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TLC and HBO Completing a Rehire and Benefit Enroliment Overview

This business process is applicable to both Health Benefits Only (HBO) Agencies and Localities in The
Local Choice (TLC) Benefit Program.

Employee Records are used to manage the history of the different jobs an employee may have. An
employee’s initial hire is assigned to employee record 0. All new employee records are incremented by
1. When adding a new employment instance, Cardinal asks if the new employment instance should be
associated to the current employee record. For guidance on when to answer “Yes” or “No” to this
question, see the below guidance:

o Answer “Yes” if the employee is being rehired into the same HBO Agency or Locality and
back into the same employee type (e.g., Wage to Wage or Salary to Salary). This will hire the
employee back into the same employee record they had previously. Use this Job Aid to
complete this process.

o Answer “No” if the employee is being rehired into a different HBO Agency or Locality or is
being hired back as a different employee type (e.g., Wage to Salary or Salary to Wage). This
creates a new employee record and hires the employee into it. Refer to the Job Aid titled
TLC and HBO Completing a New Hire and Benefit Enrollment to complete this process.
This Job Aid can be found on the Cardinal website in Job Aids under Learning or on the

Locality Users page.

The Personal Organizational Summary page provides summarized information related to all current or
previous jobs an employee has at the Commonwealth of Virginia. This page may also return results for
people with no job information in Cardinal. A review of the information on this page is necessary to
determine how to process the rehire.

Note: Personal data for the person being rehired will not be available to view or modify in Cardinal until
the rehire is processed.

Navigation Note: Please note that you may see 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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Rehiring an Employee
Before beginning, review the Person Organizational Summary page to get information about the
employee’s previous employment at the Commonwealth of Virginia.

Note: If the employee’s previous employment with the Commonwealth of Virginia ended prior to 2020,
only their name and employee ID will display on the Person Organizational Summary page.
Research must be conducted in the legacy system. For further information and assistance, contact
ihelp@dhrm.virginia.gov.

Step | Action

1. Navigate to the Person Organizational Summary page using the following path:

NavBar > Menu > Workforce Administration > Personal Information > Person
Organizational Summary

The Person Organizational Summary Find an Existing Value Search page displays.

| £ Cardinal Homepage ‘ Person Organizational Summary

Person Organizational Summary
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‘ V4 [l saved Searches | Choose from saved searches V‘ &

Empl ID ‘ begins with V‘ [\

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

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

¥ Search Criteria

Empl ID | begins with v|| I

Name | begins with v| | |
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Step | Action

Users can also search by name using the corresponding fields. However, it is recommended to
0 use the Employee ID as it is a unique identifier for each employee.

3. Click the Search button.

=

The Person Organizational Summary page displays showing the employee’s previous job information.

Person Organizational Summary

JOHN DOE Person D

v Employment Instances @ | Tol1w 1 ViewAl

ORG Instance 0 LastHire  10/01/2013 Termination Date  12/30/2024
HR Status  Inactive Payroll Status  Terminated

= =]

‘ EmplRecord | HR Status | Payroll Status Bf\':ntzﬂ == LastAsgn Start | Employee Class Term Date Action Action Reason JobCode | Grade Benefits Status

0 ‘ Inactive ‘Telminalen ‘ 12/3172024 |LOCAL ‘mmmmz TLC Employee 121302024 Termination Resignation ‘COVHED

This page provides summarized information regarding any other jobs the person currently
o holds, or previously held, at the Commonwealth of Virginia. This information helps to determine
how to process the employee in Cardinal.

If there is no previous job information for the person in Cardinal, the Person Organizational
Summary page displays with only the employee’s name and Person ID. Research must be
conducted in the legacy system. For further information and assistance, contact
ihelp@dhrm.virginia.gov.

Person Organizational Summary

I Person ID I

‘ Return to Search H Notify |

4. Navigate to the Add Employment Instance page using the following path:

NavBar > Menu > Workforce Administration > Personal Information > Organizational
Relationships > New Employment Instance
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Step | Action

The New Employment Instance Find an Existing Value Search page displays.

‘ & Cardinal Homepage ‘ Add Employment Instance

Add Employment Instance
Find an Existing Value

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

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

Search by: | Empl ID v‘ begins with :}

~ Show more options

ﬂ Users may not have to search and may be able to bypass step 5.

5. Enter the Employee ID or Person ID and click the Search button.

Searchby: | EmplID | begins with

~ Show more options

=

The following Decision message displays.

Do you wish to open the Job Data associated to this emplid: Employee Record: 0 (25101,91)

o [
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Step

Action

For guidance on how to answer this question, review the following scenarios below:
Scenario 1:

Click the Yes button if the employee is being rehired back into the same Agency or Locality and
back as the same employee type (e.g., wage to wage or salary to salary). This hires the
employee back into the same employee record they had previously.

Do you wish to open the Job Data associated to this emplid: Employee Record: 0
{25101,51)
H e No
Scenario 2:

Click the No button if the employee is being rehired into a different Agency or Locality or back
into the same Agency or Locality but as a different employee type (e.g., wage to salaried). The
New Employment Instance page displays. Clicking the Add Relationship button creates a
new employee record that the employee is hired into. Refer to the Job Aid titled TLC HBO
Completing a New Hire and Benefit Enroliment to finish this rehire. This Job Aid can be
found on the Cardinal website in Job Aids under Learning or on the Locality Users page.

