess Credils

Q v
W
COW Care + Prev Dental (ACCO) (Family)
[ Previously Seen
Special Requiremy
Relationship to Health Provider Previously Covered -
Empioyes i© Seen Parson Type UL
Spouse O Spouse -
Stepchild 1 Child -

The dependents enrolled display in the Dependents/Beneficiaries section. Validate for
accuracy and ensure that all applicable dependents are listed.

41.

Click the vertical scrollbar to scroll down on the page.
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Step | Action

The FSA Elections section of the Option Election page.

BenAdmin Data Entry x
Plan Type 60 : Flex Spending Medical

Option Code |1 Q
Medical Flex Spending Account (FLXMED)

e

Annual Pledge $1,000.00

Employee Contribution Override

IMonthly
{¥iContribution Worksheet (3
Special Requirements
Plan Type 61 : Flex Spending Dependent Care
o
Option Code (W  Q
Waive Coverage
Annual Pledge $0.00

Employee Contribution Override

» Contribution Worksheet (@

Special Requirements

Plan Type AZ : Flex Spending Admin Fee

Option Code |1 Q

Iy

Flex Spending Admin Fee (FLXFEE)

Special Requirements

[ 0K H Cancel H Apply ‘

‘ Refresh "

»

Review the employeeds FSA elections and mak
0 provided by the employee (in this example, the employee is not making any updates to their

FSA elections).
42. | Once all elections have been made/updated, click the OK button at the bottom of the page.
I QK I Cancal Apply
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Step

Action

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

On-Demand Event Maintenance

Activity Date Source

SchedutePrepare Acovity Pending Activities

Normal Processing

@

el d will now di sBvénaStatua feld WiEstiltdisplag ak 0
Processingo.

Note: The Status f i
ARnOpen for

43.

Click the Validate/Finalize button.

I Walkd abe¥inaline I

o

This process will validate that all of the elections are valid, close the Benefit Event, and update
the Base Benefits Tables.

A Confirmation message displays in a pop-up window once the process completes.

Process completed successfully. (3000,530)

44,

Click the OK button to close the message.
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Action

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

Prepace Options Evare Stz

Envolinent Sutement Fun Date

Devion Seary, Ered  gof Show Plans
Validsteinakze . 2 C— PinataeApply Detaults

Confimation Statement

Reprotess Process Indicstor N

Swe | Retun o Search tooaty

The Statusf i el d wi | | now +<Eing pll 4 \e Bdist StatEGiliekdawillistidl e d
di splay as fAClosed to Processingo.

45,

Click the Save button.

Il Save I Rutumn to Search Moify

This process is now complete. RefertotheVi ewi ng t he Empl oy e eséctionk
of this Job Aid for instructions on how to validate accuracy. Refer to the Viewing/Printing a
Confirmation Statement for instructions on how to print the Confirmation Statement for the
employee.
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Creating and Processing a Life Event on behalf of an Employee (Removing
Dependent(s))

This section of the Job Aid should be referenced when creating and processing a Life Event on behalf

of the employee wherein one or more dependents is b
(divorce, death, etc.). The steps included in this section of the Job Aid are based on the following

example scenario.

Scenario: An employee got divorced on 6/21/2024. The employee submitted the appropriate

supporting documentation and a benefits enroliment request form on 6/21/2024 to remove their ex-

spouse from enrollment in their Health Plan. The children from the marriage are going to remain

enrolled in the employeebs Health Pl an. -YeaflBvent e mp | oy
through Employee Self-Service (ESS). As the BN Administrator, you need to create and process this

manual Benefit Event (Life Event).

Note: Generally speaking, the steps in this Job Aid can be used to create and process any manual Life

Event on behalf of an employee wherein dependents a
coverage. Be sure to use the actual dates and information provided by the employee when completing

this process in Production.

Step | Action

1. Navigate to the Benefit Event page using the following path:
NavBar > Menu > Benefits > Manage Automated Enrollment > Events > Benefit Event

The Benefit Event Entry Find an Existing Value page displays.

| £ Cardinal Homepage ‘ Benefit Event Entry

Benefit Event Entry
Find an Existing Value

v Search Criteria

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

) Recent Searches | Choose from recent searches V‘ f [l Saved Searches | Choose from saved searches V‘ /

Empl ID | begins with V‘ |

Benefit Record Number | = v| |

Empl Record | = v| |

Last Name | begins with V‘ |

Business Unit | begins with V‘ |

|
|
|
First Name | begins with V‘ | ‘
|
|
|

Department | begins with V‘ |

-~ Show fewer options

[ Case Sensitive (J Include History (] Correct History
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Step | Action
For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
0 nOverview of the Cardinal HCM Search Pages
Website in Job Aids under Learning.
2. Enter the empl oyeecdsarcEhyfitlbyee 1 D in the
The other search by options available (Search by dropdown button) are Business Unit,
Department, and Name.
Search by: | Empl ID | begins with
3. Click the Search button.
=l -

The Benefit Event page displays for the applicable employee.

Benefit Evenl

Life Event I

Lify Event Q
LM Ewurd +
Heaith Changs FiA Change
Maalth, Crange Hewded FEA Cnangs Mesded
L‘ Fanarn o feareh
4. Click the Life Event dropdown button and select the applicable type of Life Event by clicking
the corresponding list item (ADivorceo in
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Step | Action

The Benefit Event page redisplays with the selected Life Event.

£ Cardinal Homepage Benefit Event
Benefit Event Detail
Emplayee ] Banefit Record Number 0
Life Event =Y 4| 4 |[20r2 > View A4
Life Event | Divorce bl | +
Life Event Date = Paperwork Receipt Date | =
Haalth Change FSA Change
Health Change Needed: h FSA Change Needed: o
Currant Cov. Lovel: Future Cov, Leval: e
Change: Change:
Spacial Processing Messaga (Health) |
Special Processing Massage (F5A) |
P L Next in L

5. Click the Life Event Date Calendari con and select the applic
scenario).
Life Event Date :|

0 This is the date of the actual event (marriage, birth, divorce, etc.).

6. Click the Paperwork Receipt Date Calendar icon and select the applicable date
(A6/ 21/ 202406 in this scenari o).

Paperwork Receipt Date IDE-‘E"‘IQG 24 -_::rl

0 This is the date that the Benefits Enroliment form was received from the employee.
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Step | Action

on the following:

Click the Health Change Needed dropdown button and select the applicable answer based

1 If the Life Event does require a change in the Health Plan Coverage Code for the
empl oyee, select fAYeso (i e; this is a
two children dependents (no change fron

1 Even if the Life Event does not require a change in the Health Plan Coverage Code,
but it will require changes to the cove
selected, a Benefit Event will not be created

Health Change Needed: || “l
The Benefit Event page refreshes.
[ Benefit Event Detail
Life Event E| W[ a][zer2 % View All
Life Event | Divarce vl 1
Life Evant Date [062172024 [ Paperwark Recaipt Date 05212024 ]|
Health Change FSA Change
Curent Cov. Level: .Famil,- . Future Cov. Leval: v| .
Change: | hd Chengs: -
Spacial Processing Message (Health) |
Special Processing Message (FSA] |
m| Return to Sos p F Nextin L |
The Current Cov. Level fieldauto-popul ates with the empl oyec¢

enrollment coverage level.

Click the Future Cov. Level dropdown button and select the applicable coverage level.

Future Cow, Lewal: | '*I

The coverage |l evels available for selectio
AEmpl oyee + CH (Child)o, and fAFamilyo Pl
empl oyeeds enroll ment. This will be done
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Step | Action

9. Clickthe Changedr opdown button and select the app
remove spouse/ineligible dependentsod in th

Change: l vl

0 The selections available will vary based on the type of Life Event previously selected.

Completed Benefit Event Entry page.

£ Cardinal Homepage Benefit Event

Benefit Event Datall

Employie s} Benefit Record Number 0

(@ [a][ 4][zer2 ~ View AR

Life Event yoice il | +

Life Event

Life Event Date | 05212024 Paperwork Receipt Date  DE/21/2024

Health Change

FSA Change
Health Change Needad: Y o F5A Change Needed; =
Cutrent Cov. Level: Family Future Cov. Level:  Famdy -
Change: — . Ve SPOUGE - Change: =
Spacial Processing Message (Health)  |Use DIV event to remave spouse fram health coverage. Required Documentation: Divorce Decree '|

signed by judge. If updating both Health coverage and FSA, please process the DIV event first bafore
o, £ T i ik, ¥

Special Processing Message (FSA) |

Relumn 1o Search Previous in Lis! Nt in List

10. Click the Save button.

E Raturn ta Search Previous in List Mecet in List
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Step | Action

The page refreshes once the save is complete.

< Cardinal Homepage Benefit Event
Benefit Event Detail
Employes 1%} Benefit Record Number 0
Life Event [a] i [u][«][zorz~ View Al
Life Event | Diver < +
Life Event Date  06/21/2024 Paperwork Receipt Date | 06/21/2024
Health Change F5A Change
Health Change Needed: o F5A Change Needed: e
Current Cov. Level: Family Future Cov. Level: Fam w2
Change: Existing health pla amove spousafinglig v Change: ~
Special Processing Message (Health) -IJs& DIV event 1o remove spouse from health coverage. Requived Documentation; Divorce Decres = |
b h signed by judge. If updating both Health coverage and FSA, please procass the DIV event first before
tha EEA ¢ Dieiiend O Amkinn: i n
Special Processing Message (FSA) ‘ |
m Raturn to Search Previous in List

After saving, review the messages in the Special Processing Message (Health) and
Special Process Message (FSA) fields. These messages will provide next step instructions.

Note: If an additional Office of Health Benefits (OHB) approval will be required based on the
dates entered or if any other processing guidance is applicable, a comment will display in the
Special Processing Message (Health) field and/or the Special Processing Message

(FSA) field.
The manual Benefit Event (Life Event) is now created. Next, this Benefit Event must be
processed.

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

NavBar > Menu > Benefits > Manage Automated Enrollment > Events > On-Demand
Event Maintenance
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Step

Action

The On-Demand Event Maintenance Find an Existing Value page displays.

