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Managing and Approving Dependents Overview

This Job Aid provides the step-by-step instructions utilized by an Agency Benefits Administrator to
generate the Dependent Waiting Approval Benefits Eligibility Audit Report. This report should be
generated and reviewed on a regular basis in order to monitor those dependents that are currently in an
“Unapproved Dependent” status. Unapproved dependents are not covered under the employee’s
selected plan coverage and must be updated to a status of “Approved Dependent” once the applicable
supporting documentation is provided by the employee. Use this report to review these dependents
pending approval and to follow up with the employee to ensure that the supporting documentation is
provided within the established timeframe.

This Job Aid also provides the step-by-step instructions utilized by an Agency Benefits Administrator
(BA) to re-open and reprocess a Benefit Event after the Benefit Event was validated and finalized. Re-
opening a Benefit Event may be required in any of the following circumstances:

e Additional dependents need to be enrolled

e Additional enroliments need to be completed

e Updates or corrections to the enroliments or dependents information are needed

o Dependents need to be updated from “Unapproved Dependent” to “Approved Dependent” when
the required supporting documentation is provided by the employee

Benefit Events should only be re-opened within their original enroliment window. Request permission
from the Office of Health Benefits (OHB) prior to re-opening a Benefit Event outside of the original
enrollment window.

Navigation Note: Please note that there may be a Notify button at the bottom of various pages utilized
while completing the process within this Job Aid. This “Notify” functionality is not currently turned on to
send email notifications to specific users within Cardinal.
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Revision History

Revision Date Summary of Changes

3/1/2025 Updated the screenshots of the Search pages (Section 1, after Step 1; Section 2,
after Step 1). Added reference information to the Overview of the Cardinal HCM
Search Pages Job Aid.
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Running the Dependent Waiting Approval Benefits Eligibility Audit Report

Step Action

1. Navigate to the (page or report) using the following path:
NavBar > Menu > Benefits > Reports > Audits > Benefit Eligibility Audits

The Benefit Eligibility Audits Search page displays.

| & Cardinal Homepage | Benefit Eligibility Audits

Benefit Eligibility Audits

Find an Existing Value @Add a New Value

v 8earch 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| / [ saved Searches | Choose from saved searches V| /‘

Search by: Run Contrel ID begins with | |

~ Show more options

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

If this is not the first time generating this report, always search for and use an existing Run
Control ID before creating a new one. Users cannot delete Run Control IDs once they are
created and saved. The instructions provided in Steps 2-4 assume that this is the first time
that this report is being generated.

website in Job Aids under Learning.

2. Click the Add a New Value button.

(®HAdd a New Value

The Add a New Value page displays.

| & Gardinal Homepage | Benefit Eligibility Audits
Benefit Eligibility Audits
Run Control ID ‘
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Step Action

3. Enter a Run Control ID in the Run Control ID field based on the following guidelines:

a. The Run Control ID must be unique and should be descriptive enough to help
locate for future use

b. Up to 30 characters are allowed

c. No blank spaces can be used; however, an underscore can be used in lieu of
spaces

d. Do not use wildcard symbols (%)

Run Control ID I I

Add

4. Click the Add button.

Run Control ID ‘

Add

The Benefits Eligibility Audits page displays.

£ cardinal Homepage Benefit Eligibility Audits

Benefit Eligibility Audits

RunContrs! ID pep APPROVAL_RPT Report Manager  Process Monitor Run

Process Request Parameter(s)

Company (Leave Blank for All} ABC Q| Aicoholic Beverage Contiol
Dependent Waiting Approval
() Retired, Tricare and TLC Employees Approaching 65
[ Dependent of Retirees/Tricare, TLG employees Approaching 66
(U Dependent Child Appraaching 26

U Disabled Over-Age Dependent Child

5. Select the applicable Company using the Company Look Up icon.

Process Request Parameter(s)

Company (Leave Blank for All) JABC Q| Alconalic Beverage Control
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Step Action