New Employment Instance

Empl ID

Empl Record 1

‘Add Relationship

If “Yes” is selected, please go back and click the “X” to close the New Employment Instance
tab at the top of your screen.

:‘ i} I D New Employment Instance .‘.(I D lck Data X —|—

O Iil httpsy//hrirn.cardinal.virginia.gov/psp/hrirn_14/EMPLOYEE/HRMS,/c/ADN
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The Job Data page displays the most recent transaction for the employee (with the Action of

“Termination” and the Reason “Resignation” in this scenario).

Position Number

Position Entry Date

Regulatory Region
Company

Business Unit
Department
Department Entry Date
Location
Establishment ID

Last Start Date

Last Date Worked

OYes

EO070000F Q

Work Location Job Information Job Labor Payroll Salary Plan ‘Compensation
JOHN DOE Empt 1D
Employee Empl Record 0
Work Location Details & @ | 10f1 v
*Effective Date |12/31/2024 E
Effective Sequence E “Action | Termination |
HR Status Inactive Reason | Resignation v|
Payroll Status ~ Terminated *Job Indicator | Primary Job V|
Curmrent a

TLC 043037000 Full Time Pos

Override Position Data

10/01/2013

Position Management Record

USA

EO7
LOCAL
048037000
10/07/2013
OHE

LOCAL Q

10/01/2013

1213002024

Turn Off Auto Pay

® No

Termination Date

United States
Greensville County Schools
The Local Choice Participants

Greensville Schools 12 Month

DHRM Office of Health Benefits

Localities

12/30/2024 STD Claim
Number

Ol Override Last Date Worked
Date
[ Recall Eligibility Flag

Date Created (3/24/2025

7. Click the Add a Row button (+) to add a new effective dated row.

Work Location Details &

*Effective Date

Effective Sequence E

HR Status

1213112024

Inactive

Payroll Status  Terminated

Bl T
T
ng

“Action | Termination

Reason | Resignation

*Job Indicator | Primary Job
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Step

Action

The Job Data page refreshes with the new effective dated row (row “1 of 2” in this example).

Work Location Job Information Job Labor Payroll Salary Plan Compensation
JOHN DOE [ Empl 1D
Employee Empl Record 0

Work Location Details & @ |

*Effective Date |03/26/2026 E

i Termination v
Effective Sequence E Action | |
HR Status  Inactive Reason | Resignation v

Payroll Status ~ Terminated ~Jab Indicator | Primary Job v|

8. The Effective Date field defaults to the current system date. Update to the date of the rehire as
needed using the Effective Date Calendar icon.
*Effective Date |03/26/2026
9. Click the Action dropdown button and select “Rehire”.

*Action I Rehire VI
Reason | V|
~Job Indicator | Primary Job v|

The action of “Rehire” is only available if the employee has an historical job record (employee
record) in Cardinal. When Cardinal was established, all employee personal data from the
legacy system was converted into Cardinal, but not all inactive employment history (job data)
was converted. Therefore, the action of “Hire” and reason of “New Hire” must be used if no
Cardinal employment history (job record) exists. The Employment Data page is used to
address prior service using the appropriate fields.

10.

Click the Reason dropdown button and select the applicable reason for “Rehire”.

*Action | Rehire V‘
Reason I Rehire vl
“Job Indicator | Primary Job v|
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Step | Action

Aid titled TLC HBO Action Reason Codes. This Job Aid can be found on the Cardinal website
in Job Aids under Learning or on the Locality Users page.

o For further information pertaining to valid Action and Reason code combinations, see the Job

A message displays asking the user to confirm that the effective date matches the Job Begin Date.

Confirm that the effective date matches the Job Begin Date on the New Hire paperworl. {25101,146)

Confirm that the effective date matches the Job Begin Date on the New Hire paperwork. Othenwise, correction by the Cardinal PPS Team would be
required

11. Confirm the effective date and click the OK button.

oK

12. | Enter the Position Number in the Position field and press the Tab key.

Position Number Q||

The remaining Position data populates based upon the Position Number that was entered.
0 Review the information.

13. Click the Job Information tab.

Work Location I Job Information I Job Labor Payroll Salary Plan Compensation
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Step | Action

The Job Information page displays.

Work Locafion Job Information Job Labor Bayroll Salary Plan Compensation
JOHN DOE Empl ID
Employee

Empl Record 0

Job Information Details &

[

Effective Date  pamgmoo0g

Effective Sequence 0
HR Status Active
Payroll Status  Active

Action  Rehire
Reason Rehire
Job Indicator  Primary Job

Current
Job Code COVHBO

Entry Date  03/26/2026
Supervisor Level E

Reports To

Health Benefits Only
S0C Code

Employee Supervisor Name

View Current Incumbents

RegularTemporary Regular FulliPart Full-Time

Empl Class | TLC EE w

*Officer Code | Mone V|
Regular Shift Not Applicable Shift Rate | |
Classified Ind ~ Classified Shift Factor | |
Standard Hours ®
Standard Hours 40.00 Work Period W Weekly
FTE 1.000000
Adds to FTE Actual Count? Encumbrance Override

14. | Click the Empl Class dropdown button and select the applicable Employee Class. This is a

required field.

a. If the employee is assigned to a TLC position, select the “TLC EE” value

b. If the employee is assigned to an HBO position, select the value that describes
the employee filling the job (e.g., ONC, OTO, etc.)