‘ & Cardinal Homepage ‘ On-Demand Event Maintenance

On-Demand Event Maintenance
Find an Existing Value

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

7)) Recent Searches | Choose from recent searches V| / [l Saved Searches | Choose from saved searches V‘ /

Empl ID ‘ begins with V| |

Empl Record ‘ = v| |

Last Name ‘ begins with V| |

Second Last Name ‘ begins with v| |

|
|
Name ‘ begins with V| | ‘
|
|
|

Alternate Character Name ‘ begins with v| |

~ Show fewer options

[ Case Sensitive

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
AfOverview of the Cardinal HCM Search Pages
Website in Job Aids under Learning.

12. Enter the employee@EmplbDfipld oyee I D in the
Searches can also be performed using the e
to use the Employee ID as every employee will have a unique Employee ID.
Empl ID begins with « I I
13. Click the Search button.
. -
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Step | Action

The On-Demand Event Maintenance page displays for the applicable employee.

< Benefit Event Detail On-Demand Event Maintenance

On-Demand Event Maintenance

Parson 1D Ben Record [}
Activity Date 0710112024 Source Manual Event Empl Record 0
Schedule/Prepare Activity Pending Activities 1 | Shenw Activiies | Action o
Event 1D 0 EventDatw Status Class ‘ Event Staks Update
Event Status
Run Date Frequency

Deduction Frequency  Annual Frequency

Emered 0 of 0

Finalize/Apply Defaults
Errors 0

Run Date

Process Indicator N

Normal Processing

Review the Activity Date field. For Life Events, this date will be auto-populated based on the
0 coverage begin date for the applicable type of Life Event (in this scenario, the Life Event is a
divorce, so the Activity Date field defaults to the first day of the following month). Ensure
that this date is accurate.

The Sourcef i el d wi | | b e AAtan tieddlwill Gefadtivdased .on the Typeeof
Life Event (ADI VO for Divorce in this scen

14. Click the Show Activities button.

The BAS Activity page displays in a pop-up window.

x
Help
Person 1D Ben o
Record
BAS Activity
|| a -10f1 v
Select Empl Record Action Event Date  Ewvent Effseq EA$ COBRA Action
Source Action

Manual |
0 Eent oTi01/2024 o o oIV -|-| -
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Step | Action

15. Ensure that the Select checkbox option for the Manual Benefit Event is selected and then
click the OK button.

Select Empl Recor

The On-Demand Event Maintenance page redisplays.

< Benefit Event Detail On-Demand Event Maintenance

On-Demand Event Maintenance

Person 1D Ben Record 0
Activity Date  07/01/2024 Source Manual Event Empl Record 0
Schadula/Prepare Activity Pending Activities 1 Show Activities | Action
Event ID 0 EventDste Status Class | Event Status Update
Event Status
S Run Date Frequency

Deduction Frequency  Annual Frequency
Election Entry Entered gof
Finalize/Apply Defaults
Run Date

Process Indicator N
Normal Procassing

If the Benefits Administration process has already run since the time the manual event was
0 created, the Pending Activitiesf i el d wi | | di splay a A0a8 If |
the Pending Activitiesf i el d di s p | a ySshedulefPremare Actilviiy buttont h e

Clicking the Schedule/Prepare Activity button will launch an automated program that
schedules and prepares the activity. This button will be disabled if the Benefits
Administration process has already run.

A Confirmation message displays in a pop-up window once the automated program completes.

Process completed successfully. {3000, 530)
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16. Click the OK button.

__OK ]

The On-Demand Event Maintenance page redisplays.

< Benefit Event Detail = On-Demand Event Maintenance

On-Demand Event Maintenance

Person 1D Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activitie Action
Event 1D 8  EventDate 07/01/2024 Status  Prepared Class DIV Event Stakss Update

Event Status

Open for Processing

‘ Enroliment Statement | Run Date

Frequency
® Deduction Frequency O Annual Frequency
[ Election Entry | Entered ool 4 Show Plans
Fir Show Etron (O Finalize/Apply Defaults
Errors ¢
irmation Statement Run Date
‘ Reprocess | Process Indicator !N Q|

" Normal Processing

Return to Search ‘ Notify ‘

Confirm that the Statusf i el d di spl ays a Evert Btatesfdigd displags ag n |
AOpen for Processingo.

0 Status F'reparedl Class DIV | E"'E"[1

Ewvent Stat
Iw'" = Open far Processing

If these statuses do not display as indicated, please submit a VCCC Ticket with Cardinal BN
in the Subject line.

18. Click the Election Entry button.

‘l Election Entry I‘
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Step | Action
The Election Entry page displays in a pop-up window with the Option Election tab displayed by
default.
BenAdmin Data Entry x
| Event ! Participant Selection | Option Election Dependents / Beneficiaries -
= Avallable Plans and Options Q,
Plan Type 10 : Medical
Option Code |40 @,
COVA Cr+Exp Den+Out-of-nbwk (AL CJSI-ZF:m i)
Dependents/Beneficiaries
Dependents/Bansficiaries
» Bomlorstioto  JeshPoder | Progonsh o e AseumnFiap
o Q| Cusdis Gilmare Child Child -
% & MARGARET Spouse pous -
03 Q| TYLER GILLMORE Chid Child -
19. First, select the applicable Medical Pl an
as needed by clicking the Option Code Look Up icon (magnifying glass) within the Plan
Type 10: Medical section and then selecting the applicable Medical Plan/Coverage Code (in
this scenario, the employee has three children dependents that are not being removed and
therefore, the Medical Plan coverage code does need to be updated).
The Coverage Codes are as follows: 11 Single, 217 Employee + Spouse, 31 Employee +
Child (except for Tricare), and 4 1 Employee + 2 or More Dependents (Family i except for
Tricare), 8 7 Employee + Child(ren) (Tricare only), and 91 Family (EE + SP + Child/ren for
Tricare only).
Plan Type 10 : Medical
Il:lplinu Code |40 QI
COVA Cr+Exp Den+Out-ofnbwk (ACC3I) (Family)
20. Next, update the applicable dependent being removed from coverage. Click the Dependents
/ Beneficiaries tab.
Event | Parlicipan] Selachian | Option Election |I Dependents § Bensficiarias I
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Step | Action

The Dependents / Beneficiaries tab displays.

Event / Participant Selection

Name

Gillmore, Curtis

GILLMORE MARGARET J

GILLMORE,TYLERD

Gillmore Happy

Schedule ID  EM00
EventlD 8
Benefit Record 0

Dependent/Beneficiaries Currently on Record

BenAdmin Data Entry x
Help =
Qption Election ‘ | Dependents /| Beneficiaries
Employee ID

EventData  07/01/2024 Divorce

Excess Credit Rollover To  Forfeit Excess Credits

ip to Employ D ds iary Type Date of Birth
Child Approved Dependent 08/05/2014
Spouse Approved Dependent 08/19/1971
Child Approved Dependent 08/08/2004
Child Approved Dependent 011772024

Change/Add Dependent Data

Elections Requiring Supplemental Information

10 Medical

S | SRR

Option Election

Event/ Participant Selection Dependents / Beneficiaries

Enroll Dependents

I Refresh

21. Click the Change/Add Dependent Data link.

‘l Change/Add Dependent n.ml

The Dependent/Beneficiary page displays with the Name tab displayed by default.

J Mame || Address | Parzonal Profile |

Dependent/Beneficiary

Help

Person ID

Dependent/Beneficiaries

*Dependent/Beneficiary ID |01

Name History
*Effective Date |U1r|:||f1901 ["‘||
“Format Type | English ~
Display Name  Curtis Gillmore
0K Cancel Apply

Mame | Address | Personal Profile

[a]

Edit Name

10f4 v|| »| >:|

View All
+][=]
View All

=)
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Step | Action

22.

| MName || Addrass

Parzonal Profile

Next, locate the dependent being removed. Click the Personal Profile tab.

The Personal Profile tab displays.

Name | Address Personal Profile

Dependent/Beneficiary

Help

Personal Profile

DependentBeneficiary ID 02

Birth Country |
Date of Death |

Medicare Entitled Date |

“Date of Birth | 0811911971 [

Personal History

“Effective Date

“Relationship to Employes

0110171901 5]

MARGARET GILLMORE

a]

Person ID

Cl| [ ]| 4 |[zofa ~|[ »

"]

View All

[+][=

Birth Location

Birth State Q

Riders/Orders exist

Spouse

rovad D

lary Type
“Gender

“Marital Status

Female

Married

 Studlant
Disabled

O Smoker

Riders/Orders
ali f1 View AN
+| -
v Asof |puni1901 [
As of ':|
As of ""l
As of =]

Occupation

When removing dependents from coverage due to a Life Event, do not remove the
dependent from Cardinal entirely as this will remove important audit history information from
the system. The Delete icon (-) would delete the dependent from Cardinal. Do not use this
icon. Complete the following steps to correctly remove the no longer eligible dependent from

coverage.
[+ -
23. Click the Add a Row icon (+) within the Personal History section.
[+ -
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Action

The page refreshes with a new row.

Dependent/Beneficiary

| Hame | Address || Personal Profile
Person ID

Personal Profile Q

Dependent/Beneficiary ID (2 MARGARET GILLMORE

“Date of Birth |08/19/1971 @irth Location |

:4 ¢||2euv|> |>|

| Wiew Al

+] =]

Riders/Orders
Personal History Qi

“Effective Date |07/01/2024 []

“Relationship to Employee | Spouse - |
*Dependent Beneficiary Type | Approved Dependant V|
*Gender | Female v
“Marital Status | Married vl

O Swdent

U Disabled
Ol smaker
Occupation |

Birth Country | Q Birth State Q|
Date of Death | [ Riders/Ordars axist
Medicare Entitled Date | [

iz | [ |[W] 1 viewan

[(+](-]

The Effective Date field defaults to the date on which coverage for the dependent will be
stopped based on the Life Event being processed (first day of the following month in this

scenario due to a Divorce event being processed).

24,

Click the Relationship to Employee dropdown button and select the applicable list item
scenari o) .

(AExSpouseod in this

“Relationship to Employes I Spouss VI
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Action

Step

The page refreshes based on the relationship to employee selection.

Dependent/Beneficiary

Name | Address | Personal Profile

Personal Profile

Dependent/Beneficiary ID 02 MARGARET GILLMORE

“Date of Birh [0&18n1971 i
al

DatoofDeath [ |
Medicare Entitled Date

Personal History

Birth Country |

*Effective Date | 0710112024

Qi [u][«]|[zorav][»] ]

Birth Location
Birth State Q

Riders/Orders exist

Riders/Orders

(o2 v] ]

‘Relationship to Employee | ExSpouse

*Deg Beneficiary Type | Unapp Dy

“Gender | Female

“Marital Status | Marred

[ Student
CDisabled
O Smoker

View All

[+][-]

View All

+|=

relationship to employee selection.

The Dependent Beneficiary Typef i el d

updat

*Dependent Beneficiary Type I Unapproved Dependent

VI|

€es

to AUnapprov,

25.
this scenario).

Click the Marital Status dropdownb ut t o n

and

*Marital Status l Marred vl

s e

| ect t he

appl

26.

Scroll down to the bottom of the page as needed and click the OK button.
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Step

Action

The BenAdmin Data Entry page redisplays.

BenAdmin Data Entry

Event / Participant Selection Option Election | Dependents / Beneficiaries

Schedule ID  EMO0
EventiD 8

Benefit Record 0

Employee ID
Event Data  07/01/2024

Excess Credit Rollover To  Forfeit Excess Credits

Dependent/Beneficiaries Currently on Record

Name ip to Employ D dent Beneficiary Type
Gillmore Curtis Child Approved Dependent
GILLMORE MARGARET J ExSpouse Unapproved Dependent
GILLMORE TYLER D Chitd Approved Dependent
Gillmore, Happy Child Approved Dependent

Change/Add Dependent Data

Elections Requiring Supplemental Information

10 Medical Enroll Dependents

Event / Participant Selaction

=3

Option Election | Dependents / Beneficiaries

Divorce

Date of Birth

08/05/2014

08/19/1971

08/08/2004

0111772024

Help

‘ Refresh |

The applicable dependent is updated to an unapproved dependent in the

Dependent/Beneficiaries Currently on Record table.

27. Next, update the enrolled dependents. Click the Option Election tab.
Event / Participant Selection I DOption Election I Dependents | Beneficiaries
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The Option Election tab redisplays.

BenAdmin Data Entry x

Help
Event / Particpart Selection | Option Election

Dependents | Beneficiaties

Sched ID EMOO EmpliD BenRecord 0 EvemiD &
EventData  07/01/2024 Dhorcs Excess Credit Rollover To  Forfeit Excess Credits
= Avallable Plans and Options (@ Q -

Plan Type 10 : Medical

@

Option Code [#1 Q@
COVACr+Exp Den Out-of atwic (ACC3) Family)

Health Provider 1D DOPreviously Seen
Special Requirements

Dependents/Beneficiaries

Dependents/Bansficiaries

" Relationship 1o Haalth Pravider Proviously  Coversd -

o LD Employee ) Seon Person Type Age Limit Flag

o1 Q| Curtis Gilmare Child r Child -
- MARGARET . r .

o2 Q| GuLMORE Spouse [ Spouse -

03 Q| TYLER GILLMORE Child O Child -
-

o (I

Ewvent/ Participant Selection | Option Election | Dependents / Beneficiaries

Rafrash

28. Click the Enroll All button.

I Enrrall All I

A message displays in a pop-up window indicating that all dependents will be removed in order to re-
enroll the eligible dependents. This is an expected message and not an error.

All existing enrollments for this Plan will be deleted to make room for the new entries. (4000,60)

'You have selected to mass enroll all eligible Dependents or Beneficiaries. To make room for these automatic enrollments, all existing individual enrollments will first
be removed, along with any current election information.

[ o [ crer |

29. Click the OK button to close the message.

OK | Cancel
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The Option Election tab redisplays.

EventData 0710172024 Divorce
= Available Plans and Options (¥
Plan Type 10 : Medical
Option Cods (80 Q
Health Provider I

DependentsiBeneficlaries

EnrclAll |

Dependents/Bansficlaries

)

Sched 1D EMDD Empl 1D

"o Name
o Q| Corths Gilmora
3] Q| TYLER GILLMORE
[ Q| | Hapay Gilmore
-

Event/ Pariiipant Selection | Oplicn Election

BenAdmin Data Entry

Event/ Particiant Selection [ Dp‘iunEle:lIDn] Dependents / Benaficiaries

COVA CrvExp Den+Out-af-nwk (ACC3) (Family)

Pravicusly Sean

Relationship to

Health Provider
Employes o

Child
Child

Child

Dependents | Banefidaries

Previously
Saen

Ben Record

Cavered
Farson Typa

Chid

Chid

Chid

]

EventiD 8

Excess Credit Rollover To  Forfeil Excess Credits

Age Limit Flag

The removed dependent no longer displays in the Dependents/Beneficiaries section.

30. Once all elections have been made/updated, click the OK button at the bottom of the page.

Rev 3/1/2025

Page 46 of 113



}) Cardinal Benefits Job Aid
/

BN361 Creating and Completing a Life Event on behalf
of an Employee

Step

Action

The On-Demand Event Maintenance page redisplays.

< Benefit Event Detail On-Demand Event Maintenance

On-Demand Event Maintenance

Person ID Ben Record 0
Activity Date Source Empl Record 0
Prepara Activity Pending Activities 0 Show Activities Action
EventID 8 EventDate 0710172024 Status  Entered Class DIV EventStatas Updele

Evant Statits Open for Processing

Enroliment Statement

‘ Run Date Frequency

® Deduction Frequency O Annual Frequency

. - |
| Election Entry |Entered  qof Show Plans

| Validate/Finakze [ | Finalize/Apply Defaults
| Errors 0

Run Date
| Reprocess ‘ Process Indicator [N Q
Normal Processing
BN | Ratum to Search ]I Notify l

The Statusf i el d wi Il I now di sHvénaStatua eld vilEstiltdisplag as 0 .
AOpen for Processingo.

Status  Enterad Class DIV Event

Event Status

Open for Processing

31.

Click the Validate/Finalize button.

| Validate/Finalize I

@

This process will validate that all of the elections are valid, close the Benefit Event, and
update the Base Benefits Tables.

A Confirmation message displays in a pop-up window once the process completes.

Process completed successfully. (3000 530)
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32.

Click the OK button.

The On-Demand Event Maintenance page redisplays.

< Benefit Event Detall On-Demand Event Maintenance

On-Demand Event Maintenance

Person ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Propare Activity Pending Activities 0 Show Activities Action
Event (D 8  EventDate 07/0172024 Status Finalized - Enrolled  Class DIV | Event Status Updats
epata Options Event Status

Closed to Processing
Run Date Frequency

Deduction Frequency  Annual Frequency

Entered o of 0 ‘_ Show Plans
Show Errors

Finalize/Apply Defaults
Errors 0

| Confirmation Statement | Run Date

Process Indicator N

Reprocess
m I Return to Search | Notify
L

Normal Processing

The Statusf i el d wi | | now <Eing pll d e East Statesifiedwillistdl e d
di splay as fAClosed to Processingo.

33.

Click the Save button.

‘m[ Return to Search ” Motify ]

This process is now complete. RefertotheVi ewi ng t he Empl oyeebs
section of this Job Aid for instructions on how to validate accuracy. Refer to the
Viewing/Printing a Confirmation Statement for instructions on how to print the Confirmation
Statement for the employee.
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Creating and Processing a Birth Event on behalf of an Employee (with a tag
along dependent and Flex Spending Dependent Care change)

This section of the Job Aid should be referenced when creating and processing a Birth Event on behalf

of the employee wherein one or more tag along depen
coverage. The steps included in this section of the Job Aid are based on the following example

scenario.

Scenario: An employee had a child born on 6/21/2024. This employee is currently enrolled in a

iSingled coverage code Health Pl an. The empl oyee s
documentation for the birth and a benefits enroliment request form on 6/24/2024 to add their new child

as a dependent and enroll them in their benefits. Additionally, the employee now wants to add their

spouse to their coverage as a tag along dependent (eligible based on the qualifying birth event).

Finally, the employee also now wants to enroll in the Flex Spending Dependent Care plan. The

employee did not initiate this Qualifying Mid-Year Birth Event through Employee Self-Service (ESS).

As the BN Administrator, you need to create and process multiple Benefit Events for this employee

based on the following guidelines:

1 Separate Benefit Events must be created for each of these enrollment changes as they will
have different coverage begin dates

T The Health Plan coverage begin date for the newt
date of birth (6/21/2024 in this scenario)

T The Health Plan coverage begin date for the empl
which the paperwork was received (6/1/2024 in this scenario)

1 The enroliment in the Flex Spending Dependent Care plan will be effective as of the first of the
month following the employeebs enroll ment (7/ 1] Z

1 These Benefit Events must be processed in the correct order (based on the coverage begin
and effective dates). Specifically in this scenario, the tag along dependent must be enrolled
first because that Benefit Event has the earliest coverage begin date. Subsequently, the
newborn child can be enrolled next (separate Benefit Event being processed), and finally, the
Flex Spending Dependent Care Plan Benefit Event can be processed

T After the Benefit Event is processed to add the
will be transmitted to the Health Vendor in the evening interface file. This must be completed
before the Benefit Event to add the newborn child is processed. Therefore, the first Benefit
Event to add the tag along dependent must be processed on one day (enroliment transmitted

to the Health Vendor on that eveningés interface
child can be processed the next day (enroliment transmitted to the Health Vendor on that
eveningbés interface file). These Benefit Event s

Health Vendor is notified as of each effective date
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1. Navigate to the Benefit Event page using the following path:
NavBar > Menu > Benefits > Manage Automated Enrollment > Events > Benefit Event

The Benefit Event Entry Find an Existing Value page displays.

‘ & Cardinal Homepage | Benefit Event Entry

Benefit Event Entry
Find an Existing Value

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

¥7) Recent Searches | Choose from recent searches v‘ / [1 Saved Searches | Choose from saved searches V| /

Empl ID ‘ begins with V| ‘

Benefit Record Number ‘ = v‘ ‘

Empl Record ‘ = v‘

Last Name ‘ begins with V| ‘

Business Unit ‘ begins with v| ‘

|
|
|
First Name ‘ begins with v| ‘ |
|
|
|

Department ‘ begins with V| ‘

~ Show fewer options

[ Case Sensitive [J Include History  [J Correct History

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
o AfiOverview of the Cardinal HCM Search Pages
Website in Job Aids under Learning.

2. Enter the empl oyeedSsarcEhyfitlbyee I D in the

Searchby:  Empl ID w | begins waith

The other search by options available (Search by dropdown button) are Business Unit,
o Department, and Name.

3. Click the Search button.

Search ‘ Clear
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Bt Evist Dol

Huatin Crangs b

Save | | Retamin Search

The Benefit Event page displays for the applicable employee.

0

|||||

(Birth/Adoption in this scenario)

Click the Life Event dropdown button and select the applicable type of Life Event

Lidu Evaint I

'\-’I

Although this Benefit Event is being utilized to add the tag along dependent and not the

| Benafit Event Dotall |

Employen

Life Event

Lifo Evart | Birth/Adaplion

Life Evemt Date
Health Change

Health Change Needed:

Currant Cov. Leval: Futurg Cov, Level:

Change:

Special Processing Message (Health]

Spacinl Processing Message (F S0)

newborn child, ABirth/ Adoptionodo is still t
opened up the employeeds eligibility to ad
reason associated with this selection will be made later in this process (Step 9).

The Benefit Event page redisplays with the selected Life Event.

Benefit Record Humber 0

Q

Paperwork Recaipt Dot |

FSA Change

FSA Chango Noeded: |

Change:
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5. Click the Life Event Date Calendari con and select the applic
scenario).
This is the date of the actual birth.
Life Event Date "'l
6. Click the Paperwork Receipt Date Calendar icon and select the applicable date
(A6/ 24/ 20240 in this scenari o)
This is the date that the Benefits Enrollment form was received from the employee.
Paperwork Recelpt Date
7.

Click the Health Change Neededd r opdown button and select

Health Change Needed: I ~ I

@

Even if the Life Event does not require a change in the Health Plan Coverage Code for the
empl oyee, sefieso AiYesmot d3él ected, a Benef

The page refreshes.

< Cardinal Homepage Benefit Event
I Benefit Event Detail l
Emgluoyes ] Benefit Record Number 0
Life Event Q f1 ~ View All
Life Event BirthiAdaplicn hd i

Life Event Date | 0672172024 r-ll Paperwork Recelpt Date 062412024 )

Health Change FSA Change

Health Change Neaded: as - FSA Change Neaded: hd

Current Cov. Level: Single Future Cov, Leval: -

Change: | » Change:

Special Processing Message (Health) |

Special Processing Message (F 54) |

The Current Cov. Level fieldauto-popul at es with the empl oyec¢
enrollment coverage level.
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8. Click the Future Cov. Level dropdown button and select the applicable coverage level.
Future Cowv, Level: I "‘"'I
The coverage |l evels available for selectio
AEmpl oyee + CH (Child)oé, and fAFamilyod. Pl
empl oyeeds enroll ment. This wil!l Bos thisl Bemest

Event, only select the applicable coverage code based on the tag along dependent(s) being
added. The coverage code will be changed again as needed when the Birth Event to add the
newborn is created.

Clickthe Changedr opdown button and select AEnroll
dependent (1st of the month)o.

The selections available will vary based on the type of Life Event previously selected.

Change: I "I |

Do not enter any information in the FSA Change section. Even though the employee is also
electing to enroll in the Flex Spending Dependent Care plan for this scenario, the effective
date for that enroliment will be different and therefore, will be created later in this process as
a separate Benefit Event.

10. Click the Save button.
m | Refim 1o Search
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The page refreshes after the save action completes.

£ Candinal Homepage Benefit Event
Benefit Event Detail
Ermplayes iD Benefit Record Number 0
Life Event Q > e All
Lite Event  BithiAdaptior = +
Life Event Daie 062172024 Paperwork Receipt Date 062472024
Health Change F5A Change
Health Change Needed: T o F5A Change Needed: o
Current Cow. Laval: Single Fiiuire Cov, Laval: E ¥ o et
Chamge: T j y alang v Change: -
Special Processing Message [Health) | AFSC event will be created o add the tag alang dependents or change the heakh plan, DD NOTADD
THE NEW BAEY TO THIS EVENT. This will allow you 1o updats the plan or add dependants as of the
Lzt palandar daaf she manth Tha uandaradll saosken thaotan slanndonsndnnt anshe sansins intarbans
Special Processing Message (F54)
m Raturn to Search

After saving, review the messages in the Special Processing Message (Health) and
Special Process Message (FSA) fields. These messages will provide next step instructions.
If an additional Office of Health Benefits (OHB) approval will be required based on the dates
entered or if any other processing guidance is applicable, a comment will display in the
Special Processing Message (Health) field and/or the Special Processing Message

ﬂ (FSA) field.

In this scenario, an FSC Benefit Event has been created solely for the purpose of adding and
enrolling the employeeds tag along depende
of the first of the curr ent Domotrutiline tHisiB&refit/ 2 0
Event to add and enroll the newborn child dependent.

The first Benefit Event (Life Event) is now created. Next, this Benefit Event must be
processed.

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

NavBar > Menu > Benefits > Manage Automated Enroliment > Events > On-Demand
Event Maintenance
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The On-Demand Event Maintenance Find an Existing Value page displays.

| & Cardinal Homepage ‘ On-Demand Event Maintenance

On-Demand Event Maintenance
Find an Existing Value

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

7)) Recent Searches | Choose from recent searches V‘ / [\l Saved Searches | Choose from saved searches V| /

Empl ID ‘ begins with V‘ ‘

Empl Record ‘ = v‘ ‘

Last Name ‘ begins with V‘ ‘

Second Last Name ‘ begins with v‘ ‘

|
|
Name ‘ begins with V‘ ‘ ‘
|
|
|

Alternate Character Name ‘ begins with v‘ ‘

 Show fewer options

[ Case Sensitive

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
AfOverview of the Cardinal HCM Search Pages
Website in Job Aids under Learning.

12. Enter the employee@EmplbDfipld oyee I D in the
Searches can also be performed using the e
to use the Employee ID as every employee will have a unique Employee ID.
EmpliD | begins vath « l I ‘
13. Click the Search button.
B
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The On-Demand Event Maintenance page displays for the applicable employee.

< Cardinal Homepage On-Demand Event Maintenance

On-Demand Event Maintenance

Person ID Ben Record 0
Activity Date  06/01/2024 Source  Manual Event Empl Record 0
Schedule/Prepare Activity Pending Activities 1 Show Activities Action Fsc
Event D 0 EventDate Status Class Evert Status Update
Event Stastus
Er Run D
alvchy Frequency

Deduction Frequency  Annual Frequency

an Entry -
e Entered gof

Finalize/Apply Defaults
Errors 0

Run Date

Process Indicator N
Normal Processing

coverage begin date for the applicable type of Life Event (in this scenario, the Benefit Event
is being processed to add a tag along dependent based on a Birth Life Event. Therefore, the
Activity Date field defaults to the first day of the month wherein the birth took place

o Review the Activity Date field. For Life Events, this date will be auto-populated based on the

(A6/1/20240 in this scenari o). Ensure tha
The Sourcef i el d wi I | be AAttHan Gieddlwill Eefadtivdased .on theTypeeof
Life Event (AFSCO in this scenari o).

Petivity Date | 06012024 Source IManualE-.-:-n:

14. Click the Show Activities button.
‘l Shiow Activilies I‘

The BAS Activity page displays in a pop-up window.

*

Help
Person 1D Ben ¢
Record
BAS Activity
IRy 01 v
Salact Empl Record g::?;; EventDate  Ewvent Effseq g:t?on COBRA Action
] o | Manwal 06/01/2024 0 FSC +| [=]
Event

= l=a
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15.

Ensure that the Select checkbox option for the Benefit Event is selected and then click the
OK button.

Selact Empl Racord

Cancel

The On-Demand Event Maintenance page redisplays.

£ Cardinal Homepage On-Demand Event Maintenance

On-Demand Event Maintenance

Person 1D Ben Record 0
Activity Date  06/01/2024 Source Manual Event Empl Record 0
Schedule/Prepare Activity Pending Activities 1 Show Activities I Action Lo

Event S1atus ate
Event 1D 0 Event Date Status Class l Event Status Update

Prepace Options Event Status

Run Date Frequency

Deduction Frequency  Annual Frequency

Jection Entry Entered gof Show Plans

Validato/Finalize Show Etro Finalize/Apply Defaults
Errors 0

Confimation Statememt Run Date

Process Indicator N
Normal Processing

Save Return 1o Search “ Netify |

If the Benefits Administration process has already run since the time the manual event was
created, the Pending Activitiesf i el d wi I | di spl ay a #fO0a8. |

If the Pending Activitiesf i el d di s p | a ySehedulefPrrepare Actilvify buttont h e

Clicking the Schedule/Prepare Activity button will launch an automated program that
schedules and prepares the activity. This button will be disabled if the Benefits
Administration process has already run.
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A Confirmation message displays in a pop-up window once the automated program completes.

Process completed successfully. (3000 530)

17. Click the OK button.

The On-Demand Event Maintenance page redisplays.

< Cardinal Homepage On-Demand Event Maintenance
On-Demand Event Maintenance
Person ID Ben Record ]
Activity Date Source Empl Record 0
Pending Activities 0 Action
Event 1D 4  EventDate 05/0172024 Status  Prepared Class FSC Event Status Update
top Event Status Open for Processing
Encolimant St 1 |
-  Run Date Frequency
® Deduction Frequency O Annual Frequency
lectios ¥ | Entered pof 3 Show Plans
(O FinalizelApply Defaults
Errors 0
Run Date
Rep | Processindicator [N Q|
Normal Processing
[| Not

Confirm that the Status f i
inOpen for

el d

Class F3C m

IEvani Status

Status  Prepared

Oipen for Procassing I

in the Subject line.

di spl ays
Processingo.

If these statuses do not display as indicated, please submit a VCCC Ticket with Cardinal BN

a Everit Btatesfieldrdsplags as n |
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18. Click the Election Entry button.

I Election Entry I

The Election Entry page displays in a pop-up window with the Option Election tab displayed by
default.

BenAdmin Data Enfry
Evant { Parfcipant Sulactisn Optisn Elaction Degandenis | Banahciarias
Schad ID EMDO Empl ID Ban Record 0 EwantID 4
Event Data 06012024 Beneft Change (BA Use) Excess Credit Roliower T Forlolt Excess Credis
*  Mvailable Plans and Options (2 a
Flan Type 10 : Medical
Optlon Code |35 @
Peere D CLCi) (Sing!
Hoshth Provider 1D Praviowsly Seen
Dependents/Benefi
CependentsiBe
- Relationship to Health Provider Previously Covere d P
0 Name Employee n e Parnan Type HAge Limk Flag
Q =
*
Fian Type AY : Health Premium Reward
Option Code (W Q
rage
19. First, select the applicable Medical Pl an

Click the Option Code Look Up icon (magnifying glass) within the Plan Type 10: Medical
section and select the applicable coverage code.

The Coverage Codes are as follows: 11 Single, 217 Employee + Spouse, 31 Employee +
Child (except for Tricare), and 4 1 Employee + 2 or More Dependents (Family i except for
Tricare), 87 Employee + Child(ren) (Tricare only), and 91 Family (EE + SP + Child/ren for
Tricare only).

Plan Type 10 : Medical

Option Code | 25 G,

dependent(s) being added. The coverage code will be changed again as needed when the
Birth Event to add the newborn is processed.

ﬂ For this Benefit Event, only select the applicable coverage code based on the tag along
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The Option Election tab redisplays.

Option Election

Event | Pasticipant Selecticn

Sched ID  EMOD Empl ID
EventData  0G/01/2024 Banefit Chang (BA Usa)

~ Available Plans and Options (7

Plan Type 10 : Medical

Option Cade |26 @

Health Pravider ID

Dependents/Beneficiaries.

Enrcl All

Dependents/Beneficiaries

Relationship to

D Hame
Employee

BenAdmin Data Entry

Dependents | Beneficiaries

BenRecord
Excess Cradit Rollover To  Forfeit Excess Credts

EventiD 4

COVA Cars + Prav Dantal (ACCH) (Salf + Sposa)

O Previsusly Seen

Special Reguirements

Covered
Persan Type

Proviously

Health Provider
D nen

Age Limit Flag

20.

Event ! Pasticipant Selection Option Election

Dependents ! Beneficiaries II

Next, add the tag along dependent(s). Click the Dependents / Beneficiaries tab.

The Dependent / Beneficiaries tab displays.

BenAdmin Data Entry ®
) Helg
| Event [ Paricipant Selection ‘ Qption Election | Dependents | Beneficiaries
Schedule ID EMOD Employes 1D
EventiD 4 Event Data 061012024 Benefit Change (BA Usa)
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Gredits
Dependent/Beneficiaries Currently on Record
Mame Relationship to Employee Dependent Baneficiary Type Date of Birth
Change/Add Dependent Data
Elections Requiring Supplemental Information
10 Medical Enroll Dependants
“ Cancel ” Apply l | Refresh l
Event / Padlicioant Selection | Oofion Election | Deoendents / Beneficiaries

21.

I Change/Add Dependent Data I

Click the Change/Add Dependent Data link.
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The Dependent/Beneficiary page displays in a pop-up window with the Name tab displayed by default.

Dependent/Beneficiary X
Help
Name Address Personal Profile
Person 1D
Dependent/Beneficiaries Q, 1of1 » View Al
*Dependent/Beneficiary ID |CII | | -|-| - |
MName History Q | Tofl » I View All
"Effective Date |06/01/2024 -?j | *|- |
"Format Type | English v
Display Name | Edit Name
Mame | Address | Parsanal Profile

For Life Events, the Effective Date field defaults to the date that the coverage will begin (in
this scenario, a tag along dependent is being added based on a Birth event. Therefore, the
Effective Date field defaults to the first day of the month wherein the birth took place). Do

not change this date as it must match the Event Date, or the system will not recognize this
dependent as eligible for coverage. The Dependent/Beneficiary ID field will default to the
next available Dependent/ Benefi ci ar ymemtby1lifou
each additional dependent subsequently added.

22.

Click the Edit Name button.

Edit Name

The Name page displays in a pop-up window.

Name x
Help
English Name Format
Name Prefix V[
“First Name
Middle Name
“Last Name
Name Suffix -
Display Name
Formal Name
Name
OK | Cancel | Refresh Name
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23. At a mini mum, enter the dependentbés first

Name Prefix, Middle Name, and Name Suffix fields are optional but should be entered as
applicable.

“First Nama

Middle Hame

“Last Mame

24. Click the Refresh Name button.

Refresh Mame

The Name page refreshes.

Name X

Help

English Name Format

MName Prefix

“First Name |Sausage |

Middle Name | |

*Last Name |Biscuil |
Name Suffix

Display Name Sausage Biscuit

Formal Name Sausage Biscuit

Mame Biscuit,Sausage

l OK H Cancel ” Refresh Name l

The Display Name, Formal Name, and Name fields will populate based on the name
0 information entered.

25. Click the OK button.

I 0K I| Canoe “ Refresh Name
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The Name tab redisplays.

Dependent/Beneficiary X
Help ]
[ Name l Address Personal Profile
Person ID
Dependent/Beneficiaries Q 1of1 » | Vigw All
*Dependent/Beneficiary -
Dependent/Beneficiary ID |01 |i|_
Name History Q, 10f1 » | View All
“Effective Date |06/01/2024 | | + || -
"Format Type | English -
Display Name Sausage Biscuit | Edit Mame J
Mame | Address | Personal Profile 1

0 The Display Name field auto-populates with the name information previously entered.

26. Click the Address tab.

[ Name ‘ Address Personal Profile

The Address tab displays.

Dependent/Beneficiary X
Help =
| Name l Address Personal Profile
Dependent/Beneficiaries | Q| [ Tof1 v View Al
+|=
Person 10
DependentiBeneficiary ID g1 Name  Sausage Biscuit
Address History Qi 1of1 v View All
*Effective Date | 06/01/2024 ‘ +||-
L) Same Address as Employes Address Type | v
Address
Country | USA Q| ynitad States
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27. Complete the address information as applicable for the dependent by Clicking the Same
Address as Employee checkbox option (applicable for this scenario).

Dﬂamn Address as Employee

Users can also complete the address information as applicable for the dependent by
0 selecting the applicable Address Type using the dropdown button provided and then clicking
the Edit Address button (the Edit Address page will display in a pop-up window and the
applicable address information can be entered).

The Address tab refreshes.

Dependent/Beneficiary

Harme || Address l Personal Profile

Dependent/Beneficiaries

Dependent/Beneficiary ID 01

Address History

Same Address as Employee
Employee's Current Address

Country USA United States

Addrass 400 South Main 5t
Richmond, WA 23232

Name Sausage Biseuit

"Effective Date | 06/01/2024 E

Address Type | Home

Person ID

1of1 ~ Wiew All

Help

=

| View Al

[+][=]

0 The address information auto-populatesintheEmp | oyeeds Cur seetiont Ad |

28. Click the Personal Profile tab.

Hame || Address ] Personal Profile
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The Personal Profile tab displays.

Dependent/Beneficiary

Mame | Address [ Personal Profile

Personal Profile a 1~ View Al

DependenuBeneficiary ID 01 Sausags Biscuit
“Date of Birth | [ Birth Location
Birth Country | q| Birth State Q

Date of Death | =] Riders/Orders exist

Madicare Entited Doto | =]} [—
Personal 1 History Q| 1w View Al
“Effective Dare (06012024 [ [+][=
mployee -

e As of

wd As of

isal As of =]

Smok s of =

The following steps provide instructions for completing the required dependent information. If
0 any of the other optional information is provided by the employee, it can be entered in the
corresponding fields. The Student and Smoker checkbox options are not required in
Cardinal and this information is not transmitted to the Plan Provider (Vendor).

29. Click the Date of Birth Calendari con and sel ect the depende
“Date of Birth |

30. Click the Relationship to Employeedr opdown button and sel ect
relationship to the ecapliodyee (fiSpouseod in

*Relationship to Employee I » I

31. Click the Dependent Beneficiary Typedr opdown button and sele

"Dependent Beneficiary Type I VI

AApproved Dependent oOapplicablesupporingtdaumerdation bas bekne
0 provided by the employee. The coverage for the dependent is not reported to the Vendor
until the dependent is in this approved status.

own button and select the dep

32. Click the Genderd r o p d
(AFemal ed in this exampl e).

AFemal eo)

[Gendar IUnlw;r-'m vI
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33.

The Marital Statusf i el d defaults to ASingleod. Upda
in this scenario).

“Marital Status | Single vl

I f any status other than ASingleodo i Magad!|l ec
Status As of Calendari con ( A4/ 22/ 20200 in this scenal

34.

Click the vertical scrollbar to scroll down on the page to the National ID section.

35.

Enter the dependent 6s Soci aNatioBaIlDfieldi t y Numb

~* National ID

BlQ 1-1ef1 View All
*Country “National ID Type Description Mational |D Primary ID

usa Q |F'R Q | Sodal Security Number I I + | -

I f the employee did not provide the depend
However, as soon as the SSN is obtained, it should be entered as soon as possible by re-
opening and reprocessing the Benefit Event. Dependent SSNs are necessary for accurate
ACA reporting. Agency BAs can use the Base Benefits Consistency Audit report to
monitor dependents with a missing SSN.

36. Click the OK button.
.- e
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The Dependents / Beneficiaries tab redisplays.

EventID 4 Event Data 060172024

Benefit Record 0

Dependent/Beneficiaries Currently on Record

HName Relationship to Employes

Biscuit Sausage Spouse Approved Depandent

Change/Add Dependent Data

Elections Requiring Supplemental Informatien

10 Medical

Cancel Apply

Option Election | Dapendents / Beneficiaries

Event / Parficipant Selection

Dependent Beneficiary Type

BenAdmin Data Entry *
Help
| Ewvant / Participant Selection Option Election | Dependents | Beneficiaries
Schedule ID  EMO0 Employee ID

Benefit Change (BA Use)

Excess Credit Rollover To  Forfeit Excess Credits

Date of Birth

DGM10/19591

Enroll Dependents

Refresh

being added).

The dependent just added displays in the Dependent/Beneficiaries Currently on Record
section. If additional tag along dependents needs to be added, repeat Steps 24 i 39 for each
additional tag along dependent (in this scenario, no additional tag along dependents are

37. Click the Option Election tab.

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

The Option Election tab redisplays.

BenAdmin Data Entry

Event/ Participant Selaction [OpiiunEle:liDnl Depondnts | Bansficiaries

Sched ID  EMOO EmplID Ben Record

EventData 060172024 Benefit Change (BA Use) Excess Credit Rollover To

~ Awailable Plans and Options (7

Plan Type 10 : Medical

Option Code |26 Q
COVA Cars + Prev Dantal (ACCD) (Solf + Spouse)

Health Provider ID OPreviously Seen

DependentsBeneficiaries

Eneoll Al

Dependents/Beneficiaries

Relationship to Previously  Caversd

Health Provider
Employee iD

bl Name

Seen Persan Type

0 EventiD 4

Forfait Excass Credits

Spaclal Reguirsmants

Age Limit Flag
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38.

Next, enroll the dependent(s) in the previously selected Medical Plan by clicking the Enroll
All button if all dependents will be enrolled (applicable for this scenario).

I Enecdl Al I

@

Users can also enroll the dependent(s) in the previously selected Medical Plan by adding the
applicable dependents individually using the ID Look Up icon within the
Dependents/Beneficiaries section. Additional rows can be added in this section by clicking
the Add Multiple Rows icon (+...).

The page refreshes.

BenAdmin Data Entry 3

EventData 06/01/2024 Benefit Change (BA Use) Excess Credit Rollover To  Forfeit Excess Credits
~ Available Plans and Options @ @ | [1of2 v

Plan Type 10 : Medical

Option Code
COVA Care + Prev Dental (ACCD) (Seff + Spouse)
Special Requirements
Dependents/Beneficiaries
Enroll All
Dependents/Beneficiaries
. Relationshipto  Health Provider Previously  Covered -
iD Name Employee D Seen Person Type Age Limit Flag
Sausage Biscuit Spouse \:l o Spouse E

(#]

Plan Type AY : Health Premium Reward

optonCote

Waive Coverage

Special Requirements

Event/ Participant Selection | Option Election | Dependents / Beneficiaries

The dependents enrolled display in the Dependents/Beneficiaries section. Validate for
accuracy and ensure that all applicable dependents are listed.

39.

Click the OK button.

Rev 3/1/2025

Page 68 of 113



}) Cardinal Benefits Job Aid
/

BN361 Creating and Completing a Life Event on behalf
of an Employee

Step | Action

The On-Demand Event Maintenance page redisplays.

{ Cardinal Homepage On-Demand Event Maintenance

On-Demand Event Maintenance

Person ID Ben Record 0
Activity Date Source Empl Record 0
Pending Activities 0 Show Actrvities Action
EventID K EventDate  06/01/2024 Status  Entered Class FSC Event Stes Update

Propara Option Event Status Opaivior Peocessig
E =

Run Date Frequency

Deduction Frequency  Annual Frequency

Election Entry ] Entered gof 5 Show Plans
ValidateFinalize Eiods 0 Show Ertors [J Finalize/Apply Defaults
onfirmation Statement Run Date
Reprocess ' Process Indicator aidi‘
Normal Processing

Save Return to Search ‘ ‘ Notify |
The Statusf i el d wi | | now di sBvéntaStatua field WiEstiltdsplag abk o .
AOpen for Processingo.

40. Click the Validate/Finalize button. This process will validate that all of the elections are valid,
close the Benefit Event, and update the Base Benefits Tables.

I Validate/Finalize I

A Confirmation message displays in a pop-up window once the process completes.

Process completed successfully. (3000 530)

41. Click the OK button.
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The On-Demand Event Maintenance page redisplays.

< Cardinal Homepage On-Demand Event Maintenance

On-Demand Event Maintenance
Person 1D Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activitie Action
Event ID 4 EventDate 06012024 Status Finalized - Enrolled  Class FSC Event Status Updata
Event Status Closed to Processing
Run Date Frequency
Deduction Frequency  Annusl Frequency
Entered o of 0 Show Plans
x Finalize/Apply Defaults
Errors 0
Confirmation Statement | Run Date
Reproces Process Indicator N
Normal Processing
. . . \ ~ . g T
The Statusf i el d wi | | now +«Eing pll 4y Bt Statesiiebdawillistdl e d
. ~ . N
di splay as fAClosed to Processingo.

42. Click the Save button.
‘ Retumn 1o Search || Matify |

0 This Benefit Event to add the tag along dependent(s) is now complete. Refer to the Viewing
t he

Empl oy eeds Bsectienfofithis Jdb Aid forinstractianson how to validate
accuracy. Refer to the Viewing/Printing a Confirmation Statement for instructions on how to
print the Confirmation Statement for the employee. This information will be transmitted to the
Health Vendor in the evening interface file. On the next business day, proceed with Step 43.

Next, the Benefit Event must be created in order to add the newborn child dependent.

43. Navigate to the Benefit Event page using the following path:

NavBar > Menu > Benefits > Manage Automated Enrollment > Events > Benefit Event
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The Benefit Event Entry Find an Existing Value page displays.

‘ < Cardinal Homepage | Benefit Event Entry

Benefit Event Entry
Find an Existing Value

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

T) Recent Searches | Choose from recent searches V‘ / [ saved Searches | Choose from saved searches

v #

Empl ID ‘ begins with V| ‘

Benefit Record Number ‘ = v‘ ‘

Empl Record ‘ = v‘ ‘

Last Name ‘ begins with V| ‘

Business Unit ‘ begins with V| ‘

|
|
|
First Name ‘ begins with v| ‘ |
|
|
|

Department ‘ begins with V| ‘

~ Show fewer cptions

[ Case Sensitive U Include History  [J Correct History

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled

0 AOverview of the Cardinal HCM Search Pages
Website in Job Aids under Learning.
44, Enter the employeec&Emplfigd oyee I D in the

Department, and Name.

EmplID | hegins vt ~ | I ‘

The other search by options available (Search by dropdown button) are Business Unit,

45, Click the Search button.

ceareh ‘

Clear ‘
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The Benefit Event page displays for the applicable employee.

£ Cardinal Homepage Benefit Event

Benefit Event Detail l

Employes

Life Event

Life Event

Life Event Date  0521/2024

Health Change

Health Change Heeded: r&s o

Current Cov. Level: Singhe Future Cov. Level:

-

Change:

o Benelit Record Number
o, 1od1 w View All
=+
Paperwork Receipt Date 062402024
F5A Change
F5A Change Needed: o
w
Change: bl

Special Processing Message (Health)

Special Processing Message [F3A)

A& FSC avent will be created to add the tag along dependents or change the haakh plan. DO NOTADD |
THE NEW BAEY TO THIS EVENT, This will allow you 1o update the plan or add depandants as of the
et msinmeoe dow af the manedh The uandae adi eorsbin she fan sisnn dnesndae

tansha suanninn nancfsnn 6

A

BB (oo |

46. Click the Add a new row icon (+).

]

The page refreshes and the new row displays.

£ Cardinal Homepage

Benefit Event Detail

Benefit Event

Employee
Life Event
Uife Evart | v
Life Event Date ’7:”
Haalth Change
Health Change Needed: | v

Current Cov, Level: Future Cov. Level:

Change:

Special Processing Message (Health) |

(1] Benefit Record Number 0

E‘l 4|4 | View Al

Paperwark Receipt Date B
FSA Change

FSA Change Needed: | ~

Change:

Special Processing Message (FSA) |

w Retum 1o Saarch
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47.

Click the Life Event dropdown button and select the applicable type of Life Event
(Birth/Adoption in this scenario).

Lifa Evant | w I

The Benefit Event page redisplays with the selected Life Event.

oo e
Banefit Event Datail
Employes o Benefit Record Number 0
Life Event [+ ] L] 4 20f2 w Vigw All
Life Event | Birthidoption - +
Life Event Date [ Paperwork Recaipt Date E|
Health Change FSA Change
Change ' Change: s
Special Processing Message [Health)
Special Pracessing Message [F 54)
m Rieturn 1o Search
48. Click the Life Event Date Calendari con and select the applic
scenario).
This is the date of birth for the newborn dependent.
Lie Even: Do
49. Click the Paperwork Receipt Date Calendar icon and select the applicable date
(A6/ 24/ 20240 )in this scenario
This is the date that the Benefits Enrollment form was received from the employee.
Paperecrk Recaipt Date
50. Click the Health Change Neededd r opdown button and select

Health Change Neaded: I "I

@

Even if the Life Event does not require a change in the Health Plan Coverage Code for the
empl oyee, sel ect fYesoO. | f fYesO i s not [
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The page refreshes.

£ Cardinal Homepage Benefit Event
Homafit Event Detail
Ermplayes L1} Benefit Record Number 0
Life Event o 44| 3ed3 e View Al
Lify Event | BirhiAdopsion v +
Life Event Date | 06/21/2024 ﬁ Paparwork Receipt Date | 0672470024 e.i?
Health Change F5A Change
Health Change Needed: s W FSA Change Needed: -
Currant Cov, Lavak Sell + Spouss Futurs Cov, Laval: b
Change: - Change: il
Specisl Processing Messsge (Health)
Special Processing Messaga (F5A}
m Roturn to Ssarch

The Current Cov. Level fieldauto-popul at es with the empl oyec¢
enrollment coverage level.

51.

Click the Future Cov. Level dropdown button and select the applicable coverage level.

Futura Coa, Laval: | k2 I ‘

The coverage |l evels available for selectio
AEmpl oyee + CH (Child)oé, and fAFamilyo. Pl
empl oyeeds enroll ment. This wil |l boethisiBemeft

Event, select the applicable coverage code based on the newborn dependent being added.

52.

Clickthe Changedr opdown button and select AAdd ne

The selections available will vary based on the type of Life Event previously selected.

Change: I ""I

Do not enter any information in the FSA Change section. Even though the employee is also
electing to enroll in the Flex Spending Dependent Care plan for this scenario, the effective
date for that enroliment will be different and therefore, will be created later in this process as
a separate Benefit Event.
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53. Click the Save button.

m Return 1o Search |

The page refreshes after the save action completes.

Bensfit Event Detail

Employes i}
Life Event

Life Event

Life Event Date  06/2172024

Heaith Change

Healih Change Neaded: o

Current Cov. Level: Future Cov. Lewel:

Salf + Spouse

Change:

Special Processing Message (Health) | ABIR event has b
coverage

st e b

Spacial Processing Message (FSA)

Retum ta Search

£ cardinal Homepage Benefit Event

Benefit Record Number 0

=} 4| 4

Paperwork Receipt Date  DB24/2024

FSA Change

FSh Chanpe Needed;

oreabed on the On Demand Event Mainienance Page

ing 1ag abang dependents or changing plans,
s Thaas lunns slions ahoidd e aesns.

Iafd

Vigw All

(FSA) field.

enrol I
of t he

ng the

actual dat e

After saving, review the messages in the Special Processing Message (Health) and
Special Process Message (FSA) fields. These messages will provide next step instructions.
If an additional Office of Health Benefits (OHB) approval will be required based on the dates
entered or if any other processing guidance is applicable, a comment will display in the
Special Processing Message (Health) field and/or the Special Processing Message

In this scenario, a BIR Benefit Event has been created for the purpose of adding and
empl oyeeos

of birth

This Benefit Event (Life Event) is now created. Next, this Benefit Event must be processed.

newborn

dependent
(A6/ 21/ 20240 i

54. Navigate to the On-Demand Event Maintenance page using the following path:
NavBar > Menu > Benefits > Manage Automated Enrollment > Events > On-Demand
Event Maintenance
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The On-Demand Event Maintenance Search page displays.

| & Cardinal Homepage ‘ On-Demand Event Maintenance

On-Demand Event Maintenance
Find an Existing Value

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

7)) Recent Searches | Choose from recent searches V‘ / [\l Saved Searches | Choose from saved searches V| /

Empl ID ‘ begins with V‘ ‘

Empl Record ‘ = v‘ ‘

Last Name ‘ begins with V‘ ‘

Second Last Name ‘ begins with v‘ ‘

|
|
Name ‘ begins with V‘ ‘ ‘
|
|
|

Alternate Character Name ‘ begins with v‘ ‘

 Show fewer options

[ Case Sensitive

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
AfOverview of the Cardinal HCM Search Pages
Website in Job Aids under Learning.

55. Enter the employee@EmplbDfipld oyee I D in the
Searches can also be performed using the e
to use the Employee ID as every employee will have a unique Employee ID.
EmpliD | begins vath « l I ‘
56. Click the Search button.
-
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The On-Demand Event Maintenance page displays for the applicable employee.

< Cardinal Homepage On-Demand Event Maintenance

On-Demand Event Maintenance

Person ID Ben Record 0
Activity Date  06/2172024 Source Manual Event Empl Record 0
Schadule/Prepare Activity Pending Activities 1 Show Activities | Action s
Event ID 0 EventDate Status Class Event Status Update

Event Status

Run Date Frequency

Deduction Frequency  Annual Frequency

Entered gof

Finalize/Apply Defaults
Errors 0

Run Date

Reproce Process Indicator N
Normal Processing

Review the Activity Date field. For Life Events, this date will be auto-populated based on the
coverage begin date for the applicable type of Life Event (in this scenario, the Benefit Event
is being processed to add a newborn dependent based on a Birth Life Event. Therefore, the
Activity Datef i el d defaults to the date of birth
date is accurate.

The Sourcef i el d wi |l | be §Mtandiediwil dfadtbdased.on the Typeeof
Life Event (ABI RO in this scenari o).

57.

Click the Show Activities button.

Show Activilies

The BAS Activity page displays in a pop-up window.

Help

Pearson |D Ben
Record

BAS Activity

F| ?\ 11401 v
Select Empl Record 2‘;:::‘5 Event Date Event Effseq ?:tison COBRA Action
0 :::I_‘I:“' 062172024 0 BIR E E
“ . Cancel .
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58.

Ensure that the Select checkbox option for the Benefit Event is selected and then click the
OK button.

Select Empl Recory

- &=

The On-Demand Event Maintenance page redisplays.

< Cardinal Homepage On-Demand Event Maintenance

On-Demand Event Maintenance

l Return to Search |[ Notify I

Person ID Ben Record 0
Activity Date  06/2172024 Source Manual Event Empi Record 0
Schedula/Prapare Activity Pending Activities 1 Show Actlvities | Action BIR
Event ID 0 EventDate Status Class | Event Status Update
Event Status
Run Date Frequency

Deduction Frequency  Annual Frequency

Entered oof 0

Finalize/Apply Defaults
Errors 0

Run Date

Process Indicator N
Normal Processing

59.

If the Benefits Administration process has already run since the time the manual event was
created, the Pending Activitiesf i el d wi | | di splay a fA00. [
the Pending Activitiesf i el d di s p | a ySshedulefPrepare Actilviiy buttont h e

l Schedule/Prepare Activity I

Clicking the Schedule/Prepare Activity button will launch an automated program that
schedules and prepares the activity. This button will be disabled if the Benefits
Administration process has already run.
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A Confirmation message displays in a pop-up window once the au

tomated program completes.

Frocess completed successfully. (3000 530)

60. Click the OK button.

The On-Demand Event Maintenance page redisplays.

< Cardinal Homepage On-Demand Event Maintenance
On-Demand Event Maintenance
Person 1D Ben Record 0
Activity Date Source Empl Record 0
Pending Activities 0 Action
Event 1D 5  EventDote 06212024 Status  Prapared Cless BIR Event Stakus Update
Evaar Sastint Opan for Processing
[ Enrolment S ent | Run Date Eracpiency
® Deduction Frequency © Annual Frequency
Election En | Entored 0ol 4 how
Finalize/Apply Defaults

Errors 0

Run Date
[ Repro | Process Indicator (N Q
3 . Normal Processing

Confirm that the Status f i
inOpen for

el d displ ays
Processingo.

Class FSD l Evven|

E t S
Hant SIS §opan for Processing

the Subject line.

If these statuses do not display as indicated, please submit a VCCC Ticket with Cardinal BN in

a Everit Btatesfieldrdsplags as n |
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61.

Click the Election Entry button.

M Elaction Entry I

The Election Entry page displays in a pop-up window with the Option Election tab displayed by

default.

BenAdmin Data Entry x

Event / Panticipant Selaction | Option Election Dependents | Banaficiaries

Sched ID  EMOO Empl ID Ben Record 0 EventlD &

EventData  07/01/2024 Dependent Care Cost/Covrg Chy Excess Credit Rollover To  Forfeit Excess Credits
~ Awvailable Plans and Options (@ (=} 102 v

Plan Type 61 : Flex Spending Dependent Care

Option Cade W @
Waive Coverage

Annual Pledge 30.00

Employee Contribution Override
» Contribution Werksheet (7

Spacial Requirements

Plan Type AZ : Flex Spending Admin Fee

Option Code |1 Q

Flex Spending Admin Fee (FLXFEE)

Refresh

Dependents / Benaficlarias

62.

First, select the applicable Medical Pl an
Click the Option Code Look Up icon (magnifying glass) within the Plan Type 10: Medical
section and select the applicable coverage code.

The Coverage Codes are as follows: 171 Single, 21 Employee + Spouse, 31 Employee +
Child (except for Tricare), and 4 i Employee + 2 or More Dependents (Family T except for
Tricare), 81 Employee + Child(ren) (Tricare only), and 91 Family (EE + SP + Child/ren for
Tricare only).

Flan Type 10 ; Medical

Option Code || 26 &

@

For this Benefit Event, select the applicable coverage code based on the newborn dependent
being added. If the coverage code does not need to be changed based on the addition of the
newborn dependent, proceed with Step 63. Please note that this Birth Event only allows the

employee to change the coverage code. The actual Health Plan election cannot be changed.
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The Option Election tab redisplays.

Event Data 062172024 Birth or Adopsion
* Available Plans and Options (7

Flan Type 10 : Medical
Option Code (22 @

Hoahih Provider ID

Dependents/Beneficiaries

Enroll Al

Dependents/Beneficiaries

Ralationship to

I Name [l
0 a g0 Biscult pouse
+
Dep

COVA Care + Prav Dental (ACCH) (Famiy)

CPrevio

Haalth Provider
n

BenAdmin Data Entry *
Help
Event / Participant Selection Option Election | Dependents  Beneficiates
Sched 1D EMID Empl D BenRecord 1§ EventID 5

Excess Credit Rollover To  Forfeil Excess Credts

a
ously Seen
Spacial Requiremants
Proviously  Covered "
e Person Type Age Limit Flag
Spouse -

63.

Next, add the newborn dependent. Click the Dependents / Beneficiaries tab.

Ever § Paiticipani Seleclion

Optien Election |I Dependents | Bensficianes I
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The Dependent / Beneficiaries tab displays.

BenAdmin Data Entry

Dption Election Depandents | Baneficiaries

Ewvent / Padticipant Selaction

Employee I
Event Data  D6/21/2024

Excess Credit Rollover To  Forfeil Excass Cradits

Schedula ID  EMO0
EvemtiD 5
Benefit Record 0

Birth or Adoption

Dependent/Beneficiaries Currently on Record

Mame Relationship to Employes Dependent Benaficiary Type Date of Birth

Biscuil Sausage Spouse Approved Dependent 06101991

ChangefAdd Dependent Data

Elections Requiring Supplemental Information

10 Madical Enroll Dependents

Event/ Participant Sedection | Option Election | Dependents / Beneficiaries

I Refresh I

64. Click the Change/Add Dependent Data link.

Changa/Add Dependant Data

The Dependent/Beneficiary page displays in a pop-up window with the Name tab displayed by default.

Dependent/Beneficiary

=

Personal Profile

Name | Address

Help

Person D
Dependent/Beneficiaries Q |

*Dependent/Beneficiary 1D |01

Mame Histery

“Effective Date

*Format Type

Display Name

Name | Address | Personal Profile

061012024 )|

English v

Edit Name

Sausage Biscuit

10f1

w | View All

L+][=]

| View Al

[+]=]
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65.

First, add a new Dependent/Beneficiary ID. Click the Add a new row icon (+) within the
Dependent/Beneficiaries section.

+ | -

The page refreshes and the newrowd i spl ays (Dependent/ Beneficiar

Dependent/Beneficiary *

Help

Name Addrass || Personal Profile |

Person ID
Dependent/Beneficiaries Q 1 | 4 | 20i2 » View All
“Dependent/Beneficiary 1D |(]2 +| - |

Name History Q, 1af1 v | WView Al

“Effective Date |06/21/2024 [ | | |- |
*Format Type | English w

Mame Address Personal Profile

For Life Events, the Effective Date field defaults to the date that the coverage will begin (in
this scenario, a newborn dependent is being added based on a Birth event. Therefore, the
Effective Date field defaultstothen e wbor nés date of birt h). (D¢
not change this date as it must match the Event Date, or the system will not recognize this
dependent as eligible for coverage. The Dependent/Beneficiary ID field will default to the
next available Dependent/Beneficiary ID number (i Bdin this scenario) and increment by 1 for
each additional dependent subsequently added.

66.

Click the Edit Name button.

Edit Name
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The Name page displays in a pop-up window.

Name *
Help =
English Name Format
Name Prefix | v
“First Name | |
Middle Name | |
*Last Name | |
Name Suffix | v
Display Name
Formal Name
Name
I CK l [ Cancel H Refresh Name l
67. At a mini mum, enter the dependent bés first
Name Prefix, Middle Name, and Name Suffix fields are optional but should be entered as
applicable.
I'Firsqﬂam¢ I
Middle Hama
I “Last Marme I

68. Click the Refresh Name button.

I Refrash Mame I

Rev 3/1/2025 Page 84 of 113



/ Cardinal Benefits Job Aid
V4 BN361 Creating and Completing a Life Event on behalf

of an Employee

Step Action

The Name page refreshes.

Name

Help

English Name Format

Name Prefix

“First Name |Bacon

Middle Name |

“Last Name |Biscui1
Name Suftx

Display Name Bacon Biscuit

Formal Name  Bacon Biscuit

Name BiscuitBacon

H Refresh Name

OK Cancel

The Display Name, Formal Name, and Name fields will populate based on the name

0 information entered.

69. Click the OK button.

I QK I| Cancel H Refresh Name
The Name tab redisplays.
Dependent/Beneficiary x
Help =
[ Mame H Address ‘ Personal Profile
Person 1D
Dependent/Beneficiaries I& |T |T 2of2 v | View Al
*Dependent/Beneficiary D |02 |+ m
Name History Y v View Al
+][=]

“Effective Date |06/21/2024 ]
"Format Type | English w
I Edit Name

Display Mame  Bacen Biscuit

Cancel Apply

Personal Profile

Name | Address
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0 The Display Name field auto-populates with the name information previously entered.

70. Click the Address tab.

| MName | Address Personal Profile

The Address tab displays.

Dependent/Beneficiary X
Help =
| Hame || Address l Personal Profile
Dependent/Beneficiaries Q _< |T 2of2 w View All
#][=]
Person ID
Dependent/Beneficiary ID 02 Name Bacon Biseult
Address History Q| 10f1 w View Al
*Effective Date |06/2172024 r-. T| t|
L Same Address as Employee Address Type ’7‘4
Address
Country | USA Q| ypited States
Address Edit Address
71. Complete the address information as applicable for the dependent by clicking the Same

Address as Employee checkbox option (applicable for this scenario).

nme Address as Employee

User can also complete the address information as applicable for the dependent by selecting
0 the applicable Address Type using the dropdown button provided and then clicking the Edit
Address button (the Edit Address page will display in a pop-up window and the applicable
address information can be entered).
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The Address tab refreshes.

Address History

“Effective Date 06212024 ]|

Same Address as Employee
Employee's Current Address

Country USA United States

Address 400 South Main St
Richmond, VA 23232

Dependent/Beneficiary *
. Help
Name Address. Parsonal Profile
Dependent/Beneficiaries Q <[ «][ze2 ~ View All
+|[=
Person ID
DependentBeneficiary ID 02 Name Bacon Biscuit
Q 10f1 v 1 View All

+| =
Address Type | Home v

@

The address information auto-populatesinthe Emp | oy ee 6 s

Cur seetiont Ad

Click the Personal Profile tab.

Mame | Address I Personal Profile I

72.

The Personal Profile tab displays.

| Name ‘ Address ‘ Persanal Prafile

Dependent/Beneficiary

Personal Profile

DependentiBeneficiary 1D 02

*Date of Birth | =]
Birth Country | Q
Dats of Death |
Medicare Entitled Date | =

Personal History

*Effective Date [06212024 rﬂ

Bacon Biscuit

*Relationship to Employee |

*Dependsnt Baneficiary Type |

"Gender | Unknown

“Marital Status | Single

O student
(O Disabled

Smaoker

Oceupation

IS ysa

Person ID
a | T |T [Zorz ~ View All
=
Birth Location |
Birth State a
RidersiOrders exist
Riders/Orders
|Q 1of1 « View Al
+[-]
v
]
V\ As of =
As of
As of )
Asof
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The following steps provide instructions for completing the required dependent information. If
0 any of the other optional information is provided by the employee, it can be entered in the
corresponding fields. The Student and Smoker checkbox options are not required in
Cardinal and this information is not transmitted to the Plan Provider (Vendor).

73. Click the Date of Birth Calendari con and sel ect the depende
*Date of Birth I r"]l

74. Click the Relationship to Employeedr opdown button and sel ecHt
relationship to the employee (AChildo in t

“Relationship to Employee I VI

75. Click the Dependent Beneficiary Typedr opdown button and sele

"Dependant Banaficiary Type | \'I

0 AApproved Dependent oOapplicablesupporinytdaumerdation bas bekne
provided by the employee. The coverage for the dependent is not reported to the Vendor
until the dependent is in this approved status.

76. Clickthe Genderdr opdown button and select the dep

AFemal ed) (AMaled in this example).
77. The Marital Statusf i el d defaults to ASingl eo. Do n
"Marital Status I Singla - I
78. Click the vertical scrollbar to scroll down on the page to the National ID section.

79. Enter the dependent 6s Soci aNatioBaIlDfieldi t y Numb

= ysa
* Mational ID
my Q 1-1 1w | View Al
“Country “Mational |D Type Description Mational 1D Primary 1D
UsA Q| |PR Q| Social Security Number : ] &+ | - |
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I f the employee did not provide the depend
has not been obtained yet, this field can be left blank for now. However, as soon as the SSN
is obtained, it should be entered as soon as possible by re-opening and reprocessing the
Benefit Event. Dependent SSNs are necessary for accurate ACA reporting. Agency BAs can
use the Base Benefits Consistency Audit report to monitor dependents with a missing

SSN.

80.

Click the OK button.

- e

The Dependents / Beneficiaries tab redisplays.

BenAdmin Data Entry x
Help =
Event / Participant Selection Option Election [ Dependents / Beneficiaries l
Schedule ID  EM00 Employee ID
EventiID 5 Event Data 06/21/2024 Birth or Adoption
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits
Dependent/Beneficiaries Currently on Record
Name Relationship to Employee Dependent Beneficiary Type Date of Birth
Biscuit Sausage Spouse Approved Dependent 06/10/1991
Biscuit Bacon Child Approved Dependent 0612112024
Change/Add Dependent Data
Elections Requiring Supplemental Information
10 Medical Enroll Dependents
l Cancel ‘ Apply \ Refrash ’
Event / Participant Selection Option Election Dependents / Beneficiaries M

The dependent just added displays in the Dependent/Beneficiaries Currently on Record
section.

81.

Click the Option Election tab.

Event / Participant Selaction Dption Election Dependents | Beneficianes
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The Option Election tab redisplays.

Event / Participant Selection

Sched D EMOO Empl 1D

Event Data  0B212024 Bifth or Adoplicn

* Available Plans and Options (0

Plan Type 10 : Medical

Option Code (28 Q,

Health Provider 1D

DependentsBeneficiaries

Enrodl Al

Depandents/Bensficiaries

BenAdmin Data Entry

Option Election ] Dependents | Benaficiaries

Ben Record [} EventiD &

Excess Crodit Rollover To  Forfeit Excess Credits

COVA Care 4 Prev Deral (ACCO) (Famiy)

Previously Seen

Special Requirements

. Ralationship 1o Haalth Provider Proviously  Covered i
L Name Employes D Soen Parson Type Age Limit Flag
" Q|  sausage Biscuit Spouse Spouse
L9

Event/ Participant Selectian | Ogption Election | Dependerts | Bensficiaries

o

82.

Enrcll A

Next, enroll the dependent(s) in the previously selected Medical Plan by Clicking the Enroll All
button if all dependents will be enrolled (applicable for this scenario).

@

Users can also enroll the dependent(s) in the previously selected Medical Plan by adding the
applicable dependents individually using the ID Look Up icon within the

Dependents/Beneficiaries section. Additional rows can be added in this section by clicking
the Add Multiple Rows icon (+...).

A message displays in a pop-up window.

All existing enrollments for this Plan will be deleted to make room for the new eniries. {4000,60)

You have selected to mass enroll all eligible Dependants or Beneficiaries. To make room for these automatic enrollments, all existing individual enrollments will first
be removed, along with any current election information

oK H Cancel l
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0 This is not an error message. It is just a message confirming that all dependents will be
removed and then all eligible dependents will be enrolled.

83. Click the OK button.

QK Cancel

The Option Election tab redisplays.

The dependents enrolled display in the Dependents/Beneficiaries section. Validate for
0 accuracy and ensure that all applicable dependents are listed.

84. Click the OK button.

[ - e
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