6. Click the Dependent Waiting Approval checkbox option.

Process Request Parameter(s)

Company (Leave Blank for All) (ABC Q. | alcoholic Beverage Control

| @ Dependent waiting Approval |

0 Retired, Tricare and TLC Employees Approaching 65
U Dependent of Retirees/Tricare, TLC employees Approaching 65
(O Dependent Child Approaching 26

O Disabled Over-Age Dependent Child

7. Click the Save button.
=T
8. Click the Run button.

[ Benefit Eligibility Audits \

Run Control ID Ep APPROVAL RPT Report Manager Process Monitor

The Process Scheduler Request page displays.

Process Scheduler Request X
Help
UserID vV _TRN_BN38102 Run Control ID DEP_APPROVAL_RPT

Server ame | . Run Date

Recurrence ~ Run Time [10.43:05AM ] [ Reset to Current Date/Time
Process List
Select Description Process Name Process Type *Type *Format Distribution
Benefit Eligibility Audits V_BN301_RPT Application Engine Web v PDF v Distribution

. “ ” “ HEENTT = P “ : ] H “ HE
9. The Type field defaults to “Web”. Update to “Email”, “File”, or “Printer” as desired. If “Email

is selected, use the Distribution link to identify the email address to send the report.

Process List

Select Description Process Name Process Type *Type *Format Distribution

Benefit Eligibility Audits V_BN301_RPT Application Engine I \Web v I I PDF v Distribution
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Step Action

10.

The Format field defaults based on the report being generated. Update as needed if other
formats are available for the report being generated.

Process List

Select Description Process Name

Benefit Eligibility Audits V_BN301_RPT

Process Type ~Type

-Format Distribution

Application Engine I Web VI

Distribution

VI

| PoF

@

Refer to the HCM Reports Catalogs to identify the formats available for each specific HCM
Report. The HCM Reports Catalogs are located on the Cardinal website under Resources.

Click the OK button.

Cancel

11.

The Benefit Eligibility Audits page redisplays.

[ Benefit Eligibility Audits ‘

Run Control D pp AppROvAL_RET Report Maneger  Prosass Men

Process Request Parameter(s)

Company (Leave Biani for Al [ABC Q| Alconolic Beverage Cantrol
£ Dependent Walting Approval

ORetired, Tricare and TLC Employsss Approaching 65

O icare, TLC empl
ClDependent Child Approaching 26

CIDisabled Over-Age Dependent Child

Benefit Eligibllity Audits

o Run

| Aad Update/Display

o (]

MNew Window | Help | Personalize Pags

12. Click the Process Monitor link.

[ Benefit Eligibility Audits }

Run Control ID pEp_APPROVAL_RPT

Report Manager I Process I\Iomtorl

The Process Monitor page displays.

Process List

View Process Request For

Process Monitor

Go back to Benefit Eligibilty Audits

=)

User i Q] pe o] [t - I | [oms o] [ Retew
— Yl Name Q| instance From [ | nstance To | [ e
v R v|
Run Status Distribution Status | ) DissaRaGE ooiilinagey, || 108
~ Process List
[5[a
Select Instance  Seq.  Pracess Type ProcessName  User Run DateTime Run Status
12520310 | | Aoplication Engine ~ |V_BN301_RPT  |V_TRN_BN3G102  |04122/2024 105300AMEDT | Processing
2529008 Appiication Engine VNIRRT VTRNLBNGGI02 04227020 104305AMEDT  Suoosss