RegularTemporary Regular

Empl Class | v'

0 The Officer Code field defaults to “None”. Do not change.

*Officer Code | None v|
15. | The Job Labor tab is not utilized in Cardinal. Click the Payroll tab.
Work Location Job Information Job Lahar Payroll Salary Plan Compensation
Rev 4/14/2026
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Step | Action

The Payroll page displays.

Work Location Job Information Jobx Labor Payroll Salary Plan Compensation
JOHN DOE Empl 1D
Employee Empl Record 0

Payroll Information & @ l |

Effective Sequence 0 Action Rehire
HR Status  Active Reason Rehire
Payroll Status  Active Job Indicator  Primary Job
Current
*Payroll System | Fayroll for Morth America V|
Absence System | Cther v|

Payroll for North America &®

Pay Group |MNP Non-Payroll

Employee Type |S Salaried Holiday Schedule |[NOHOL Q | LOCALITY

Tax Location Code | 760
Richmond (City)

GL Pay Type | Subject v|
FICA Status Edit ChartField
Combination Code it ChariFields
| Job Data Employment Data Eamings Distribution Benefits Program Participation

0 The Payroll System field defaults to” Payroll for North America”. Do not change.
The Absence System field defaults to “Other”. Do not change.

*Payroll System l Payroll for North America VI

Absence System [ Other

I

16. | Click the Pay Group Look up icon within Payroll for North America section and select “MNP”
— Non-Payroll.

Payroll for North America (&
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Step | Action

@

The Employee Type field defaults to “S” (Salaried). Do not change.
The Holiday Schedule field defaults to “NOHOL”. Do not change.

‘ Pay Group |MNP Q Non-Payroll

|I Employee Type u Salaried

Holiday Schedule |NCHOL Q | LOCALITY

17. | Click the Tax Location Code Look up icon and select the applicable code based on the
location of the employee’s office.
Tax Location Code E
18. | Click the Compensation tab.
Work Location Job Information Job Labor Bayroll Salary Plan Compensation
The Compensation page displays.
Work Locafion Job Information Job Labor Payroll Salary Plan Compensation
JOHN DOE Empl ID
Employee Empl Record 0
Compensation Details & @ I
Effective Date  g3/6/2006 b GRTOROW
Effective Sequence Q Action Rehire
HR Status  Active Reason Rehire
Payroll Status ~ Active Job Indicator  Primary Job
Current
Compensation Rate 2,083.33333350 “Frequency Montly
» Comparative Information @
> Pay Rates ®
[ Default Pay Components
Pay Components (2
Amounts Controls Changes Conversion ;3
‘ *Rate Code Seqg Comp Rate Curmrency ‘Frequency ‘ Percent ‘ ‘
-l a] o | | al | al | =
[ Calculate Compensation ]
‘ Job Data Employment Data Eamings Distribution Benefits Program Participation ‘
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Step | Action
19. | Click the Frequency Look up button In the Compensation Details section and select “M”
(Monthly).
“Frequency Monthly
20. | Click the Default Pay Components button.
I Default Fay Components I
21. | Click the Rate Code Look up icon in the Pay Components section and select “NAANNL”.
Pay Components &
@ 1of1w
Amounts Controls Changes Canversion 113
*Rate Code Seq Comp Rate Currency Frequency Percent
1| [naanm af | o | = |[uso al ([ Q E\
[ Calculate Compensation l

The Currency and Frequency fields default based on the Rate Code selected. Do not change.

Pay Components &

[F)[a]

Amounts Controls Changes

*Rate Code Seq

Conversion

Comp Rate

[l

currency Frequency Percent

1 [NaannL al | 0]

M R a

[ Calculate Compensation l

22. | Click the Calculate Compensation button.
Calculate Compensation
23. | Click the Benefits Program Participation link at the bottom of the page.
Job Data Employment Data Earnings Distribution I Benefits Program Participation I
Rev 4/14/2026
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Step | Action

The Benefit Program Participation page displays.

Benefit Program Participation

JOHN DOE
Employes

Empl ID
Empl Record 0

Benefit Status @

@)

~
Benefit Record Number

Effective Date 3060026
Effective Sequence 0
HR Status  Active
Payroll Status  Active

Action  Rehire

Reason Rehire

Job Indicator Primary Job

[ Go To Row l

*Benefits System | Benefits Administration

Benefits Administration Eligibility &

Annual Benefits Base Rate \:l =
usD

ACA Eligibility Details

Current
Benefits Employee Status Active

Elig Fid 1

Elig Fid 2 | 048037000 Q
Elig Fld 8 |12-12 Q,

Elig FId 6

Elig Fld 9 |TF-GB Q,

Benefit Program Participation Details &

[a]

10f1 v | View Al

Effective Date  10/01/2013
Benefit Program 030

Currency Code USD
TLC 048037000 Ben Program

Job Data Employment Data

Eamings Distribution

Benefits Program Participation

Rev 4/14/2026
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Step

Action

24.

Complete the Elig Flid 2, Elig Fld 3, Elig Fld 8, and Elig Fld 9 fields:

Click the Elig Fld 2 Look up icon and select the applicable value
Click the Elig Fld 3 Look up icon and select “N” (No)
Click the Elig Fild 8 Look up icon and select “12-12” (12 months, 12 pays)

Click the Elig Fld 9 Look up icon and select the applicable benefits payment
breakdown

Benefits Administration Eligibility &

For further information on eligibility configuration valid values, see the Job Aid titled BN361
Overview of the Eligibility Configuration Fields. This Job Aid can be found on the Cardinal
website in Job Aids under Training.

25.

Click the Save button.

I Return to Search H Motify H Reiresh ]

@

If any of the following fields are blank, a warning message will display: Elig Fid 2, Elig Fid 3,
Elig Fld 8, and Elig Fld 9. Once the record is saved, if anything is incorrect a help desk ticket
must be entered to make the correction.

A Warning message displays in a pop-up window. A Compensation Rate of zero is correct because
payroll is not managed in Cardinal.

Warning — Compensation Rate is zero. (1000,31)

Either the action is Hire or the Compensation Rate has been changed to zero.

I = T~ N

If zero is correct, leave as is. Otherwise, enter a Compensation Rate.

5 (e

26.

Click the OK button.

O Ill Cance ]
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Rehire Benefit Enroliment

Now that the Rehire processing is complete, the Benefits Administrator will be able to complete the
benefit enroliment elections for the rehired employee. This process is performed on the On-Demand
Event Maintenance page after the employee submits their Benefits Enroliment form to the BA with all
the information necessary to complete the process.

Step | Action

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

NavBar > Menu > Benefits > Manage Automated Enroliment > Events > On-Demand

Event Maintenance

The On-Demand Event Maintenance Find an Existing Value Search 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| V4 [1 saved Searches | Choose from saved searches V‘ /|

Empl ID ‘ begins with V| |

Empl Record ‘ = v| |

Name ‘ begins with v| |

Second Last Name ‘ begins with v| |

|
|
|
Last Name ‘ begins with V| | ‘
|
|

Alternate Character Name ‘ begins with v| |

~ Show fewer options

[0 Case Sensitive

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

Empl ID | begins with ~

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

3. Click the Search button.

= -

Rev 4/14/2026 Page 17 of 44



//) Cardinal HR and Benefits Job Aid
/

TLC and HBO Completing a Rehire and Benefit
Enrollment Overview

Step | Action

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

On-Demand Event Maintenance

Jonathan Doe Person 1D Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 2 Show Activities Action
Event ID 0 Event Date Status Class Event Status Update
Prepare Options Event Status
Enroliment Statement Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Entry Entered p of 0 Show Plans
Validate/Finalize Emors Show Errors Finalize/Apply Defaults
Confirmation Statement Run Date
Reprocess Process Indicator [N
Mommal Processing
m [ Return to Search ] l Notify ]
4. Review the Pending Activities field and proceed based on the following:

o |f the Pending Activities field displays a “2”, the Benefits Administration process has
not run and the HR2 Benefit Event has not been automatically processed and closed.
Proceed with Step 5.

e |If the Pending Activities field displays a “1”, the Benefits Administration process has
run and the HR2 Benefit Event has been automatically processed and closed but the
“HIR” Benefit Event has not been prepared. Skip to Step 9.

o |If the Pending Activities field displays a “0”, the Benefits Administration process has
run and the HR2 Benefit Event has been automatically processed and closed.
Additionally, the “HIR” Benefit Event has been prepared. Skip to Step 12.

Activity Date Source Empl Record ¥]

Schedule/Prepare Activity Pending Activities E | Show Activities ‘ Action

5. Click the Show Activities button.

Activity Date Source Empl Record 0

Schedule/Prepare Activity Pending Activities 2 I Show Activilies I Action

Rev 4/14/2026 Page 18 of 44



//) Cardinal HR and Benefits Job Aid
/

TLC and HBO Completing a Rehire and Benefit
Enrollment Overview

Step | Action

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

Help
Jonathan Doe Person ID Ben ¢
Record
BAS Activity
HE
Action BAS N
Select Empl Record Source Event Date | Event Effseq Action COBRA Action
O o [LETE 02/19/2026 0|HR2 +
— Event
. Job Data
[} 0 Change 02192026 0|HR E

6. Click the Select checkbox option for the HR2 Benefit Event.

Action
Source

Manual
o Man 02/19/2026 | E

7. Click the OK button.

e

BAS

Select Empl Record Event Date Event Effseq Action COBRA Action
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Step | Action

The On-Demand Event Maintenance page refreshes.

On-Demand Event Maintenance

Jonathan Doe Person ID Ben Record 0
Activity Date  02/19/2026 Source  Manual Event Empl Record 0
Schedule/Prepare Activity Pending Activities 2 Show Activities Action HR2
Event ID 0  EventDate Status Class Event Status Update
Prepare Options Event Status
Enroliment Statement Run Date Frequency

Deduction Frequency '~ Annual Frequency

Election Entry Entered o of 0 Show Plans
Validate/Finalize Erars g Show Errors Finalize/Apply Defaults
Confirmation Statement Run Date
Reprocess Process Indicator |M
Mormal Processing
[ Return o Search ] [ Maotify l
8. Review the Activity Date field. This is the date of the employee’s New Hire transaction

completed by HR Administrator. This date will impact the Benefits enrollment begin date.
Therefore, if this date is not accurate, work with the HR Administrator to correct prior to
processing the rehire benefits enroliment.

For HR2 Benéefit Events, the Source field will be “Manual Event”, and the Action field will be
“HR2".

Activity Date  02/19/2026 I Source  Manual Eventl Empl Record 0

Schedule/Prepare Activity l Pending Activities 2 l Show Activities Action

HR2

9. Click the Schedule/Prepare Activity button to manually run the Benefits Administration
process for this Benefit Event.

Note: This will process and close the HR2 Benefit Event.

Activity Date  02/19/2026 Source  Manual Event Empl Record 0

Schedule/Prepare Activity Pending Activities 2 Show Activities Action

HR2
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Step | Action

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

Process completed successfully. (3000, 530)

10. | Click the OK button to close the message.

FProcess completed successfully. (3000,530)

The On-Demand Event Maintenance page refreshes.

On-Demand Event Maintenance

Jonathan Doe Person ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action

Event Status Update

Event ID 2 Event Date  02/19/2026 Status  Prepared Class HIR
Prepare Options Event Status -
Open for Processing
Enroliment Statement ]
l Run Date Frequency
® Deduction Frequency O Annual Frequency

l Election Enfry ] Entered gof 4 Show Plans

Validate/Finalize Emors Show Errors U Finalize/Apply Defaults

Confirmation Statement Run Date

l Reprocess ] Process Indicator
l Return to Search ” Motify ]

Mormal Processing
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Step | Action
11. | Confirm that the Status field displays as “Prepared” and the Event Status field displays as
“Open for Processing”.
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 2 EventDate 021912026 I Status  Prepared I Class HIR Event Status Update
AEEIE LI Event Status Open for Processing
[ Enroliment Statement I Run Date Frequency
® Deduction Frequency = Annual Frequency

12. | Click the Election Entry button.

l Enrollment Statement ] Run Date Frequency
® Deduction Frequency O Annual Frequency
Election Entry Entered p of 4 Show Plans
et . [ Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Ermors
Confirmation Statement Run Date
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Step | Action

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

by default.

Event / Participant Selection Option Election

BenAdmin Data Entry

Dependents / Beneficiaries

Help

Sched ID EMOD Empl ID

Event Data  02/19/2026 Initial Enroliment

v Available Plans and Options @

Plan Type 10 : Medical

Option Code \j\

Jonathan Doe

Excess Credit Rollover To  Forfeit Excess Credits

Health Provider ID |

[ Previously Seen

Dependents/Beneficiaries

Enroll All I

Dependents/Beneficiaries

*ID Name

Y

Relationship to
Employee

Previously
Seen

L J] o

Health Provider 1D

Event/ Participant Selection 1 Option Election | Dependents [ Beneficiaries

Ben Record 0

Special Requirements

Covered
Person Type

EventiD 2

o

Age Limit Flag

13. | Click the Option Code Look up icon within the Plan Type 10: Medical section.
Plan Type 10 : Medical
Option Code E ke
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Enrolliment Overview

Step | Action

The Look Up Option Code page displays in a pop-up window.

Look Up Option Code

Help

Search Results

View 100

Option | Option Benefit | Coverage
Code Type Plan Code
1 Cption 001F01 |1

2 Option 001FD1 |2

3 Cption 001F01 |3

4 Option 001FD1 |4

5 Cption 001F02 |1

6 Option 001F02 |2

7 Cption 001F02 |3

8 Option 001F02 |4

W Waive Optn | (blank) | {blank)

Benefit Plan “001F01” with Coverage Code “4”, will be selected).

Child, and 4 — Employee + 2 or More Dependents.

14. | Select the applicable Medical Plan based on the employee’s Benefits Enrollment form by
clicking the corresponding link in the Option Code column (In this example, Option Code “4”,

The Coverage Codes are as follows: 1 — Single, 2 — Employee + Spouse, 3 — Employee +

Option | Option Benefit Coverage
Code Type Plan Code

1 Option 001F01 |1

2 Option 001F01 |2

3 Option 001F01 |3

4 Option 001F01 |4

5 Option 001F02 |1

A Ointinn nndER? |2
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Enrolliment Overview

Step | Action

The BenAdmin Data Entry page redisplays with the Option Election tab refreshed.

BenAdmin Data Entry

Event/ Participant Seleclion Option Election Dependents / Beneficiaries

Help

Sched 1D EMOO Empl ID Jonathan Doe Ben Record 0 EventlD 2

Event Data  02/19/2026 Initial Enrollment Excess Credit Rollover To  Forfeit Excess Credits

~ Available Plans and Options &

Plan Type 10 : Medical

-
Option Code ¢
Key Adv Exp Comprehensive Dent (001F01) (Family)
Health Provider D | O Previously Seen
Special Reguirements
Dependents/Beneficiaries
Enrall All ]
Dependents/Beneficiaries
Relationship to - Previously Covered -
*1D Name Employee Health Provider ID Seen Person Type Age Limit Flag

Y L J] o

Event/ Participant Selection | Option Election 1 Dependents / Beneficiaries

dependent(s) must be added. Proceed to the next step.

If the employee is single and elected a Benefit Plan with a Coverage Code of “1”, skip to Step
o 35. If the employee selected a Benefit Plan with any other Coverage Code, the employee’s

15. | Click the Dependents / Beneficiaries tab.

Event / Participant Selection Qption Election | erendentsfaeneﬂciariesl
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Step | Action

The Dependents / Beneficiaries page displays.

Event/ Participant Selection Option Election

Dependents / Beneficiaries

BenAdmin Data Entry

Schedule ID  EMOD
EventlID 2
Benefit Record 0

Dependent/Beneficiaries Currently on Record

Name

Change/Add Dependent Data

Elections Requiring Supplemental Information

10 Medical

Excess Credit Rollover To  Forfeit Excess Credits

Relationship to Employee

Event / Participant Selection | Option Election | Dependents / Eeneficiaries

Employee ID Jonathan Doe

Event Data  02/19/2026 Initial Enroliment

Dependent Beneficiary Type Date of Birth

Enroll Dependents

16. | Click the Change/Add Dependent Data link in the Dependent/Beneficiaries Currently on
Record section.
Dependent/Beneficiaries Currently on Record
Name Relationship to Employee Dependent Beneficiary Type Date of Birth
Change/Add Dependent Data I
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Enrollment Overview

Step | Action

The Dependent/Beneficiary page displays in a pop-up window.

Dependent/Beneficiary ®
Help
Name Address Personal Profile
Jonathan Doe Person ID
Dependent/Beneficiaries \EI | 1of1 » I View Al
*Dependent/iBeneficiary ID E\
Name History \El 1071 v View Al

*Effective Date | 02192026

+][=]

*Format Type | English

v]

Display Name

B |~

Mame | Address | Personal Profile

Edit Mame

o

The Dependent/Beneficiary ID field will default to “01” for the first dependent and increment by
1 for each additional dependent subsequently added.

The Effective Date field defaults to the Event Date (employee’s rehire date for new
enrollments). This date must be on or before the rehire Event Date and should not be updated.

Dependent/Beneficiaries

*Dependent'Beneficiary ID

Name History

@ I Tof1w I View All
+][=]
@ 1of1 w View All

*Effective Date |02f192026

[+][-]

“Format Type | English

Display Name

Edit Name
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Enrollment Overview

Step | Action
17. | Click the Edit Name button.
Dependent/Beneficiaries @ | 1of1 v I View All
*Dependent/Beneficiary ID E\
Name History @ Tof1 v View All
“Enective Date [+][-]
*Format Type | English v|
Display Name I Edit Nams I

The Name page displays in a pop-up window.

Name %

Help

English Name Format

Name Prefix

“First Name | |

Middle Name | ‘

*Last Name | ‘
Name Suffx

Display Name

Formal Name

Name

DK l l Cancel l I Refresh Name
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Enrolliment Overview

Step | Action
18. | At a minimum, enter the dependent’s First and Last Name in the corresponding fields. The
Name Prefix, Middle Name, and Name Suffix fields are optional but should be entered as
applicable.
Name %
Help
English Name Format
Name Erefix
*First Name
Middle Name |
*Last Name
Name Suffix
19. | Click the OK button.

-

The Name page refreshes with the dependent’s name displayed in the Display Name field.

Dependent/Beneficiary X
Help |
Name Address Personal Profile
Jonathan Doe Person ID
Dependent/Beneficiaries \EI | 1of1 v | View All

*Dependent/Beneficiary ID

Name History @
*Effective Date |02/19/2026

“Format Type | English ~|

Display Name Janet Doe

Name | Address | Personal Profile

i1 v View All

Edit Name

[+][=]

[+]-]
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Enrollment Overview

Step | Action

20. Click the Address tab.

Name Address Personal Profile

The Address page displays.

Dependent/Beneficiary x

Help

Name Address Personal Profile
Dependent/Beneficiaries \El | Tof1 v I View All
-]
Jonathan Doe Person ID
Dependent/Beneficiary ID 01 Name Janet Doe
Address History @ | 10f1 w I View All

*Effective Date | 02119/2026 B
[ same Address as Employee Address Type

Address

Country United States

Address Edit Address

Phone Information

@ 1-1of1 ¥

Same As Employee Phone Type Telephone Extension | Preferred

J | | e | &
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TLC and HBO Completing a Rehire and Benefit
Enrollment Overview

Step | Action

21. | Complete the address information as applicable for the dependent by either:

Clicking the Same Address as Employee checkbox option (applicable for this example)

Address History @ | 10f1 w | View Al

*Effective Date |02/19/2026 B
| [ Same Address as Employee I Address Type

or:

Clicking the Address Type dropdown button provided, 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)

Address History @ I 1of1 » | View Al
*Effective Date |02/19/2026 B
[ Same Address as Employee Address Type || vI
Address

Country United States

Address Edit Address
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TLC and HBO Completing a Rehire and Benefit

Enrolliment Overview

Step | Action

The Address page refreshes with Address
displayed in the Address History section.

History section with the dependent’s address information

Same Address as Employee
Employee’s Current Address

Country USA United States

Address 123 Main St
Richmond, VA 12345

Phone Information

Dependent/Beneficiary X

Help

Name Address Fersonal Profile

Dependent/Beneficiaries @ | 1of1 v I View All

-]

Jonathan Doe Person ID
Dependent/Beneficiary ID 01 Name Janet Doe
Address History @ | 1of1 v I View All

*Effective Date | 02M19/2026

[+

22. Click the Personal Profile tab.

Mame Address Perzol

nal Profile
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TLC and HBO Completing a Rehire and Benefit
Enrollment Overview

Step | Action
The Personal Profile page displays.
Dependent/Beneficiary *
Help
MName Address Personal Profile
Jonathan Doe Person ID
Personal Profile \EI 1of1 v View All
-]
Dependent/Beneficiary ID 01 Janet Doe
*Date of Birth Birth Location | |
Date of Death Riders/Orders exist
Medicare Entitled Date Riders/Orders
Personal History @ 1of1 w View All
*Effective Date |02/19/2026 E
*Relationship to Employee | V|
*Dependent Beneficiary Type | v|
*Gender | Unknown V|
“Marital Status | Single v|  asor
Occupation | |

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

23. | Click the Date of Birth Calendar icon and select the dependent’s date of birth.

Dependent/Beneficiary I 01 Janst Doe

*Date of Birth

0 The Effective Date in the Personal History section defaults to the date of rehire. Do not
change.
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Enrollment Overview

Step | Action

24. | Click the Relationship to Employee dropdown button and select the dependent’s relationship
to the employee.

*Relationship to Employee vl‘

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

*Dependent Beneficiary Type v

26. | Click the Gender dropdown button and select the dependent’s gender (“Male” or “Female”).

*Gender | Unknown v

27. | The Marital Status field defaults to “Single”. Updated as needed for the dependent.

*Marital Status | Single b

28. | If any status other than “Single” is selected, the Marital Status As of field will default to the
date of hire and must be updated as applicable using the Marital Status As of Calendar icon.

*Marital Status | Married v As of 001612024 [H|

Rev 4/14/2026 Page 34 of 44



/}) Cardinal

HR and Benefits Job Aid

TLC and HBO Completing a Rehire and Benefit

Enrolliment Overview

Step

Action

The updated Dependent/Beneficiary page displays.

Medicare Entitled Date

Dependent/Beneficiary %
Help
Name Address Personal Profile
Jonathan Doe Person ID
Personal Profile @ | 10f1 v | View Al
-]
Dependent/Beneficiary ID 01 Janet Doe
*Date of Birth | 03/01/2003 Birth Location | |

Riders/Orders exist

Riders/Crders

Personal History

| ViewAll

*Effective Date | 02/19/2026

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

O Student

[ Disabled

[ Smoker

As of

As of

As of

As of

)=

09/16/2024

29. | Scroll down to the National ID section.
[* National 10
@ 1-1of 1 v | wiew Al
*Country *National ID Type Description National ID Primary ID ‘
|U5A Q | “PR Q, | Sacial Security Number “ | ‘ |E
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Enrolliment Overview

Step | Action

30. | Enter the dependent’s Social Security Number (SSN) in the National ID field.

If the employee did not provide the dependent’s SSN, this field can be left blank for now.
However, as soon as the SSN is obtained, it should be entered as soon as possible. Dependent
SSNs are necessary for accurate ACA reporting. Benefits Administrators can use the Base
Benefits Consistency Audit report to monitor dependents with a missing SSN.

~ National ID

@ Tof 1 w | wiew Al
*Country *National ID Type Description National ID Primary 1D

|USA Q | |PR Q, | | Social Security Number I I E

31. Click the OK button.

The Dependents / Beneficiaries page redisplays.

BenAdmin Data Entry

Event/ Participant Selection Option Election Dependents / Beneficiaries

Help

Schedule 1D EMOO
EventID 2

Employee ID
Event Data  02/19/2026

Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits

Dependent/Beneficiaries Currently on Record

Name Relationship to Employ D dent B ficiary Type

Doe, Janet Spouse Approved Dependent

Change/Add Dependent Data

Elections Requiring Supplemental Information

10 Medical Enroll Dependents

Event / Participant Selection | Option Election 1 Dependents / Beneficiaries

Jonathan Doe

Initial Enrellment

Date of Birth

03/01/2003

dependents need to be added, skip to Step 35.

32. | If additional dependents need to be added, proceed to the next step. If no additional
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Enrollment Overview

Step | Action

33. | Click the Change/Add Dependent Data link in the Dependent/Beneficiaries Currently on
Record section.

Dependent/Beneficiaries Currently on Record

Mame Relationship to Employee Dependent Beneficiary Type Date of Birth

Doe,Janet Spouse

| Change.’.ﬁ.dd Deeandenl Datal

Approved Dependent 03/01/20032

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

Dependent/Beneficiary *
Help
Name Address Personal Profile
Jonathan Doe Person ID
Dependent/Beneficiaries @ | 10f1 w I View All

*Dependent/Beneficiary D El
Name History \EI | 1of1 w I Wiew Al

*Effective Date | 02/19/2026 EI

*Format Type | English v|

Dizplay Mame Janet Do Edit Name

Mame | Address | Personal Profile

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

Dependent/Beneficiaries \EI | Tof1 v I View All

*Dependent/Beneficiary 1D EI
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Step

Action

The Name page refreshes with a new row in the Dependent/Beneficiaries section (“2 of 2” in this
example).

The Dependent/Beneficiary ID field increments by one (“02” in this example as this is the second
dependent being added). Repeat Steps 17 — 31 to complete the data entry for the next dependent and
then repeat as needed until all dependents have been added.

Name Address Perscnal Profile

Dependent/Beneficiary ®

Help

Janathan Doe Person ID

DependentiBeneficiaries \EI | I View All

Mame | Address | Personal Profile

*Dependent/Beneficiary 1D E’
Name History [a] Tof1 v | View Al

*Effective Date | 02/19/2026 El

*Format Type | English W |

Display Name Edit Mame

o

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

Dependent/Beneficiaries Currently on Record

MName Relationship to Employee Dependent Beneficiary Type Date of Birth
DoeJanet Spouse Approved Dependent 037012003
Doe,Jeremiah Child Approved Dependent 0210142025

Change/add Dependent Data

35.

Click the Option Election tab.

Event ! Participant Selection | Option Election I Dependents / Beneficiaries
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Step | Action

The Option Election page

displays.

Event/ Participant Selection

Option Election

BenAdmin Data Entry

Help

Dependents / Beneficiaries

Sched D EM0OD
Event Data

Empl ID

~ Available Plans and Options &

Plan Type 10 : Medical

Option Code

02/19/2026 Initial Enroliment

Ben Record L} EventlD 2

Forfeit Excess Credits

Jonathan Doe
Excess Credit Rollover Te

Health Provider ID |

Dependents/Beneficiaries

Enroll All ]

Dependents/Beneficiaries

*ID

Y

Name

Event / Parficipant Selection | Option Election

b
Key Adv Exp Comprehensive Dent (001F0 1) (Family)
O Previously Seen
Special Requirements
Relationship to o Previously Covered -
Employee Health Provider 1D Seen Person Type Age Limit Flag
L J] »° -]

Dependents / Beneficiaries
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Step | Action

36. | Enroll the dependents in the previously selected Medical Plan by either:

Clicking the Enroll All button if all dependents will be enrolled (applicable for this example)

Dependents/Beneficiaries

Enraill All

Or

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 (*+...)

Dependents/Beneficiaries

- Relationship to
1D Name Employee

Previously Covered
Seen Person Type

[ J] o -]

Health Provider 1D Age Limit Flag
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Step | Action

The Option Election page redisplays.

BenAdmin Data Entry

Event/ Participant Seleclion Option Election

Dependents / Beneficiaries

Help

Sched I EMOD Empl ID

Event Data 02/19/2026 Initial Enrollment

Jonathan Doe Ben Record 1]

Excess Credit Rollover To  Forfeit Excess Credits

EventlD 2

~ Available Plans and Options (&

Plan Type 10 : Medical

Option Code

Key Adv Exp Comprehensive Dent (001FD1) (Family)

Health Provider ID |

O Previously Seen

Dependents/Beneficiaries

Special Requirements

........................ Bl |
Dependents/Beneficiaries
‘D Name E;'gﬂ:’;;“ip 1o Health Provider 1D GRS g:::;ﬁ%w Age Limit Flag ‘
01 Q| |Janet Doe ‘ Spouse ‘\:\ ‘ m] ‘ Spouse ‘ ‘ E\
02 Q.| | Jeremiah Doe ‘Chi[d ‘\:\ ‘ [} ‘Chi[d ‘ ‘E\

Event/ Parlicipant Selection | Option Election

Dependenis / Beneficiaries

37.

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

Dependents/Beneficiaries
1D Name Eﬂ:‘lg’y’;""‘ to Health Provider ID ‘ GUEY g:::;ﬁ‘%pe ‘ Age Limit Flag ‘
o Q.| | Janet Doe Spouse ‘: ‘ [} Spouse ‘ ‘ E\
2 Q] |seremian Dos (oria ] o |om | -]
S
] |
38. | Click the OK button.
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Step | Action

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

Jonathan Doe Person ID Ben Record 0
Activity Date Source Empl Record o
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 2 Event Date  02/19/2026 Status  Entered Claszs HIR Event Status Update
Frepare Options Event Status

Cpen for Processing

Enrallment Statement ]
[ Run Date Frequency

® Deduction Frequency C Annual Frequency

[ Election Entry ] Entered of | Show Plans

: - - JFinalizefApply Defaults
[ Validate/Finalize ] Errors o Show Ermors PRy
Confirmafion Statement Run Date

[ Reprocess ] Process Indicator
ml Retum to Search H Maotify ]

39. | Confirm the Status is “Entered”, and the Event Status is “Open for Processing”.

Mormal Processing

On-Demand Event Maintenance
Jonathan Doe Person ID Ben Record [¥]
Activity Date Source Empl Record ]
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event 1D 2 Event Date  02/19/2026 Status  Entered Class _HIR Event Stalus Updale
Prepare Options Event Status I
Cpen for Processing
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Step | Action

40 | Click the Validate/Finalize button to manually run the Benefits Administration process for this
Benefit Event.

Note: This process will validate elections, close the event, and send the elections to the
benefits vendors.

[ Election Entry ] Entered 4 0of ’ Show Plans
I o . CFinalize/Apply Defaults
I Validate/Finalize I Errors 0 Show Emors
Confirmation Statement Run Date

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

Process completed successfully. (3000,530)

41. | Click the OK button to close the message.

Process completed successfully. (3000 530)
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Step

Action

The On-Demand Event Maintenance page refreshes.

Jonathan Dog

On-Demand Event Maintenance

Person 1D

Activity Date Source

Schedule/Prepare Activity Pending Activities ] