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How to Review Benefit Statements Overview

This Job Aid provides guidance on how to access and review Benefit Statements.
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How to Review Benefit Statements

To review an employee’s Benefit Statements, the Agency BA can access the Review Employee
Statements page.

Step | Action

1. Navigate to the Review Employee Statements page using the following path:

Benefit Administrator Tile > Review Employee Benefits > Review Employee Statements

The Review Employee Statements Search page displays.

Benefits Administrator

Review Employee Statements

w Search Options

Employee ID (begins with)

\
Empl Record = |
Name (begins with) \

\

Last Name (begins with)

2. Enter the employee’s Employee ID in the Empl ID field.

Note: Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known.

Empl ID | begins with ~

3. Click the Search button.

Search ’ Clear }

The Review Employee Statement Search page refreshes with the search results at the bottom of the
page.

Benefits Administrator

Rewview Employee Statements

= Baurch Options

Ermgloyer I [baging with)

Search Clear
Select Employses

Emplayes i Empd Record
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Step | Action

4, Click the Expand icon for the applicable employee.

Select Employees

Hamme { Tinde Emplayes D Errpl Fowcordd

Benefits Adminisirator
=1 3 Seiedl Evpiovee
Review Employee Statements
Satement Typs
T
Evertt Data Isaue Data Sag Enrclimert Evert
oM DETAGUZZ §0 03100 Opsen Ervolmasnt My 2022 COWA
ormAE DEA0CEE 808 18P [ Crpen Ervalimesnl Miay 2007 COWAR

The Review Employee Statement refreshes and the employee’s individual Benefit Statements display.

Note: Optionally, use the Statement Type dropdown button to narrow the search results down to a specific
type of Benefit Statement. At this time, COVA is only using the “Confirmation Statements” Statement Type.

Click the Expand icon for the specific Benefit Statement that needs to be reviewed.

T

Evant Cam Ixsue Dam Seq Enrglimend Evess
anTE? RO 1008 1P 2 s Erioliviant Wiy 2022 COVA
anI? O ROR 1P

Cipen Enoliment Way 2022 COVA

Scaiemans Type

CoAtETEon Stalemen

Confrraion Staermerd

..

¥

The Benefits Statement displays for the selected Benefit Statement.

Benefits Statement
Statement Type Confimation Statement

Description Open Envoliment May 2022 COVA
Statement Issue Date 06/01/2022 10:08PM

This statement canfirms your Open Envcllment Way 2022 COVA beneft selections and pay period costs, dependent information, and beneficiary information. If an error has been made in recording

x

Print View

unti the next Benefits Opan Enrolment or yau experience a change in family status or employment situation. Please keep the statement for your recards
Statement Sections

Expand All

+ Parsonal Information

» Cost Summary

} Election Summary

» Dependents and Beneficiaries
} Dependent Enroliments

¥ Investment Allocations

ur elections, p your benefits

il remain in effect

6. Click the Expand All button to view the detailed information.

Expand All
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The Benefits Statement page refreshes with the detailed information.

Ekgpibiiey riarucion

ok, deprrdert

S

Benefits Statement

Cwacrigion Opes [ reciiment &

rikrrsbor, and ey mkereton. ¥
bt o b

Falo

snoo

ST

information.

Review the information as needed. Use the vertical scrollbar to scroll down and view all of the

Print View

To print the Benefits Statement, click the Print View button.
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Action

The Benefits Statement displays as a PDF document in a separate window.
not display, the user may need to allow pop-ups from the website.

ﬁ Cardinal

CONPUOATION OF 1833 ELECTRONS
OFEN INROLLMENT MAY 3022 COVA

If the Benefits Statement does

Review the statement and print as needed.
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