| NewWindow | Help | Personslize Page »
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Step Action
. . . . L« » . . .
13. Click the Refresh button periodically until the Run Status is “Success” and the Distribution
H 13 ”
Status is “Posted”.
£ Benefit Eligibility Audits Process Monitor @ 3 @
| NewWindow | Help | Persanaliza Page -
Process List
View Process Request For
UserID Q| e \ v | Last v l 1 (o~ I reesn |
Server Y ame Q| instance From | | Instance To [ Clear I
Run Status hd i Status 7. Dsave OnRefresh Report Manager i
~ Process List
‘E‘EHQ 120f2 v | View All
Selact Instance  Seq. Process Type Process Name  User Run Date/Time Run Status | SIOUEON I pigiie  Actions
%2529310 ;Applmalloﬂ Engine E\LBNBDLRF‘T %\URN,BNsmoz ;om;yzozd 10:5300AM EDT %Processmg ENJA EDalal\s ¥ Adtions
2528300 Application Engine V_BN301_RPT V_TRN_BN35102 04/22/2024 10r43-05AM EDT Succass Postad Datails. ¥ Actions
Go back to Benefit Eligibility Audits
=
14. Click the Actions dropdown button.
¥ Process List
‘EEHQ 1202 v | ViewAl
Select Instance  Seq. Process Type Process Name User Run Date/Time Run Status l;i:::"i:uﬁon Details Actions
12520310 | Application Engine EVVBN3OLRPT |V TRN.BN36102  |0472212024 105300AMEDT | Processing | NIA | Detaits v Actions
| K& i i 1] i 13 i 8
2529309 Application Engine V_BN301_RPT V_TRN_BN36102 04/22/2024 10:43.05AM EDT Success Posted Details V¥ Actions
-:

The Actions dropdown menu displays.

< Benefit Eligil

Process Monitor

Process List

| NewWindow | Help | Personalize Pags|

View Process Request For

UserID [V_TRNBN3ST Q] Type |

Run Status v Di

Status [ﬁ Save On Refresh

Report Manager

¥ Process List

E1|EY

Select Instance  Seq. Process Type Process Name User Run Date/Time

26529317 Application Engine V_BN301_RPT V_TRN_BN35103 04/22/2024 2:36:06PM EDT

Go back to Benefit Eligibility Audits

o] [t N [ 1| [oas ] [ Refresh ]
Server l Vl Name l Ql Instance From l l Instance To l I

1-10f1 v | View Al
Distribution o "
Run Status Status Details Actions
Buccess Posted Details —¥Actiona

Update Process >
Details

Parameters
Message Log

Batch Timings

View Lag/Trace
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Step Action

15. Click the View Log/Trace list item.

~ Process List

| Y | 1 v | View Al
Distribution ’
Select  Instance Seq. Process Type Process Name Usaer Run Date/Time Run Status Status Details Actions
2529317 Application Engine V_BN3M_RPT V_TRN_BN35103 042212024 2:36:06PM EDT Success Posted Details ¥ Artiang
Update Process >
Details
Go back to Benefit Eligibility Audits [ ———
Motify Message Log

Batch Timings
View Leg/Trace

The View Log/Trace page displays in a new window.

View Log/Trace X
Help 4
Report
ReportID 1830988 Process Instance 2529310 Message Log
Name V_BN301_RPT Process Type Application Engine

Run Status Success

Benefit Eligibility Audits

Distribution Details

Distribution Node hrtmn Expiration Date | 05/22/2024
File List
Name File Size (bytes) Datetime Created

AE_V_BN301_RPT _2529310.log

359 04/22/2024 10:53:58.426295AN EDT
AE_V_BN301_RPT_2529310.trc 4,002 04/22/2024 10:53:58.426295AM EDT
DepApprove.pdf 3,205 04/22/2024 10:53:58.426295AN EDT

16. Click the DepApprove.pdf link.

File List

Name File Size (bytes) Datetime Created
AE_V_BN301_RPT_2529310.log 359 04/22/2024 10:53:58.426295AM EDT
AE_V_BN301_RPT_2529310.trc 4,002 04/22/2024 10:53:58.426295AM EDT
DepApprove.pdf 3,205 04/22/2024 10:53:58.426295AM EDT
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Step Action

The Dependent Waiting Approval Benefits Eligibility Audit report displays.

Dependent Wailing Approval

B e
i

Review this report to identify any dependents that are currently “Unapproved” and are
0 pending approval when the applicable supporting documentation is received. Follow up with
the employee(s) as needed to obtain the supporting documentation as dependents displayed
on this report are not currently covered on the employee’s selected plan.
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Approve a Dependent

Once the employee provides the applicable supporting documentation to add the dependent(s) to their
plan coverage, the applicable Benefit Event will need to be re-opened and reprocessed in order to
update the dependent(s) to a status of “Approved Dependent”. This Benefit Event could have been

triggered

by:

e A Life Event manually created by a Benefits Administrator
o A Life Event initiated by the employee through Employee Self-Service (ESS)
¢ An Open Enrollment Event including the addition of dependents to coverage

Step Action
1. Navigate to the On-Demand-Event Maintenance page using the following navigation path:
NavBar > Menu > Benefits > Managed Automated Enroliments > Events > On-Demand
Event Maintenance
The On-Demand-Event Maintenance Search page displays.
| < Cardinal Homepage | On-Demand Event Maintenance

On-Demand Event Maintenance
Find an Existing Value

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

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

[0 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.

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

Empl ID | begins with ~
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Step Action

Searches can also be performed using the employee’s name. However, it is recommended
0 to use the Employee ID as every employee will have a unique Employee ID.

3. Click the Search button.

C o e

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

 Casdinal Homepage On-Demand Event Maintenance

On-Demand Event Maintenance

Potcn 1D Do Recod ]
Activisy Date Saurce Empl Recoed 5
Pending Aflviies Shaw ALtion
Event I G Event Date States Clss [ i |
Evesd Saatus
Aun Dese Frequaney

Deduction Frequency  Annual Freguency

Entered g of

FisaliralAply Defaurs
Grees

Precidia indicaes N

prmal Pracasang

The Pending Activities field displays a “0” as there are no Benefit Events for this employee
0 that are open for processing.

Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities E Show Activities Action

Event ID 0  Event Date Status Class Event Status Update

Prepare Opfions Event Status
4. Click the Event Status Update button.
Activity Date Source Empl Record 0
e/Prepare Activity Pending Activities 0 Show Activities Action

Event ID 0  EventDate Status Class I Event Status Update

Prepare Optior Event Status
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Step Action

The Update Event Status page displays in a pop-up window.

BenAdmin Bverdt Status Update

Update Event Status

Lot € [

Lvert Sustun Updame Q

5. Review the events listed and identify the event used to enroll the dependents.
Note: Most of the time, this process involves searching for a New Hire, recent life event, or
Open Enrollment event. In this example, it is a MAR (Marriage) Benefit Event. Once the
event is identified, it will need to be re-opened to approve the dependent.

Event Status Update @ |§‘ I 10f2 v
Schedule D EMO0 D Address Eligibility Changed
Event Date 05/01/2024 Event Disconnected O MultiJob Indicator Changed
EventlD 2 O Job Eligibility Changed
I Event Class MAR Marriagel DE-ven.t Out of Sequence
Event Priority 420 (JFinalize/Apply Defaults
Benefit Program g Print Option ‘ Print Confirmation Forms Only vI
Process Status Finalized - Enrolled *Process ‘ Normal Processing VI
Action Source Manual Event *Event Status ‘ Closed to Processing vl
6. Click the Process dropdown button and select “Re-Enter”.
Event Status Update @ |E| | 10f2 ~
Schedule ID  EM00 O Address Eligibility Changed
Event Date  05/01/2024 Event Disconnected [JMultiJob Indicator Changed
EventlD 2 [ Job Eligibility Changed
EventClass MAR Marriage CJEvent Out of Sequence
Event Priority 420 O Finalize/Apply Defaults
Benefit Program  ga; Print Option | Print Confirmation Forms Only v
Process Status  Finalized - Enrolled I*Process | Re-Enter v |
Action Source  Manual Event *Event Status | Closed to Processing v|
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Step Action

7.

Click the Event Status dropdown button and select “Open for Processing”.

Event Status Update @

Schedule ID  EMO00
Event Date  05/01/2024
EventlD 2
Event Class MAR Marriage
Event Priority 420
Benefit Program  gap

Process Status Finalized - Enrolled

Action Source  Manual Event

la|! 10f2 v
O Address Eligibility Changed
UMultiJob Indicater Changed
[JJob Eligibility Changed

Event Disconnected

[JEvent Out of Sequence
O Finalize/Apply Defaults

Print Option I Print Confirmation Ferms Only

*Process | Re-Enter v|
*Event Status | Open for Processing - |

Click the OK button at the bottom of the page.

Cancel \

Apply ’

The On-Demand Event Maintenance pa

Gardinal Homepage

On-Demand Event Maintenance
Person

Activity Date Source Empl Record

SchedulelPrepare Activity Pending Activities 0 Action

Event ID

EventDate 0510172024 Status  Finalized - Enrolled  Class  MAR

Event Status

Run Date Frequency

Deduction Frequency  Annual Frequ

Show Plans |
Show Errors

Entered g of

Erors 0

| fun oste

Process Indicator [R_Q
Re-Enter

Event Status Update

Open for Processing

Finalize/Apply Defaults

ge redisplays.

On-Demand Event Maintenance

Ben Record

0

joncy

Rev 3/1/2025
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Step Action

@

the Election Entry button is disabled.

The Status field still displays “Finalized — Enrolled”. The Event Status field now displays as
“Open for Processing”. The Process Indicator field displays an “R” for Re-Enter. Notice that

On-Demand Event Maintenance

ml Return to Search ” Notify ‘

: Person Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 2 Event Date  05/01/2024 I Status Finalized - Enrolled | Class MAR Event Status Update
P Opti
repare Options Event Status Open for Processing
Enrollment Statement Run Date Frequency
Deduction Frequency  Annual Frequency
Election Entry IEntered 4 of 1 Show Plans
Validate/Finalize Errors 0 Show Errors O Finalize/Apply Defaults
l Confirmation Statement l Run Date
l Reprocess l Process Indicator [R Q
Re-Enter

Click the Reprocess button.

Reprocess

A Confirmation messages displays in a pop-up window to acknowledge
Administration process has been completed successfully.

Process completed successfully. (3000,530)

that the manual Benefits

10. Click the OK button to close the message.

OK

Rev 3/1/2025
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Step Action

The On-Demand Event Maintenance page redisplays.

< Cardinal Homepage

On-Demand Event Maintenance

On-Demand Event Maintenance

Prep: Event Status

Run Date Frequency

Flection Entry Emered  yof

Errors 0

Run Date

Process Indicator [N Q

ich Nolify

Normal Processing

Sugar Snaps BenRecord 0
Activity Date Source Empl Record 0
Schedule/Pre Vil Pending Activities 0 Show Activities Action
EventID EventDate 05/01/2024 Status  Re-Enter Class MAR v -

Open for Processing

Deduction Frequency  Annual

(Finalize/Apply Defaults

New Viindow | Help | Personalize Page

| Frequency

The Status field now displays “Re-Enter’. The Event Status field still displays as “Open for
Processing”. The Process Indicator field now displays an “N” for Normal Processing.
Notice that the Election Entry button is enabled.

On-Demand Event Maintenance

Run Date

Ben Record 0
Activity Date Source Empl Record 0
e repare Actvit Pending Activities 0 J =S Action
EventiD 2  EventDate 05012024 I Status  Re-Enter I Class MAR Event Stakss Updale
Prepare Option

I Event Status Open for Processing I

Frequency
D ion Freq Annual Freq
Election Entry IEnlered g of 1 l Show Plans
[ Valdate/Finalize Errors " Show Emors [ Finalize/Apply Defaults
Confirmation Statement Run Date
| Reprocess fProcess Indicator [N Q
< lormal Processi

11. Click the Election Entry button.

| Election Entry | enterea Jof
[ —— i
Confirmation Statement Run Date

i Show Plans

Show Errors

(] Finalize/Apply Defaults

Rev 3/1/2025
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Step Action

The BenAdmin Data Entry page displays with the Option Election tab displayed by default.

Bansdmin Data Entry "
Event / Participant Selection | Option Election Dependents / Beneficiarias
Skl D LA el Sarzan Srags Davi Fipamd 1] Everdld T
Evwet Dot Q019004 MG Excarin. Ereeiin Rodover To  Forfet Encess Copdey
= Avaliakis FHana e Cptizens, L& ]
Pusn Typd 10 - Blegics!

Dl ChlE | W [+

N G+ Py fntal JASE0) (Famay)

Habsirr Praraiitai i Fratounly T

DepirdemtuBeneflifg

DeperedanlLBersfislaries

o e ERuernm e W:nmﬂn Frrhn:ﬂh -:Brrﬂh“ e Lo Fiagy

(1] 0 | Coregeen Srap et Epeans -
] & | Fger dugn Saperhul [ =

12. Click the Dependents / Beneficiaries tab.
Event / Participant Selection ‘ | Option Election Dependents / Beneficiaries ”
Rev 3/1/2025
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Step Action

The Dependents/Beneficiaries tab displays.

BenAdmin Data Entry *

Event / Pariicipant Selection Option Election [ Dependents | Beneficiaries

Schedule ID Emplayes 1D
EventiD 2 Event Data 050172024 Mamiage
Benefit Recard 0 Excess Credit Rellover To  Forfeit Excess Credits

Dependent/Beneficiaries Currently on Record

Name Relationship to Employee Dependent Beneficiary Type Date of Birth
Snaps, Ginger Spouse Unapproved Dependent D4/01M1558
Snaps,Finger Stepchild Unapproved Dependent 041122019

jents | Beneficianes

Review the dependents in the Dependent/Beneficiaries Currently on Record table. Note
0 that the dependents currently have a status of “Unapproved Dependent”.

Dependent/Beneficiaries Currently on Record

Name Relationship to Employee Dependent Beneficiary Type Date of Birth
Snaps,Ginger Spouse Unapproved Dependent 04/01/1999
Snaps, Finger Stepchild Unapproved Dependent 04/122019

13. Click the Change/Add Dependent Data link.

Dependent/Beneficiaries Currently on Record

Name Relationship to Employee Dependent Beneficiary Type Date of Birth
Snaps,Ginger Spouse Unapproved Dependent 04/01/11969
Snaps,Finger Stepchild Unapproved Dependent 04/12/2019

Change/Add Dependent Data I
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Step Action

The Dependent/Beneficiary page displays.

Dependent/Beneficiary X
[ Name | Address || Personal Profile | Y
Person 1D
Dependent/Beneficiaries Q 1002 w || 3 | Jl Views Al
*Dependent'Beneficiary ID | 01 +||=
Name History Qi 1of1 View All
*Effective Date |05/01/2024 [i] +|[ =
*Farmat Type [ English L
Display Name  Ginger Snaps Edit Name
Name | Address | Personal Profile v

14. Click the Personal Profile tab.

| Name H Address | Fersonal Brofile |‘
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Step Action

The Personal Profile tab displays.

Dependent/Beneficiary X

‘ Name H Address H Personal Profile

Sugar Snaps

Personal Profile

Dependent/Beneficiary ID 01

*Date of Birth |04/01/1999

Birth Country

Medicare Entitled Date

Personal History

*Effective Date |05/01/2024

L.

Ginger Snaps

Person ID

@ | Ij@ | ViewAll

4=

Birth Location l l

Riders/Orders exist

Riders/Orders

1of1 +~

| ViewAll

[+]-]

*Relationship to Employee i Spouse

*Dependent Beneficiary Type i Unapproved Dependent

*Gender l Female

*Marital Status l Married

vl As of |04/13/2024

Ensure that you are viewing the applicable dependent.

15.

Click the Dependent Beneficiary Type dropdown button and select “Approved Dependent”

Dependent/Beneficiary X

‘ Name H Address H Personal Profile 1

Sugar Snaps

Personal Profile

Dependent/Beneficiary ID 01

“*Date of Birth |04/01/1999

Birth Country

Medicare Entitled Date

L.

Personal History

“Effective Date |05/01/2024

Ginger Snaps

Person ID

@ | E]@ I ViewAll

=

Birth Location l l

Riders/Orders exist

*Gender [ Female

*Marital Status | Married

Riders/Orders
@ I 1of1 ~ | ViewAll
-]
*Relationship to Employee | Spouse v
*Dependent Beneficiary Typel‘ Approved Dependent hd |I
7]
<] asof [oumanoze EH
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Step Action

16. Scroll down to the bottom of the page.

The bottom of the Dependent/Beneficiary page displays.

Dependent/Beneficiary

DI EOTaTon |

Riders/Orders exist

“Marital Status | Married

Medicare Entitled Dats AtderOns
idersiOrders
Personal History [a]: Tof1 v
*Effective Date |05/01/2024
*Relationship to Employee | Spouse -]
“Dependent Beneficlary Type \ Approved Dependent v\
*Gender [ Female v
V‘ As of ‘nma/znza

O student As of
ODisabled Asof

Name | Address | Personal Profile

Occupation
"B ysa
~ National ID
“Country *National ID Type Description National ID

| View All

+-]

1-10f1 v

Primary ID

|USA q\ ‘PR q\ Social Security Number 002-96-8293

| View Al

[+

v

Name Address | Personal Profile

17. Repeat these steps to update the status to “Approved Dependent” for any additional
dependents as needed and then click the OK button at the bottom of the page.

The Dependents / Beneficiaries tab redisplays

BenAdmin Data Entry

Help =

Dependents / Beneficiaries

Ewvent / Participant Selsction Option Election

Schedule ID  EMOD Employee ID;

EventlD 2
Benefit Record

Dependent/Beneficiaries Currently on Recerd

Sugar Snaps

Event Data  05/01/2024 Mai

Excess Credit Rollover To  Forfeit Excess Credits

riage

Snaps Finger
Change/Add Dependent Data

Elections Requiring Supplemental Information

10 Medical

Option Election | Dependents / Beneficiaries

Event/ Participant Selection |

Enroll Dependents

Name Relationship to Employee Dependent Beneficiary Type Date of Birth
Snaps,Ginger {spouse | Approved Dependent 10410111998
Stepchild Approved Depsndent 041212018
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Benefits Job Aid

BN361 Managing and Approving Dependents

Step Action

18.
Dependent”, click the Option Election tab.

Once all dependents have been changed from “Unapproved Dependent” to “Approved

” Event / Participant Selection

I Option Election ” Dependents / Beneficiaries

The Option Election tab displays.

BenAdmin Data Entry

Event | Participant Seleckon ‘ Option Election

Schad ID EM0O Empl ID

EventData 05/0172024 Mariage

Ben Record

~ Available Plans and Options (2

Plan Type 10 : Medical

Option Code ‘25 a
COVACate + Prev Dental (ACCO) (Famiy)
Hoalth Providor 1D | Proviaus iy Sesn

Dependents/Beneficiaries
Enroll A

Dependants/Beneficiaries

= — Relationship to Health Provider Previously  C.
Employse [ oan arson Type

[on Q| | Ginger Snaps Spouse Spouse

[02 Q| Fingar Snaps Stapchid Chid

*]

Evant ! Parficipant Salection | Option Election | Depandents | Beneficiarias

Excess Credit Rollover To  Forlsit Excess Credits

Spacial Requiraments

EventID 2

Refresh

19.
enrolled. Click the Enroll All button as needed.

Review the Dependents/Beneficiaries table and ensure that are applicable dependents are

Plan Type 10 : Medical

Option Code

Health Provider ID |

COVA Care + Prev Dental (ACCO) (Family)

O Previously Seen

Dependents/Beneficiaries
| Envol Al |

Dependents/Beneficiaries

Relationship to

. Health Provider Previously
1D Nome Employee D Seen
01 Q ‘ Ginger Snaps. Spouse a
[02 Q| Finger Snaps Stepehild | [a}

o

Special Requirements

Covered
Person Type

Age Limit Flag

Spouse

Child

20. Click the OK button at the bottom of the page.

Cancel “ Apply l

Event / Participant Selection

Option Election | Dependents / Beneficiaries
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Benefits Job Aid

/}) Cardinal

BN361 Managing and Approving Dependents

Step Action

The On-Demand Maintenance page displays.

£ Cardinel Homepage On-Demand Event Maintenanca

“Open for Processing”.

On-Demand Event Malntenanca
Bingar Sruipys Person D Ben Record [
Acvity Dale Jource Empl Record o
Panding Activities [ Action
Everd ID 2 EwerlDale  05T2004 Falus  Enered Class  MAR
Crecr Status o Pracossing
Four D Frequancy
Discaction Frequency  Anrsl Frequancy
E Entersd g of
— a Finalize'Apply Defaults
For Diae
R ey Process Indicator M QL
Hmnal Procsssing
21. Confirm that the Status field now displays as “Entered” and the Event Status field is still

Class  MAR

I.E\.‘Jll.s [ = I

Rour Diate Frequency
DOhchac i oem Frisgpa Ny nrnaal Frequancy

Everd D 2 Evend Dale  0L012024

I Eowt Statan p‘ﬂ'.mﬂgl

22. Click the Validate/Finalize button.

Show Plans

[ Election Entry ! | Entered Jof

Show Errors

Validate/Finalize Errors 0

Confirmation Statement Run Date

LI Finalize/Apply Defaults

Administration process has been completed successfully.

Process completed successfully. (3000,530)

OK

A Confirmation messages displays in a pop-up window to acknowledge that the manual Benefits
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Benefits Job Aid
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BN361 Managing and Approving Dependents

Step Action

23. Click the OK button.

OK

The On-Demand Event Maintenance page redisplays.

Garainal Homepage On-Demand Event Maintenance a ! 9
New Window | Help | Persanalizs Pags
©n-Demand Event Maintenance
Sugar Snaps Person 1D BenRecord 0
Source EmplRecord 0
chedule/Prepare Activity Panding Activities 0 Show Activities Action
Status Finalized - Enrolled  Class  MAR E Upeak

Event D 2 EventDste 05012024

Event S01S  ced to Processing

Fun Date Frequency

Daduction Frequancy ~ Anmual Frequancy

Finalize/Apply Dafaults

Reprocess
m[ Retum o Search ] [ Moty

24. Confirm that the Status field now displays as “Finalized-Enrolled” and the Event Status field
is now “Closed to Processing”.

Note: The number of elections entered will reset back to “0 of 0”.

Activity Date Source Empl Record 1]
Schedule/Propare Actvity Panding Activities 0 Show Activities Action
Ewent ID 2 EventDate 050172024 Status Finalized - Enroled | Class MR [ Event Slakis Update
Prepare Opfions
Lol Event Status Closed buF‘rncl:::ingI
Erwcliment Siatement Fun Date A
Deduction Frequency — Annual Frequency
wction Entry Entered g of
e b o FinalizelApply Defaults
l Confirmation Staiemant I Run Date
Reprocess Process Indicatar M
Harmal Processing
m l Return 1o Search I Moty I
25. Click the Save button.
[ Return to Search ] [ Matify l
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