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Creating and Completing a Life Eventon  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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Revision History

Revision Date Summary of Changes

12/8/2025 Notes added in all sections to provide additional information regarding the
Schedule/Prepare Activity button.

Language added regarding the use of special characters in name fields.

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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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 b
(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 oy-¥ear Edentdhromgb Employed 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

~ 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‘ / [l Saved Searches | Choose from saved searches V| f

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 +| |

~ Show fewer options

[ 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 Overview of the Cardinal HCM Search Pages . This Job Aid is located on the Cardinal

Website in Job Aids under Learning .

Enter the empl oyeetSsarckEllpiieclbyee 1 D in the

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

Department, and Name.

Search by: | Empl ID v

begins with |

3. Click the Search button.

T ‘

Clear
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The Benefit Event page displays for the applicable employee.

scenario).

4. Click the Life Event dropdown button and select the applicable LifeEve nt (A Mar r i

Lifie Event H

vI
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Step | Action

The Benefit Event page redisplays with the selected Life Event.
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5. Click the Life Event Date Calendar

Life Event Date

icon and select the applicable date.

@

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

6. Click the Paperwork Receipt Date Calendar

Paperwork Receipt Date

icon and select the applicable date.

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

Click the Health Change Needed dr opdown button and select

Health Change Meeded: ¥

Even if the Life Event does not require a change in the Health Plan Coverage Code for the
empl oyee, sed, this is a birth @veng and the employee is already enrolled in
AFami |l yo coverage. However, a
selected, a Benefit Event will not be created.
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Step

Action

nrer L

The Benefit Event page refreshes.

[ 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 available for selection
AEmpl oyee + CH (Child)odé, and fAFamilyo. Pl ea
empl oyeeds enrol |l ment This wild/l be done wh

ClicktheChange dr 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
F5A Change Needed: B

Change: o

11.

Click the Save button.

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

0) Recent Searches | Choose from recent searches VI / [1 Saved Searches | Choose from saved searches V] /

Empl ID | begins with VI l

|

Empl Record

[
[
Name [ begins with VI l
[
[

Second Last Name | begins with vl l

|
|
|
Last Name | begins with VI l l
|
l

Alternate Character Name [ begins with vl I

A Show fewer options

[ Case Sensitive

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
Overview of the Cardinal HCM Search Pages . This Job Aid is located on the Cardinal
Website in Job Aids under Learning .

13. |Enter the employeetEmplPbrigd oyee I D in the

Searches can also be performedusi ng t he empl oyeeds name. H
use the Employee ID as every employee will have a unique Employee ID.

Empl ID | begrs with « I I

14. Click the Search button.

.
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Step | Action

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

|Ce-Demand Evest Manienance

son Praquancy  Amasl Prequency

Vdste® rarve ——" Yoe trvary Pnelamfpply Coloite

Camdrmptos Vsbomane .

15. | Review the Activity Date field.

Activity Date | 01/01/2023

For Life Events, this date will auto-populate 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
0 field defaults to the first day of the month following the date of marriage). Ensure that this date

is accurate.
The Source f i el d wi | | be AAdtiam field Will defaudt based on the type of 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.

Hedp
Person 1D Ben 0
Record
BAS Activity
m Q
Salect Empl Record ';:LJ?;. Event Date  Event Effaeg ::'“!nn COBRA Aotlon
o Marnial . o ok
] Event QU0 1 MAR L —
| oK | cancsl
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Step | Action

17.

Select

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

18.

Click the OK button.

oK Cancel

On-Demand Evest Maintenancs

Bagrocany

The On-Demand Event Maintenance page redisplays.

On-Demand Event Malterance

Ser teves

Fomwhan Apody Cotmim

19.

will be disabled, and
22.

If the Pending Activites f i el d

If the Benefits Administration process has already run, the Schedule/Prepare Activity button

the Pending Activities f i el d wi |

di s pl| a ySshedule/Rrépare Activityi ©uttont h e

Note: Clicking the Schedule/Prepare Activity button will launch an automated program that
schedules and prepares the activity.

Il display a @0

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

Process completed successfully. (3000 530)

Rev 12/8/2025
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Step | Action

20. Click the OK button.

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

€ Cardinal Homspage

On-Demand Event Maintenance
Parzon 1D Den Recond o
Activity Data Sourca Empl Racond
8 ehachula'Prapans Astivity Pendlng Acohvimas 0 ShewAcenvities Asen
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

21. | Confirmthatthe Status f i el d di spl ays a Everi Status digldrdsplags aa n d
AOpen for Processingo.

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 ACardinal
Be n e fin thesSabject line.

22. | 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

Option Election

‘ Event / Participant Selection | | Dependents / Beneficiaries

SchedID EMOD Empl ID Ben Record 0 EventID 2
Event Data 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)

Esa

Health Provider ID O Previously Seen

Special Requirements

Dependents/Beneficiaries

Enroll All

Dependents/Beneficiaries

Relationship to Health Provider Previously Covered

*ID Name Employee ID Seen Person Type

Age Limit Flag

0o o

Help

23. |Sel ect the applicable Medical Pl an based

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
corresponding link in the OptionCode c ol umn ( Benef it Pl an i

and a stepchild).

The Coverage Codes are as follows:

17 Single

21 Employee + Spouse

37 Employee + Child (except for Tricare)

47 Employee + 2 or More Dependents (Family i except for Tricare)
81 Employee + Child(ren) (Tricare only)

91 Family (EE + SP + Child/ren for Tricare only)

E N

Plam Typa 10 ; Medical

Clpemﬂdd-:t
CON Care = Pres Dertal (RGCT{ Sngle)

on

Option Code Look Up icon (magnifying glass) within the Plan Type 10: Medical section and

Coverage Code (based on the employeeds Bene

ACCU(

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

Rev 12/8/2025 Page 12
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Step | Action

The Option Election tab redisplays.

EenAdmin Data Entry
Hek
Evenid ! Particigant Selechion Option Election Dregmrncdents | Berwtcianes
Sched IO 2400 Emgl I BenRecord EvertlD 2
Evend Dada 001207 Mamage Excess Credit Rolover To  Forlel Excew Credin
= Avallable Plans and Options (& Q
Plan Type 10 : Medical
Option Code | 25 Q »
CondaCane = Priey Dental (ACTED) (Seif + Spouse )
Healih Provider ID O Previously Seen
CependentsBeneficiatios
Ervedl Al
DependentsBeneficiaries
0 — mmmm ﬂ;mﬂmr Pwhm;‘:slt Ewlm Age Limit Flag
Q -
24. | Click the Dependents / Beneficiaries tab to add the new dependent(s).
I Dependents | Beneficiaries I
The Dependent / Beneficiaries tab displays.
BenAdmin Data Entry x
He:
Evert / Parscipant Selection Qpton Election Dependents / Beneficiaries
Schedule ID EMOO Employee ID
EventiD 2 EventData 01012023 Marmage
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 Enrol Dependerts
| OK Cancel Apply Refresh
Evert / Parscpant Selection Cption Election Dependents / Beneficanes

Rev 12/8/2025
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Step

Action

25.

Click the Change/Add Dependent Data link.

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

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

Dependent/Beneficiary X
Hame Address Personal Profile
Person 1D
Dependent/Bensficiaries Q o Wiew Al
“DapendentBensficiary 1D |1 *=
Mame Histary Q - e
“Effective Date (01012023 t +| =
“Format Type | English w
Display Hame Edie Name
oK J Cancel Apply
Narme Fersonal Prafile

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 1D
number (fi 0 In ¢his scenario) and increment by 1 for each additional dependent subsequently
added.

26.

Click the Edit Name button.

Rev 12/8/2025
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Step | Action

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 e
Display Name
Formal Name
Name
OK | Cancel | Refresh Name

27. |At a minimum, enter the dependent és fir Namea
Prefix , Middle Name , and Name Suffix fields are optional but should be entered as applicable.

Note: Do not use accent marks or special characters in the name fields. These are not
recognized and can cause errors when uploading to the Vendor.

I “First Mame I
Middle Mama
I “Last Mame I

28. Click the Refresh Name button.

v Carel I R#freih Mams I

Rev 12/8/2025 Page 15 of 113
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Step | Action

The Name page refreshes.

Hame =

Ergligh Hare Form

Dinplary Masw W% Joreadd

i L

L Cargel Refresh Nams

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

29. Click the OK button.

oK Cancel Refresh Mame

The Name tab redisplays.

Dependent/Beneficiary X
Help

Name Address Personal Profile

Person ID
Dependent/Beneficiaries Q, 1of1 v View All

4+ -

*Dependent/Beneficiary ID 01

Name History Q 10f1 v I WiewAll

“Effective Date | 01/01/2023 +| -
*Format Type | English v

Display Name  Wife Jones32 Edit Name

OK Cancel Apply

Name | Address | Personal Profile
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Step | Action

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

31. Click the Address tab.

Name Address Personal Profile

The Address tab displays.

Dependent/Beneficiary x
Help
MName Address Personal Profile
Dependent/Beneficiaries Q 1of1 View All
| -
Person ID
DependentBeneficiary ID 01 Name Wife Jones32
Address History Q 10f1 + View Al
*Effective Date |01/01/2023 + -
[ Same Address as Employee Address Type »
Address
Country | USA Q | united States
Address Edit Address
Phone Information
5 Q 110f1 v
Same As Employee Phone Type Telephone Extension Preferred
] v (] + -

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

m Same Address as Employee

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
0 Address button (the Edit Address page will display in a pop-up window, and the applicable
address information can be entered).

| Edit Address |

Rev 12/8/2025 Page 17 of 113
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The Address tab refreshes.

HName Address Fersonal Profile

Dependent/Beneficiaries

Dependent/Beneficiary 1D 01

Address History

Same Address as Employee
Employee's Current Address

Country USA

Address 100 East Main Street
Richmend, VA 23219

Phone Information
7 Q

Same As Employee Fhone Type

-

“Effective Date |01/01/2023

United States

Dependent/Beneficiary

Name  Wife Jones32

Q

Address Type | Home

Person ID

View All

33.

Click the Personal Profile tab.

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

Cu r seetiont

Add|

Name

Address

Personal Profile

Rev 12/8/2025
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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

o corresponding fields.

The Student and Smoker checkbox options are not required in Cardinal, and this information is
not transmitted to the Plan Provider (Vendor).

34. | Click the Date of Birth Calendar i con and select the dependen

“Date of Birth

35. | Click the Relationshipto Employee dr opdown button and select
to the empl oyeescénaridpouseo in this

"Relatienship to Employee I VI

36. | Click the Dependent Beneficiary Type dr opdown button and sel ec

“Dependent Beneficiary Type I vI
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Step | Action
AApproved Dependento is selected once the a

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

37. |ClicktheGenderdr opdown button and select the depe
AFemal ed) (AFemaledo in this scenari o).
“Gender | Unknown "'I

38. | The Marital Status f i el d def aulpdate &Singékdéd for th
this scenario).
“Marital Status | Mammied B As of 12162022 H
I f any status other than ASingl ed | MargakStatus t
asofCalendar i con (A12/ 16&deaflo22060 i n this

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

40. |[Enter the dependent 6s Soci aNatiolklR fieldi t y Numbe

* National ID

H Q 1ol 1 w | View Al
“Country “Mational ID Type Description Natignal ID Primary ID

USA, Q PR Q  Social Security Mummber I I o+ -—

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.

41.

Click the OK button.

oK Cancal Apply
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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 add dependent displays in the Dependent/Beneficiaries Currently on Record section. If
additional dependents need to be added (e.qg., birth of twins, adding stepchildren as a result of

marriage, etc.), proceed with Step 42.
If no additional dependents need to be added, skip to Step 44.

42.

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

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

Rev 12/8/2025
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Step | Action

The Name tab redisplays.

Dependent/Beneficiary ®
Help
Name Address Personal Profile
Person ID
Dependent/Beneficiaries Q v View All
"Dependent’'Beneficiary ID |01 +| -
Name History Q of 1 View All
“Effective Date | 01/01/2023 [i] +| -
*Format Type = English ~
Display Mame  Wife Jonesa2 Edit Name
OK | Cancel Apply
Mame | Address | Personal Profile
43. | Click the Add a New Row icon (+) within the Dependent/Beneficiaries section.
+ -—
The page refreshes with a new row.
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
(], l Cancel Apply
Mame | Address | Personal Profile

Rev 12/8/2025
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Step

Action

@

The Dependent/Beneficiary ID f i el d

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

231 38 as needed until all dependents have been added.

i ncr eme nt sscebayio af thi®is tliefi 0 2 ¢
second dependent being added). Dependent/Beneficiary IDs do not need to be sequential and

The Dependent/Beneficiaries

tab displays after all dependents have been added.

BenAdmin Data Entry
Event / Participant Selection ‘ ‘ Qption Election | Dependents / Beneficiaries
Schedule ID  EMO0 EmployeelD . . __ I
EventlD 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 ploy De Beneficiary Type Date of Birth
Jones32 Wife Spouse Approved Dependent 05/05/1997
Thomas54, Stepchild Stepchild Approved Dependent 056/22/2015

Elections Requiring Supplemental Information

10 Medical Enroll Dependents

OK ‘ Cancel H Apply ‘

Event / Participant Selection | Option Election | Dependents / Beneficiaries

Help|

‘ Refresh

All dependents that have been added display in the Dependent/Beneficiaries Currently on

Record section (spouse and a stepchild in this scenario).

44,

Click the Option Election tab.

Event / Parficipant Selection Option Election Dependents / Beneficiaries

Rev 12/8/2025

Page 23 of 113



//;) Cardinal

Benefits Job Aid

BN361 Creating and Completing a Life Eventon  Behalf
of an Employee

Step | Action

The Option Election tab redisplays.

Event | Participant Selaction

Sched IO ENDD

Event Data

Flan Type 10 : Medical

Dependents/Beneficiaries

Enrall All

Dependents/Beneficiaries

"o Narrie

Option Election

Empl ID

012023 Marmage

~ Avallable Plans and Options @

Opticn Code PE Q

Health Provider ID

Plan Type 60 : Flex Spending Medical

BenAdmin Data Entry ®

Dependents /| Benehcianmes

Ben Record Q EventlD 2

Excess Credit Rellover To  Forfesl Excess Credils

COVECare + Prev Dental (ACCO) (Family)
O Previously Seen

Special Regurements

Relationship to Health Provider Previousiy Covered
Employes {[x] Seen Pei

Type Age Limit Flag

45,

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 All

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 the Add Multiple Rows

icon (+...).
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Action

The page refreshes.

Event Participart Sedaction

Sched ID  EMID

Event Data  (MA02023 Mariage

> Available Plans and Optisns (3

Plan Type 10 ; Medical

Option Code | 28 Q

Health Provider ID

DependentsBeneficiaries

Enroll All

Depandents/Benaficlarias

"o

Ll Q

- )
+.

Hame

‘Wife Janes3?

Siepchild Thomash4

Dption Election

Empl ID

O, Care + Prév Dental (ADCO) (Family)

Relationship to
Emiployes

Sponise

Stepohikd

BenAdmin Data Entry

Diependents | Beneficiaries

Excess Credit Rellover To  Forfeil Excess Cradils

O Previcusly Sesn

Health Provider
L=}

Previously
Seen

Ban Record

Covered
Parson Type

Spouse

Child

0

EventiD 2

o

#Auge Limit Flag

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

46.

Click the vertical scrollbar to scroll down on the page.
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The FSA Elections section of the Option Election page.

FSA elections).

BenAdmin Data Entry x
Plan Type 60 : Flex Spending Medical =
2,
Option Code |1 ¢
Medical Flex Spending Account (FLXMED)
Annual Pledge $1,000.00
Employee Contribution Override
Monthly
{¥:Contribution Worksheet (@)
Special Requirements
Plan Type 61 : Flex Spending Dependent Care
@
OptionCode (W  Q
Waive Coverage
Annual Pledge $0.00
Employee Contribution Override
» Contribution Worksheet (3
Special Requirements
Plan Type AZ : Flex Spending Admin Fee
°
Option Code |1 h
Flex Spending Admin Fee (FLXFEE)
Special Requirements
[ OK H Cancel H Apply ‘ ‘ Refresh ‘
>
. a .
47. |Review the employeebs FSA elections and mak

provided by the employee (in this example, the employee is not making any updates to their

48.

Click the OK button at the bottom of the page once all elections have been made/updated.

I QK I Cancal

Apply

On-Demand Event Maintenance

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

Persen 1D Ben Record
Actviy Date Source EvpiRecord 0
SchaduePrepare Acovety Pending Activites 0 Show Acovites Action
Evert 1D 2 BvemtDste  0UDIR) Stmus Cotered cuss MAR Event Saenss Update
Prepare Optiens Evert States
Oper: 8¢ Procensing
Ervolment Statement
Run Date Fraquency
# Deduction Frequency (0 Annual Fraguancy
Bocten . Emesd  gof Show Pans
Vandate¥insize & Show Emors. Finalizethpply Defaults
rrors
Confirmation Statament fun Date
Reprocess Process Indica Q
al Processng
Save | | Rewnto Searcn | Nowty
==
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The Status f i el d wi | | now di sEpeht&tatusafsi eilEch tveirleld 0st i
efor Processingo.
49. | Click the Validate/Finalize button.

I Walld ate¥inaie I

.y

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)

50.

Click the OK button to close the message.

Process completed successfully. (3000,530)

On-Demand Event Maintenance

Activiey Date Source

SehestePrepare Actity

Prepace Options Evare Stz

Envolinent Sutement Fun Date

Blection Entry Emesd g g Show Plans
Validstafinoka . a Show Errors

Confemation Statement

Reprotess Process Indicstor N

Save | Retum o Search Nosty

@

TheStatus f i el d wil |l now < ing pll d yekvans Stail iwetdavill stitk désplay
as AClosed to Processingo.
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Action

51.

Click the Save button.

Il Save I Rutumn to Search Moify

This process is now complete. Refertothe Vi ewi ng t he Empl oy e eséctionB
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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Removing Dependent(s)

BN361 Creating and Completing a Life Event on

Behalf
of an Employee

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

of the employee wherein one or

mor e

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.-Ydahkwente mpl oy e

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 empl oyee

wher ein

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
~ 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‘ 4 [l 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 options

O Case Sensitive (J Include History (] Correct History
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Step | Action

@

Overview of the Cardinal HCM Search Page
Website in Job Aids under Learning .

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

. This Job Aid is located on the Cardinal

2. Enter the

Department, and Name.

empl oy e e 6Ssarckbypfield vy e e
The other search by options available (Search by dropdown button) are Business Unit,

I' D in the

Search by: | Empl ID | begins with

3. Click the Search button.

G ‘

Clear

Benefit Evenl

The Benefit Event page displays for the applicable employee.

Life Evert | " |

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

Banefit Event Datail

Emplayee

Life Event

Life Event | Divorce -

Life Event Date =
Huwalth Change

Health Change Needed: A
Current Cov. Level: Future Cov. Level:

Change:

Speclal Processing Message (Health)

D Banefit Record Number 0
al i [w][«|[zez Vigw Al
+
Paperwark Receipt Date | )

FSA Change

F5A Change Needed: bl

Change:

Special Processing Message (FSA) ‘

Ratun 1o Search | | Praviousin st | [ reetin List

5. Click the Life Event Date Calendar
scenario).

Life Event Data

icon and select the applic

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

6. Click the Paperwork Receipt Date Calendar

(A6/21/20240 in

Paperwork Receipt Date IDE-‘?‘IJ?':I?-i [::.'I

icon and select the applicable date

this scenari o).

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

Action

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

1 If the Life Event does require a change in the Health Plan Coverage Code for the
empl oyee, sed.,thisisa divoree uent, @nd the employee will still cover
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.

< Cardinal Homepage Benefit Event

[ Benefit Event Detail
Emplayee ] Benefit Record Number 0
Life Event |l [ ]| «]|[20r2 ¥ View All
Life Event | Divorce bl +
Life Event Date |0B21/2024 [E] Paperwork Recaipt Date |0621/2024 [=]
Health Change FSA Change
Health Change Needed: | Yes v FSA Change Needod: v
Curent Cov. Level: Family Future Cov. Leval: hd
Change: [ ~ Change: -
Special Processing Messaga (Health) |
Special Processing Message (F5A) |
A
m | Roturn to 50 ! F NextinList |

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
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Step

Action

The coverage levels available for selection are:

T ASingl e, Empl oyeeo

T AEmpl oyee + Spouseo

T AEmployee + CH (Child)o

T AFamilyo

Please notet hat t his does not actually change

when the Life Event is processed.

t

ClicktheChangedr opdown button and select the ap
remove spouse/ineligible dependentsodo in t

Changa: l vl

p
h

@

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 Datail
Employes D Benefit Record Number 0
Life Event all | 7] | Il | 2012 w View Al
Life Event VOTCe e | +
Life Event Date 05212024 Paperwork Receipt Date  DE2172024
Health Change FS5A Change
Health Change Neaded: ¥ ot FSA Change Needed: o
Current Cov. Level: Family Future Cov. Level: Family ot
Change: w Changa: =
Special Processing Message (Health) | Use DIV event to remove spouse from health coverage. Required Documentation: Divorce Decree ;l
signed by judge. 1§ updating both Health coverage and FSA, please process the DIV event first bafore
-y ) lerd Dhnssans antat, [k Dinas vl
Specinl Processing Message (F5A) |
m Rétlum o Seanch Prévious in List N 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

0 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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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
0 Overview of the Cardinal HCM Search Pages . This Job Aid is located on the Cardinal
Website in Job Aids under Learning .

12. Enter the employeed@EmplBrfigld oyee I D in the

Searches can also be performed using the e
use the Employee ID as every employee will have a unique Employee ID.

Empl ID | begins with « I I

13. Click the Search button.

Search ‘ Clear
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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 0
Activity Date 070172024 Source Manual Event Empl Record 0
Schedule/Prepare Activity Pending Activities 1 Shenw Activiies | Action o
Event 1D 0 EventDatw Status Class 1 Event Staks Update
Event Status
Run Date Frequency

Deduction Frequency  Annual Frequency

Emered oof 0

Finalize/Apply Defaults
Errors 0

Run Date

Process Indicator N

Normal Processing

P —
m‘ Return to Search \ Notify

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 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 Source f i el d wi | | b e AAvtam fiel Will defaudt based on the type of
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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Action

15.

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

Select Empl Recor

Cancel

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
Schadule/Prepare Activity Pending Activities 1 [ Show Activities | Action o
Event 1D 0 EventDate Status Class | Event Status Update

Event Status
Run Date Frequency

Deduction Frequency  Annual Frequency

Entered g of 0 Show Plans

Finalize/Apply Defaults

Run Date

Reprocess Process Indicator N

m“ Retum to Search i Notify ‘

Normal Processing

16.

If the Benefits Administration process has already run, the Schedule/Prepare Activity button

will be disabled, and the Pending Activities f i el d wi | | di splay a i
Step 19.

If the Pending Activities f i el d di s p | a ySshedule/Rrépare Activityi tuttont h e

Note: Clicking the Schedule/Prepare Activity button will launch an automated program that
schedules and prepares the activity.

Schadula/Prepara Aclivily II
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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.

[_OK |

The On-Demand Event Maintenance page redisplays.

< Benefit Event Detail = On-Demand Event Maintenance

On-Demand Event Maintenance

Frequency

® Deduction Frequency O Annual Frequency

| Entered pof 1 Show Plans

Show Err (O Finalize/Apply Defaults
Errors 0

Run Date

eprocess | Process Indicator !N Q|

" Normal Processing

Person 1D Ben Record 4 0
Activity Date Source Empl Record 0
Pending Activities 0 Show Activitie Action
Event ID 8  EventDate 07/01/2024 Status  Prepared Class DIV Event St
Opt Event Status Open for Processing
‘ = M Sta ) | Run Date

18

Confirm that the Status f i
AOpen for

el d displ ays
Processingo.

Status F'reparedl Class DIV |

II: wient Status

Even
Open far Processing

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

Be n e fin thesSabject line.

a Everi $atus dieldrdsplags as n |

19.

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/ Pasicpart Selectin | Option Election | | [ependans / Bensficiaries -
Sched ID  EMOD Emp ID Ben Rec L] Event il D 8
~ Available Plans and Options
Plan Type 10 : Medical
Option Code |40 @,
COVA Cr+Exp Den+Out-of-nbwk (ACC3) (Family)
Health Provider D Provious| ly Sean
Dependents/Beneficiaries
Dependents/Bansficiaries
" Hama Relationship o Hsalth Provider Provious Coversd 1 Age Limit Flag
o (=% Cunrtis Gilmore Child Child -
% & MARGARET Spouse spouse -
03 Q TYLER GILLMORE Chid ] Chid -
Event { Participant Salec Option El Dap Banafi
20. Selectt he applicable Medical Pl an based on th

17
217
3i
47
81
97

Single

E R I ]

needed by clicking the Option Code Look Up
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:

Employee + Spouse

Employee + Child (except for Tricare),
Employee + 2 or More Dependents (Family T except for Tricare)
Employee + Child(ren) (Tricare only)

Family (EE + SP + Child/ren for Tricare only)

Plan Type 10 : Medical

Option Code

COVA Cr+Exp Den+Out-ofnbwk (ACC3I) (Family)

icon (magnifying glass) within the Plan Type
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Action

21.

Click the Dependents / Beneficiaries
from coverage.

tab to update the applicable dependent being removed

Event | Participart Sedacion l Option Election || Dependents  Baneficiaries I

The Dependents / Beneficiaries tab displays.

BenAdmin Data Entry x
Help
Event / Participant Selection | Option Election ‘ Dependents | Beneficiaries
Schedule ID  EMO00 Employee ID .
EventiD 8 Event Data  07/01/2024 Divorce
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits
Dependent/Beneficiaries Currently on Record
Name Relationship to Employ Dependent Beneficiary Type Date of Birth
Gillmore,Curtis Child Approved Dependent 08/05/2014
GILLMORE MARGARET J Spouse Approved Dependent 08/19/1971
GILLMORE TYLERD Child Approved Dependent 08/08/2004
Gillmore Happy Child Approved Dependent 01/17/2024
Change/Add Dependent Data
Elections Requiring Supplemental Information
10 Medical Enroll Dependents
“‘ Cancsl \ ' Apply ‘ Refresh |
MR | L e
Event/ Participant Selection | Option Election | Dependents / Beneficiaries >4

22.

Click the Change/Add Dependent Data link.

‘l Change/Add Dependent n.ml
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The Dependent/Beneficiary page displays with the Name tab displayed by default.

Name History
*Effective Date |U1ru|f19m r"||
*Format Type | English ~
Display Name  Curtis Gillmore
OK Cancel Apply

MName | Address | Personal Profile

Dependent/Beneficiary x
Help
J Name || Address | Parsonal Brofile |
Person ID
Dependent/Beneficiaries all tora v|| » || 2] 1 viewan
*Dependent/Beneficiary ID |01 +|| -

View All

=

[a] o

Edit Name

23.

J Name || Address I| Parzonal Profile

Click the Personal Profile tab to locate the dependent being removed.

The Personal Profile tab displays.

Name |address | Personal Profile

Dependent/Beneficiary x

Help

Perscnal Profile

DependentBeneficiary ID 02 MARGARET GILLMORE

“Date of Birth |08/19/1971 iR |

Birth Country | Q

Person 10

a1 [u][«][zera~][»][¥]

View All

[+][-]

Birth Lecation

Birth State Q

Date of Daath | |""| Riders/Orders exist
Medicare Entitled Date | ‘r| [
Personal History Q| | Tof1 v View All
*Effective Date |01101/1901 [ + || —|
“Relationship 1o Employes | Spouse v
‘Dependent Beneficlary Type | Approved Dependent v
“Gender | Female v
*Marital Status | Married - As of m‘
C Student As of 7:"|
Disabled As of —r-|
0 Smoker As of 7r"|

Occupation
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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.

o 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.

BE

24, Click the Add a Row icon (+) within the Personal History section.
-

The page refreshes with a new row.

Dependent/Beneficiary ®
Helj
| Hame | Addrass | Personal Profile
Person 1DV
Personal Profile Q 4 4 || 204 » | M| Wiew Al
*+|| =
Depandent/Banaficiary ID 02 MARGARET GILLMORE
“Date of Birth 081911571 [i] Birth Location |
Birth Country | Q Birth State | Q |
Date of Death | n Riders/Orders axist
Medicare Entitled Date | [ .
Ride [c
Personal History Q| 1af2 || b | b View Al
*Effective Date |071012024 [ '|"| '-|
“Relationship to Employee | Spouse vl
*Dependent Beneficiary Type | Approved Dependant V|
"Gender | Famale vl
“Marital Status | Marred vl
[ Student
ClDisabled
Smoker
Occupation |

The Effective Date field defaults to the date on which coverage for the dependent will be
0 stopped based on the Life Event being processed (first day of the following month in this
scenario due to a Divorce event being processed).
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25.

Click the Relationship to Employee dropdown
(AExSpouseodo in this

scenari o) .

button and select the applicable list item

“Relationship to Employee ISp{: 1

4

The page refreshes based on the relationship to employee selection.

Dependent/Beneficiary

Name | Address | Personal Profile

Personal Profile

Dependent/Beneficiary ID 02

MARGARET GILLMORE

| View Al

+-

*Date of Birth [08/1911971 [

Birth Country |
Date of Death D
Medicare Entitled Date

Personal History

*Effective Date | 0710112024

“Relationship to Employee | ExSpouse ~|

Dy Beneficiary Type | L Dapendant V|

“Gender | Female vl

“Marital Status | Marded |

I Student
[ Disabled
CIsmoker

a| Birth State Q

[rorz «|[»|[ 2] 1 viewan

+=]

The Dependent Beneficiary Type f i el d

relationship to employee selection.

updates to AUnappr ov|

"Dependent Beneliciary Type I Unappraved Dependent

~-‘I|

26. Click the Marital Status dropdown butt on and select the appl
this scenario).
“Marital Status l Marred VI
27. Scroll down to the bottom of the page as needed and click the OK button.
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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

Dependent/Beneficiaries Currently on Record

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

Change/Add Dependent Data

Elections Requiring Supplemental Information

10 Medical Enroll Dependents

Event / Participant Selection | Option Election | Dependents / Beneficiaries

Event Data  07/01/2024 Divorce

Excess Credit Rollover To  Forfeit Excess Credits

Date of Birth

08/0572014

08/191971

08/08/2004

0111772024

Help

‘ Refresh |

Dependent/Beneficiaries Currently on Record

The applicable dependent is updated to an unapproved dependent in the
table.

28. Click the Option Election tab to update the enrolled dependents.

Event / Participant Selection I DOption Election I Dependents | Beneficiaries
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The Option Election tab redisplays.

Sched 1D EMOD

EventData  07/01/2024 Dhorcs
= Avallable Plans and Options (@

Plan Type 10 : Medical

Option Code [#1 Q@

Health Provider 1D

Dependents/Beneficiaries
Enrol All |
Dependents/Bansficiaries

0 Mama

Curlis Gilmare

MARGARET
GILLMORE

TYLER GILLMORE

o (I

Event / Particpart Selection | Option Election

Emgi i

BenAdmin Data Entry

Dependents | Beneficiaties

BenRecord 0 EventiD B

Excess Credit Rollover To  Forfeit Excess Credits

@

COVACr+Exp Den Out-of atwic (ACC3) Family)

Relationship 1o
Employes

Child

Spouse

Child

Event/ Participant Selection | Option Election | Dependents

O Previausly Seen

Special Requirements

Covered

Health Pravider L
) Person Type Age Limit Flag

Child
Spouse

Chikd

Beneficiaries

Help

Rafrash

29.

Click the Enroll All

button.

Eniral

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.

I oK

==

30.

Click the OK button to close the message.

OK |
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The Option Election tab redisplays.

Evwent ! Participant Selection l ‘Dption Ebection l Dependents ! Benaficiardes

Sched ID EMO) Empl 1D
EventData 07012024 Dhwarce

~ Available Plans and Options (7

Plan Type 10 : Medieal

Optlon Code (40 @,
COVA Cr+ Exp Dan+ Out-of-ntwk (ACCI) (Family)

Health Provider 1D

Dependents/Beneficlaries

Enrcd All

Dependents/Beneficlares

I Hame Eﬁ;[l:’wnesemnw Ill!:aﬂm Provider
o Q|  Curis Gilmara Child
o3 Q| TYLER GILLMORE Child
04 Q, | Happy Gilmore Child
+

OK Canees | Apaty

Evert / Participant Selaction

Opticn Elaction | Dependants | Bansficiarias

BenAdmin Data Entry

Praviously Seen

Previously
Saen

Ben Record

Excess Credit Rollower To  Forfoit Excess Credits

Spaclal Requiramants

Coverad
Parson Type

Child

Chid

Chid

Event|D &

Help

o

Age Limit Flag

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

31. Click the OK button at the bottom of the page once all elections have been made/updated..
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The On-Demand Event Maintenance page redisplays.

< Benefit Event Detail On-Demand Event Maintenance

On-Demand Event Maintenance

Activity Date

wlalPrepara Activity

Event 1D 8

EventDate 07/01/2024

Source

Pending Activities 0

Status  Entered

Person ID

Class

Event Status

‘ Encollment Statement | Run Date

‘ Election Entry |Enterea ot

, Validate/Finakze j Errors 0

Frequency

Ben Record

Empl Record 0

Action

ov

Event Status Update

0

Open for Processing

® Deduction Frequency O Annual Frequency

Show Plans

Finalize/Apply Defaults

Run Date

L ——
earch ‘| Notify |

| Process Indicator [N Q
Normal Processing

The Status f i el d wi | | now di sEpeht&tatusafield villEstil disgplayead o .
AOpen for Processingo.
Status  Enterad Class DIV Event

Event Status Open for Processing

32.

Click the Validate/Finalize button.

‘l Validate/Finalize

@

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.

Frocess completed successfully. {3000, 530)
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33. 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
Schodule/Propare Activity Pending Activities 0 Show Activities Action
Event (D 8  EventDate 07/01/72024 Status Finalized - Enrolled  Class DIV | Event Status Updats

Event Status
¢ "* Closedto Processing

Run Date Frequency

Deduction Frequency  Annual Frequency

Entered o of 0 ‘ Show Plans

Validate/Finalize Show Ertors Finalize/Apply Defaults
Errors 0

| Confirmation Statement | Run Date

Process Indicator N

Reprocess
m I Return to Search | Notify
L

Normal Processing

TheStatus f i el d wil |l now <ing pll d yekvans Stafligh igetdavill stitt e d
0 di splay as fAClosed to Processingo.

34. Click the Save button.

‘m[ Return to Search ” Motify ]

This process is now complete. RefertotheVi ewi ng t he Empl oyeeods
0 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 a Birth Event on Behalf of an Employee (with a tag along dependent)

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

of

t he

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 Plan. The empl oyee

documentation for the birth and a benefits enrollment 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:

T

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

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

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

The enrollment in the Flex Spending Dependent Care plan will be effective as of the first of the

empl oyee wherein one or more tag along depen

S u

newkt

emp |

month following the employeebs enroll ment (7/ 1] Z

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

After the Benefit Event is processed o add
enrolliment 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 (enrollment

t he

transmitted to the Health Vendor on that evening

the newborn child can be processed the next day (enrollment transmitted to the Health Vendor

on that evening6s i nfitEents mustde grocdssed one dayhapast so thBte n e

the Health Vendor is notified as of each effective date
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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
Overview of the Cardinal HCM Search Pages . This Job Aid is located on the Cardinal
Website in Job Aids under Learning .

Enter the empl oyeedSsarckElmpiieclbyee 1 D in the

Searchby:  Empl ID w | begins waith

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

3. Click the Search button.
o
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The Benefit Event page displays for the applicable employee.

Bt Evist Dol

- Banats Racord Humsar
a Luen q View sl
L Bewrn +
P—— 5 Baperworh Receie Date B
llllll Changs FSA Change
Wastih Changs b 54 Chrangs Hasdas

Save | | Retamin Search

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

'\-’I

Lidu Evaint I

Although this Benefit Event is being utilized to add the tag along dependent and not the
newborn child, ABirth/ Adoptionodo is stil
opened up the employeeds eligibility to

The appropriate change reason associated with this selection will be made later in this
process (Step 9).

It

ad

@

The Benefit Event page redisplays with the selected Life Event.

| Bonofit Event Dotail |

Employen Benefit Record Mumber

Life Event

Lifo Event | BithvAdeption

Life Event Date |
Health Change

Health Change Needed: |

Current Cov. Level: Future Cov. Level:

Change:

Special Processing Message (Health]

Specinl Processing Message (F SA)

Q

Paperwork Receipt Date
FSA Change

FSA Change Heeded: |

Change:
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Paperwork Recelpt Date | 0B/2412024 :]

Step | Action
5. Click the Life Event Date Calendar i con and select the applic
scenario).
This is the date of the actual birth.
Lile 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.

Health Change Needed: I ~ I

7. Click the Health Change Needed dr opdown

button and sel ect

@

Even if the Life Event does not require a change in the Health Plan Coverage Code for the

Life Event Date |08/212024 [
Health Change

Health Change Neaded: as R

Current Cov. Level: Single Future Cov, Leval:

Change: | -

Special Processing Message (Health)

empl oyee, select AYeso. I f AYesd is not se
The page refreshes.
I Benefit Event Detail l
Employes i} Benefit Record Number 0
Life Event Q 10f1 View All
Life Event :E'rlh'-ﬂduplinn hd E

Paperwork Recelpt Date | 0624/2024 r'

FSA Change

FSA Change Neaded: b

Change:

Special Processing Message (F 54)

enrollment coverage level.

The Current Cov. Level fieldauto-popul at es

with the empl oyec¢
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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 levels available for selection are:

T ASingle, Employeeo
T AEmpl oyee + Spouseo
o f AEmpl oyee + CH (Child)o
T AFamilyod
Pl ease note that this does not actually ch

when the Life Event is processed. For this Benefit 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.

on and sel ect AEnrol |

0. ClicktheChange dr opdown butt
the month)o.
e

dependent (1st of
The selections available will vary based on the type of Life Event previously selected.

Change: il

Do not enter any information in the FSA Change section. Even though the employee is also
0 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 | Retm 1o Search
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The page refreshes after the save action completes.

£ Cardinal Homepage Benefit Event
Benefit Event Detail
Employes i Benefit Record Number 0
Life Event Q View All
Life Event  © F e +
Life Event Date  06/21/2024 FPaperwork Receipt Date  D6/2472024
Health Change F5A Change
Health Change Needed: ¥ o FSA Change Needed:
Current Cov. Level: Singhe Future Cow. Level: £ ¥ P v
Change: ! g v Change: v
Special Processing Message [Health) | AFSC event will b created to add the tag along dependents or change the heakh plan, DONOTADD 2
THE NEW BABY TO THIS EVENT. This will allow you 1o update the plan or add dependants as of the
tet nalendae Ao of s The snndacadllracabhn ha dan siomn donsndnnd sn the suosine ot
Special Pracessing Message (FSA)
m Retumn 1o 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

0 (FSA) field.
In this scenario, an FSC Benefit Event has been created solely for the purpose of adding and

enrolling the employeebds tag along depende
of the first of the cur r entDomautilizérthidBerefit 1 / 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 Enrollment > 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 information you have and click Search. Leave fields blank for a list of all values.

9) 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
Overview of the Cardinal HCM Search Pages . This Job Aid is located on the Cardinal
Website in Job Aids under Learning .

12. Enter the employeec&EmplBrfigld oyee I D in the
Searches can also be performed using the e
use the Employee ID as every employee will have a unique Employee ID.
EmplID | hegins vath ~ l I ‘

13. 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  06/01/2024 Source  Manual Event Empl Record 0
Schedule/Prepare Activity Pending Activities 1 Show Activities Action ESC
Event 1D 0  EventDate Status Class Evant Status Update
Event Status
Er Run D
il Frequency

Deduction Frequency  Annual Frequency

n Entry
& Entered gof

Finalize/Apply Defaults
Errors 0

Run Date

Process Indicator N
Normal Processing

Review the Activity Date field. For Life Events, this date auto-populates 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 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

0 (A6/1/20240 in this scenario). Ensure that

TheSource f i el d wi |l | be AAdtiam field Will defaudt based on the type of
Life Event (AFSCO in this scenari o).
Petivity Date | 06012024 Source IManualE-.-:-n:

14. Click the Show Activities button.

‘l Show 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 Actlvities I Action Fsc

Event Status e
Event 1D 0 Event Date Status Class [ Event Status Update

Prepace Options Event Status

Run Date Frequency

Deduction Frequency  Annual Frequency

Entered o of 0 Show Plans

Validato/Finalize Errors 0 Show Etrot Finalize/Apply Defaults

Confirmation Statememt Run Date

Process Indicator N
Normal Processing

Save Return 1o Search “ Netify |

16. If the Benefits Administration process has already run, the Schedule/Prepare Activity  button
will be disabled, and the Pending Activites f i el d wi | | di splay a
Step 19.

If the Pending Activities f i el d di s p | a ySehedule/Rrépare Activityi buttont h e

Note: Clicking the Schedule/Prepare Activity button will launch an automated program that
schedules and prepares the activity.
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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
1edule/Prepare Activity Pending Activities 0 Show Activitie Action
Event 1D 4  EventDate 06/0172024 Status  Prepared Class FSC Event Status Update
Event Status Open for Processing
Enroliment Statement
e j Run Date Frequency
® Deduction Frequency O Annual Frequency
loctio ¥ | Entered  pof Show Plans
[ FinalizelApply Defaults
Errors 0
Run Date
Reprocess Process Indicator [N Q|
Normal Processing
[| ot

18.
nOpen

Confirm that the Status f i

el d
for

Status  Prepared

Class F3C m

di spl ays
Processingo.

IEWM Status Open for Processing I

Be n e fin thesSabject line.

If these statuses do not display as indicated, please submit a VCCC Ticket with &ardinal

a Everi $atus dieldrdsplags as n |
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19. 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 Entry

p
Evant ! Parbspant Sulsctizn Optian Elsction Dapandents | Benahcanies
Schad D Em0 Empl ID Ban Record ] EwentiD 4
Event Dsta  JA01Z024 Benaft Chisge (BA Use) Excess Credit Rollover To  Forfelt Ewcess Credis
= pwailable Plans and Optians (7 Q

Flan Type 10 : Medical

Optlon Code |25 Q
COVA Care & Peow Disntal (ACCO} [Single)

Hoshh Provider I Prawiowsly Seen
il B
DependentsBeneficiaries
Enncll &)l
Dépendenti/Beneficiaries
u Ralationship to Haalth Provider Previously Coverad -
o Home Employes D Seen Pason Type Age Limi Fleg
Q =
+*
Plan Type AY : Health Premium Rewand
Optices Code (W @
Wakve Caverage
sanis
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20.

Selectt he applicable Medical Pl an based on th
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:

17 Single

21 Employee + Spouse

37 Employee + Child (except for Tricare)

47 Employee + 2 or More Dependents (Family i except for Tricare)
81 Employee + Child(ren) (Tricare only)

91 Family (EE + SP + Child/ren for Tricare only)

E N

Plan Type 10 : Medical

Opstion Code | 25 G,

@

For this Benefit 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 processed.

The Option Election tab redisplays.

BenAdmin Data Entry x
Helg
Event | Pasticipant Selection Option Election | Dependents ! Beneficiaries
Sched ID EM00 Empl ID BenRecord 0 EventiD 4
EventData  0GM01/2024 Banafit Changa (BA Usa) Excess Credit Rollover To  Forfsit Excass Cradits
~ Available Plans and Options (3 Q

Plan Type 10 : Medical

Option Code |26 @
COVA Cara + Prav Dandal (ACCO) (Self + Spousa)

Health Provider 10 Previously Sean
Special Requirements
DependentsBeneficiaries
Enrcl All
Dependents/Beneficiaries
- Relationship to Hoalth Provider Proviously  Covered s
o L Employee ) Soen Persan Type Age Limkt Flag

21.

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

|
Event ! Pasticipant Selection Option Election Dependents ! Beneficiaries I|
_ l
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The Dependent / Beneficiaries tab displays.

BenAdmin Data Entry

| Event ! Parficipant Selaction | Option Elaction | Depandents | Beneficiaries

Help

Schedule ID  EMOO
EventID 4
Benefit Record 0

Emplayes ID
0810172024

Forfeit Excess Credits

Evant Data

Excess Credit Rollover To

DependentBeneficiaries Currently on Record

Mame Relationship to Employee Dependant Benaficiary Type Date of Birth

ChangefAdd Dependent Data

Elections Requiring Supplemental Information

10 Medical Enroll Depandants

oK Cancel H Apply l

Event/ Pariicipant Selection | Oplion Election | Dependents / Beneficiaries

Banefit Change (BA Usa)

=3

22. Click the Change/Add Dependent Data

I Change/Add Dependent Data I

link.

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

"Effective Date |06/01/2024 j

"Format Type | English w |

Display Name

Mame | Address | Personal Profile

Dependent/Beneficiary x
Help
[ Name Address Personal Profile
Person 1D
Dependent/Beneficiaries Q I View Al
*Dependent/Beneficiary ID |01 | + |-
Name Histery Q. of 1 w | ViewAl

[+)[=]
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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
0 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
I D number (AO010 in this scenario) and incr
subsequently added.

23. 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
24. At a minimum, enter the dependentds first
Name Prefix , Middle Name , and Name Suffix fields are optional but should be entered as

applicable.

Note: Do not use accent marks or special characters in the name fields. These are not
recognized and can cause errors when uploading to the Vendor.

“First Nama

Middle Hame

“Last Name

25. Click the Refresh Name button.

Refresh Name

Rev 12/8/2025 Page 62 of 113



Benefits Job Aid

/&) Cardinal

BN361 Creating and Completing a Life Eventon  Behalf

of an Employee

Step | Action

The Name page refreshes.

Name

English Name Format

Name Prefix

“First Name | Sausage

Middle Name |

*Last Name | Biscuit

Name Suffix

Display Name Sausage Biscuit

Formal Name  Sausage Biscuit

Name Biscuit,Sausage

Cancel H Refrash Name l

Help

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

26. Click the OK button.

OK Cance
|

Refresh Narme

The Name tab redisplays.

Dependent/Beneficiary

Help

*Format Type

Display Name

Name | Address | Personal Profile

English

Sausage Biscuit

Edit Name ‘

[ Name l Address Personal Profile
Person ID
Dependent/Beneficiaries la | View All
*DependentBeneficiary ID E |i |:
Mame History IE\ | View Al
“Effective Date | |i|| -
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0 The Display Name field auto-populates with the name information previously entered.

27. Click the Address tab.

[ Name ‘ Address Personal Profile

The Address tab displays.

Dependent/Beneficiary ®
Help
HName | Address Personal Profile
DependentBeneficiaries Qfl v View All
+|[=
Person 10
DependentBeneficiary ID 01 Name  Sausage Biscuit
Address History Q| | 10f1 v Vigw All
+[=

“Effective Date |06/01/2024 [zl

O same Address as Employee Address Type | v

Address

Country ‘ USA Q | ynited States

28. 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

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).

0 Users can also complete the address information as applicable for the dependent by
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The Address tab refreshes.

Employee's Current Address

Country USA United States

Address 400 South Main S1
Richmond, VA 23232

Dependent/Beneficiary X
Help
Hame | | Address l Persenal Profile
Dependent/Beneficiaries Q 1of1 + View All
=
Person ID
DependentiBeneficiary ID 01 Name  Sausage Biscuit
Address History |Q| I 1of1 v | View All
"Effective Date |06/01/2024 E | + | - |
E Same Address as Employee Address Type | Homea v

@

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

Cur seetiont Ad

29. Click the Personal Profile tab.

Hame || Address ] Personal Profile

The Personal Profile tab displays.

Dependent/Beneficiary

Mame | Address [ Personal Profile

Personal Profile

DependenuBeneficiary ID 01

“Date of Birth |

Birth Country |

Medicare Entitiad Date |

Personal History

*Effective Date (060172024 1)
*Relationship to Employee |
*Dependent Bansficiary Type |
“Gender | Unknown
“Marital Status | Single
OStudent

DOoisabled

O Smoker

Date of Death | =]
&)

Person ID
a

Sausage Biscult

=] Birth Location

a| Birth State a

Ridars/Orders exist
Riders/Ordaes
a]
v As of

As of
Asof | =]
As of =)

Occupation

View All

==
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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
0 corresponding fields.
The Student and Smoker checkbox options are not required in Cardinal, and this information
is not transmitted to the Plan Provider (Vendor).
30. Click the Date of Birth Calendar i con and sel ect the depende
“Date of Birth =
31. Click the Relationshipto Employee dr opdown button and sel ect
relationship to the ecemlio)yee (ASpouseod in
*Relationship to Employee I hd I
32. Click the Dependent Beneficiary Type dr opdown button and sel e

"Dependent Beneficiary Type I *-I

AApproved Dependento is selected once the
provided by the employee. The coverage for the dependent is not reported to the Vendor until
the dependent is in this approved status.

33. Clickthe Genderdr opdown button and select the dep
AFemal ed) (AFemaledo in this exampl e).
[Gendar IUnlw;r-'m vI
34. The Marital Status f i el d defaults to fAiSingleod. Updat
in this scenario).
“Marital Status I Single VI
I f any status other than ASingleodo i Mardael ec

Status AsofCalendar i con ( A4/ 22/ 202006 in this scenal

35.

Click the vertical scrollbar to scroll down on the page to the National ID section.
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36.

Enter the dependent 6s Soci aNatiogeR fieldi t y Numb

~ National ID

| m|la 14 .6f1 v View Al
*Country “National ID Type Description Hational [D Primary ID

Usa [+] |F'R Q | Social 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.

37.

Click the OK button.

- e

The Dependents / Beneficiaries tab redisplays.

BenAdmin Data Entry x
Help
| Event ! Participant Selection Option Election | Dependents | Beneficiarios
Schedule ID  EMOD Employee ID
EventID 4 Event Data 0610172024 Benefit Change (BA Use)
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Cradits
DependentiBeneficlaries Currently on Record
Name i ip to Employ D il iciary Type Date of Birth
Biscuit, Sausage Spousa Approved Depandent 0GA0M991
Change/Add Dependent Data
Elections Requiring St tal Information
10 Madical Enroll Dapendants.
“ cancal || Apply Refresh
Event/ Participant Selection | Opfion Election | Dependenis / Benefidaries

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

If additional tag along dependents needs to be added, repeat Steps 22 i 40 for each
additional tag along dependent (in this scenario, no additional tag along dependents are
being added).

38.

Click the Option Election tab.

| Event / Participant Selection I Option Election I| Dependents /| Beneficiaries
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The Option Election tab redisplays.

BenAdmin Data Entry

Event / Paricipant Selection l Option Ebection l Dependants | Beneficiarios

Sched I EM00 Ben Recond n Evwent 1D

Event Data  DEW01/2024 Benefit Change (BA Use)

Ermpl ID

Excess Credit Rollower To  Forfelt Excess Credits

* Available Plans and Options (7

Plan Type 10 : Medical

Option Code |26 Q
CONA Cars + Prav Dantal (ACCD) (Self + Spouse)
Health Provider 1D O Previously Seen

Spaclal Reguismants

DependentsSeneficiaries

l Enecll AR

Dependents/Beneficiaries

Previously Cavered

Relaticnship to
Seen Person Type

Health Provider
Employes D

D Mama

4

HAge Limit Flag

o

39.

I Enecdl Al I

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).

Dependents/Beneficiaries  section.

Additional rows can be added in this section by clicking the Add Multiple Rows

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

icon (+...).
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The page refreshes.

BenAdmin Data Entry x
EventData 06/0172024 Bensft Change (BA Use) Excess Credit Rollover To  Forfeit Excess Credits
v Available Plans and Options @) Q| v
Plan Type 10 : Medical
o

Option Code (26 Q|
COVA Care + Prev Dental (ACCO) (Self + Spouse)

Health Provider 1D | Previously Seen
Special Requirements
Dependents/Beneficiaries

Enrol All

Dependents/Beneficiaries

. Relationshipto  Heakth Provider  Previously  Covered

1D Name Employee 1) Soen Person Typ Apa Limit Flag

0 Q| sausage Biscult Spouse Spouse -
[+]

Plan Type AY : Health Premium Reward

Option Code (W~ Q
— Wi

“[ Cancel | Apply Refresh

Event/ Participant Selection | Option Election | Dependents / Beneficiaries

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

40. Click the OK button.

— - e

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

Person ID Ben Record 0
Activity Date Source Empl Record 0
Pending Activities 0 Show Activities Action
EventID 4 EventDote 0G/01/2024 Status  Entored Class FSC Event Status Update

Propara Options Event Status
¥ P Open for Processing

Run Date

Frequency
Deduction Frequency  Annual Frequency
Election Entry \ Entered gof 5 Show Plans
fidateFinalize [ o () Finalize/Apply Defaults
Errors 0
afit t Run Date
Reprocess | Procoss indicator [N @

Normal Processing

Save Return to Search H Notify ‘
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The Status f i el d wi | | now di sEpeht&tatusafield villEstil digplayead 0 .
0 iOpen for Processingo.

41. 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.

Frocess completed successtully. {3000,530)

42. 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
Schedule/Prepare Activity Pending Activities 0 Show Activit Action
Event ID 4 Event Date  06/01/2024 Status Finalized - Enrolled Class FSC Event Status Update

Event Status
Closed to Processing

Run Date Frequency
Deduction Freg y  Annual Freq
Entered oo o Show Plans
Errors 0 Finalize/Apply Defaults
Confirmation Statement | Run Date

Process Indicator N

‘ Return to Search ‘ Notify |

Normal Processing

TheStatus f i el d wi |l |l now <£ing pll d yeEvans Staflh ieetdavill stitk e d
0 di splay as fAClosed to Processingo.
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43. Click the Save button.
‘ Raturn 1o Search || Matify |

This Benefit Event to add the tag along dependent(s) is now complete. Refer to the Viewing
the Empl oyeeds Bsectienfofithis Jdb Aifl forinstractianson how to validate
accuracy.

0 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 44.

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

44. 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.

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

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 U Include History  [J Correct History

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
0 Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal
Website in Job Aids under Learning .
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Department, and Name.

Empd ID | begns wih l I ‘

45, Enter the empl oyee@Empl Pbrigid oyee | D
The other search by options available (Search by dropdown button) are Business Unit,

in the

46. Click the Search button.

. -

The Benefit Event page displays for the applicable employee.

Benefit Event Detail

£ Cardinal Homepage Benefit Event

Employee 11}

Life Event

Life Event | BirthiAdoptics o

Life Event Date  0521/2024

Health Change

a

Paperwork Receipt Date 062402024

Benelit Record Number 0

FSA Change
Health Change Heeded: ¥ o FSA Change Needed: o
Current Cov. Level: Single Future Cov. Level:  E yed w
Changse: g alth p i | v Change:

Special Processing Message (Health)

Special Processing Message [F3A)

A FSC gvent will be created to add the tag along dependants or changs the haakh plan, DO NOTADD
THE NEW BABY TO THIS EVENT. This will allow you 1o update tha plan or add dependents as of the

et mminmrdor do nf she sanesh The sndar sl eorebun she ton slann doeandaed sn she sosnlnn ntefsen 5

m Return to Search

View All

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

]
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The page refreshes and the new row displays.

£ Cardinal Homepage Benefit Event

| Eenefit Event Detail

Change: v Change:

Special Procassing Message (Health) |

Employea ) Benefit Record Number 0
Life Event CLl: a4 l. 20f2 ~
Life Event | ~
Life Event Date sil| Paperwork Receipt Date B
Haalth Change FSA Change
Health Change Needed: | h FSA Change Needed:
Current Cov, Level: Future Cov. Level: Lt

Special Pracessing Message (FSA) I

m Returr 1o Search

Viaw All

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

(Birth/Adoption in this scenario).

Life Evant l "I

The Benefit Event page redisplays with the selected Life Event.

< Cardinal Homepage Benefit Event

Banafit Event Datail

Change:

Employes L} Benefit Record Number 0
Life Event [a]r[u][ «|[zorz~
Life Event | BirthiAdoption v
Life Event Date | Paperwork Recaipt Date :ll
Health Change F5A Change
Health Change Needed: h FSA Change Needed: | v
Current Cov. Levek: Future Cov. Level:

Change:

Special Processing Message [Health) |

Special Pracessing Message {F 5A) |

[ soe [

+
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49. Click the Life Event Date Calendar i con and select the applic
scenario).
This is the date of birth for the newborn dependent.
Lifa Evant Date 5]
50. 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.
Paperwork Receipt Dots
51. Click the Health Change Needed dr opdown button and select

Haalth Change Neaded: I "I

Even if the Life Event does not require a change in the Health Plan Coverage Code for the
employee, select AYeso. I f AYesd is not se

The page refreshes.

< Cardinal Homepage Benefit Event

Banafii Event Deinll

Ermplayes L1} Benefit Record Number 0

Life Event o 44| 3ed3 e View Al
Life Evenn | BirthlAdopsion » +
Life Evant Date | 06212024 i) Paparwork Recaeipt Date 6242024 B2
Health Change FSA Change

Health Change Needed: Yas w FSA Change Needed: ~

Curramt Cov, Laval Sell + Spouss Futura Cov, Laval: b

Change: el Change: ul

Special Processing Mesasge (Health)

Special Processing Messaga (F5A)

m Return to Ssarch

The Current Cov. Level fieldauto-popul ates with the empl oyec¢
enrolliment coverage level.

Rev 12/8/2025 Page 74 of 113



/’)Cardinal Benefits Job Aid
y 4

BN361 Creating and Completing a Life Eventon  Behalf
of an Employee

Step

Action

52.

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

Futura o, Laval: | ko I ‘

The coverage levels available for selection are:

T ASingl e, Empl oyeeo

T AEmpl oyee + Spouseo

T AEmpl oyee + CH (Child)o

T AFamilyo

Pl ease note that this does not actually ch

when the Life Event is processed. For this Benefit Event, select the applicable coverage code
based on the newborn dependent being added.

53.

ClicktheChangedr 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.

54.

Click the Save button.

m Raturn 1o Search |

Rev 12/8/2025 Page 75 of 113




/ﬁj Cardinal Benefits Job Aid
/

BN361 Creating and Completing a Life Eventon  Behalf
of an Employee

Step | Action

The page refreshes after the save action completes.

£ Cardinal Homepage Benefit Event
Benefit Event Detail

Employes nw Benelit Record Number 0
Life Event [+1 d || 4| 30f3 o Wiaw All
Life Event
Life Event Date 062172024 Paperwork Receipt Date  D624/2024
Health Change FSA Change

Health Change Neaded: > FSA Change Neaded
Current Cov. Level: Sgif + Spousa Future Cov. Lewvel:

Change:

Spacial Procassing Message (FSA)

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

0 (FSA) field.

In this scenario, a BIR Benefit Event has been created for the purpose of adding and
enrolling the employeebs newborn dependent
of the actual date of birth (A6/21/ 20240 i

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

55. 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
0 Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal
Website in Job Aids under Learning .

56. Enter the employeed@EmplBrfigld oyee I D in the

Searches can also be performed using the e
use the Employee ID as every employee will have a unique Employee ID.

EmpliD | begins vath « l I ‘

57. 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  06/21/2024 Source Manual Event Empl Record 0
Schedule/Prepare Activity Pending Activities 1 Show Activities | Action BIR

Event ID 0 EventDate Status Class Event Status Update

Event Status

nent Statement Run Date Frequency

Deduction Frequency  Annual Frequency

Entered gof

SO Eros Finalize/Apply Defaults
Errors 0

Run Date

Repr 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
ActivityDate f i el d defaults to the date of birth
date is accurate.

The Source f i el d wi |l | be AAdtiam field Will defaudt based on the type of
Life Event (ABI RO in this scenari o).

58.

Click the Show Activities button.

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

x
Help
Parson |10 Ben ()
Record
BAS Activity
m)[a] ol 1 ~
Select Empl Record 2‘;:}:& Ewvent Date Event Effseq :J:tison COBRA Action
0 'ET:I_‘I:“' 062112024 0 BIR E E
=N
59. Ensure that the Select checkbox option for the Benefit Event is selected and then click the
OK button.
Select Empl Recory

:]CEH{EI

The On-Demand Event Maintenance page redisplays.

< Cardinal Homepage On-Demand Event Maintenance

On-Demand Event Maintenance

Person ID Ben Record 0
Activity Date 062172024 Source Manual Event Empi Record 0
Schedula/Prapare Activity Pending Activities 1 Show Actlvities Action B8R
Event ID 0 EventDate Status Class Event Statss Update

Event Status

Run Date Frequency

Deduction Frequency  Annual Frequency

Entered oof 0

Show Errors Finalize/Apply Dofaults

Errors 0

Run Date

Process Indicator N

Roptoces

Normal Processing

l Return to Search || Notify |
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60.

If the Benefits Administration process has already run, the Schedule/Prepare Activity  button
will be disabled, and the Pending Activites f i el d wi | | di splay a
Step 69.

If the Pending Activities f i el d di s p | a ySehedule/Rrépare Activityi buttont h €

Note: Clicking the Schedule/Prepare Activity button will launch an automated program that
schedules and prepares the activity.

l Schadule/Prepare Activity I

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

Frocess completed successfully. (3000 530)

61.

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 0
Activity Date Source Empl Record 0
Pending Activities 0 vA Action
EventiD 5  EventDote 06212024 Status  Prepared Closs BIR Event Stakus Update

Event SIatus o for Processing

[ Enrolment Stelement | R Dato

Frequency
® Deduction Frequency © Annusl Frequency
Election Enr I Entered pof
Finalize/Apply Defaults
Errors 0
Run Date
[ Roprocess | Process Indicator (N Q

Nomal Processing

Rturnto Search | [ Nty |
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Confirm thatthe Status f i el d di spl ays a Everi Ratus fdieddsplags ag n |
AOpen for Processingo.

Status Coss P | E

Evant Status

IUp—:u for Processing

If these statuses do not display as indicated, please submit a VCCC Ticket with fCardinal
Benefitsoin the Subject line.

62.

Click the Election Entry button.

W Elaction Emiry I

default.

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

BenAdmin Data Entry x
Halp
Event ! Panicipan Sebaction J Opticn Election Dependents [ Banaficlaries
Sched ID  EMODO Empl ID Ben Record a EventlD &
EventData  07/01/2024 Dependent Care Cost/Cowrg Chy Excess Credit Rollover To  Forfeit Excess Cradils
~* Available Plans and Options (@ =1 10f2 v
Plan Type 61 : Flex 3pending Dependent Care
W

Option Cade W Q
Waive Coverage

Annual Pledge 30.00

Employee Contribution Override
» Contribution Worksheet (7

Spadlal Requirements

Plan Type AZ : Flex Spending Admin Fee

o

Option Code |1 a
Flax Spending Admin Fee (FLXFEE)

Spedial Requirameants

Cancel || Apply Refrazh

vent/ Pasticipant Selection | Opthon Election | Dependents / Bensficlaries
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63.

Sel ect the applicable Medical Pl an based o]
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:

17 Single

21 Employee + Spouse

317 Employee + Child (except for Tricare)

47 Employee + 2 or More Dependents (Family i except for Tricare)
8 1 Employee + Child(ren) (Tricare only)

91 Family (EE + SP + Child/ren for Tricare only)

= =4 -4 —a -—a -9

Plan Type 10 ; Medical

Optlon Code || 26 G

@

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 64.

Please note that this Birth Event only allows the employee to change the coverage code. The
actual Health Plan election cannot be changed.

The Option Election tab redisplays.

BenAdmin Data Entry *

Sched I EMOD EmpdID BenRecord 1 EventiD 5
EventData  0621/2024 Birth or Adopsion Excess Credit Rollover To - Forfeil Excess Creats

= Available Plans and Options @ qQ

Flan Type 10 : Medical

Option Code (22 @
COVA Care + Prav Dental (ACCD) (Famsly)

WoakhProwderd | | DPme fiously Seen

Dependents/Beneficiaries

Dependents/Beneficiaries

I HName

Age Limit Flag

n Elsction | Dapsndents | Bansficiaries
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64. Click the Dependents / Beneficiaries

tab to add the newborn dependent.

Evem I Paiticipant Selaction

Option Election |I Dependants | Bensficianes I

The Dependent / Beneficiaries tab displays.

Event / Participant Selection | Option Election

BenAdmin Data Entry
Help
Event / Padicipant Selection Diption Election Dependents | Beneficiaries
Schedule ID  EMOO Employee ID
EventID 5 Event Data  0B/21/2024 Birth or Adoption
Benefit Record Excess Credit Rollover To  Forfeit Excess Credits
Dependent/Beneficiaries Currently on Record
Name Relationship to Employes Dependent Beneficiary Typa Date of Birth
Biscuit Sausage Spouse Approved Dependent Q61011991
Change/Add Dependent Data
Elections Requiring Supplemental Information
L] Madical Enroll Depandents
“ Cancel I Apply I Refresh I

Dependents / Beneficiaries

65.

Changa/Add Dependant Data

Click the Change/Add Dependent Data

link.

The Dependent/Beneficiary page displays in a

pop-up window with the Name tab displayed by default.

Mame Histery

*Effoctive Date |06/01/2024 [

*Format Type | English

Display Name Sausage Biscuit

Personal Profile

Name | Address

Dependent/Beneficiary x
Help &
Name | Address Personal Profile
Person |0
Dependent/Beneficiaries 1of1 | Wiew All
*DependentBeneficiary 1D |01 |i | -
1w | View Al

Q
Q|
[+]=]
Edit Name I
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66. Click the Add a new row icon (+) within the Dependent/Beneficiaries section to add the
new Dependent/Beneficiary ID.
+ —
The page refreshes and the new row displays (De

Dependent/Beneficiary x
Help =
Name Address || Personal Profile
Person ID
Dependent/Beneficiaries Q 4|« 20i2 v View Al
“Dependent/Beneficiary 1D |02 +| _|
Name History Q 10f1 » | View Al
“Effective Date |06/212024 [ | | -+ :|
*Format Type .Englis'h v.
Neme | Address | Personal Profile i

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 ewbor nés date of birt h). Ddi¢
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 Boin this scenario) and increment by 1 for each additional dependent
subsequently added.

67.

Click the Edit Name button.

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

Name x
Help
English Name Format
Name Prefix \7v
“*First Name | |
Middle Name | |
*Last Name | |
Name Suffix ‘ -
Display Name
Formal Name
Name
oK H Cancel H Refresh Name l
68. At a mini mum, enter the dependentbés first
Name Prefix , Middle Name , and Name Suffix fields are optional but should be entered as

applicable.

Note: Do not use accent marks or special characters in the name fields. These are not
recognized and can cause errors when uploading to the Vendor.

I'Firs: Harne I

Middle Nama

I “Last Marr# I

69. Click the Refresh Name button.
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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.

70. 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.

71. Click the Address tab.

| MName | Address Personal Profile

The Address tab displays.

Dependent/Beneficiary X
Help =
| Hame || Address l Personal Profile
Dependent/Beneficiaries Q D |T 2of2 w View All
[+][=]
Person ID
Dependant/Beneficiary ID 02 Name Bacon Biscuil
Address History Q| 1of1 v View Al
*Effective Date | 0672172024 r- +| _|
L Same Address as Employee Address Type v|
Address
Country | USA Q| ynited States
Address Edit Address
72. Complete the address information as applicable for the dependent by clicking the Same

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

ame Address as Employee

Users can also complete the address information as applicable for the dependent by clicking
0 the Address Type dropdown button and selecting the applicable Address Type, 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

73.

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
any of the other optional information is provided by the employee, it can be entered in the
0 corresponding fields.
The Student and Smoker checkbox options are not required in Cardinal, and this information
is not transmitted to the Plan Provider (Vendor).
74. Click the Date of Birth Calendar i con and select the depende
*Date of Birth
75. Click the Relationshipto Employee dr opdown button and sel ect
relationship to the employee (AChildd in t
“Relationship to Employee I VI
76. Click the Dependent Beneficiary Type dr opdown button and sele
"Dependant Baneficiary Type | ‘-'I
AApproved Dependento is selected once the

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

77. Clickthe Genderdr opdown button and select the dep
AFemal ed) (AMaled in this example).
"Gender | Unlkngwn vl
77. The Marital Status f i el d defaults to fAiSingleod. Do no
"Marital Status I Simgla e I
79. Click the vertical scrollbar to scroll down on the page to the National ID section.
80. Enter the dependent 6s Soci aNatio®eR fieldi t y Numb
== ysa
* Mational ID
(m] Q) 11 0f1 | View Al
“Country “Nartional ID Type Description Mational ID Primary ID
USA Q| |PR Q. | Soclal Security Number : ] T| _|
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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.

81.

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
EventiD 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 062112024
Change/Add Dependent Data
Elections Requiring Supplemental Information
10 Medical Enroll Dependents
I Cancel ‘ Apply & Refresh '
Evenl / Participant Selection Option Election | Dependents / Beneficiaries M

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

82.

Click the Option Election tab.

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

BenAdmin Data Entry ®

Event / Participant Selection

Option Election ] Dependents | Benaficiaries

Sched D EMOO Empl 1D Ben Record [} EventiD &

EventDats 06212024 Birth ev Adoplice Excess Crodit Rollover To  Forfeit Excess Credits

* Available Plans and Options (0

Plan Type 10 : Medical

Option Code (28 Q
COVA Care 4 Prev Deral (ACCO) (Famiy)

o

Health Provider 10 Previously Seen

Special Requirements
Dependents/Beneficiaries

Enrodl Al

Depandents/Bensficiaries

. 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 Selection |  Option Election | Dependents | Beneficiarios

83.

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

Enrcll A

@

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 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

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.

84, Click the OK button.

QK Cancel

The Option Election tab redisplays.

BenAdmin Data Entry ®
p Help
Event { Participant Selection Option Election ] Dependents { Baneficiaries
Sched 1D EMO0D Empl ID Ben Record ] EventiD 5
Event Data  0&21/2024 Bith or Adoplion Excess Cradit Rollover To  Forfalt Excess Cradits
~ Mwvailable Plans and Options & Q

Plan Type 10 : Madical

Option Cade |28 Q
COVA Cara + Prav Dantal (ACCO) (Famiy)

Health Provider |0 O Praviously Saen
pacial Rag t
Dependents/Beneficiaries.
Dependents/Beneficiaries
o —, ::;Eyrlsnhip W Irltjnalm Provider Prl:s;'vw:l.sly g:.-:;ln.dw“ 2ge Limit Flag
o1 Q| Sausage Biscuit Spouse Spouse -
oz Q | Bacon Biscuil Child Child -

+

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

85. Click the OK button.

[ - e
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The On-Demand Event Maintenance page redisplays.

TheStatus f i el d wi Il |l now di sEpeht&Statusafield vilEstil digplayead 0 .
ﬂ AfOpen for Processingo.

86. 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.

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

87. Click the OK button.

[ ]
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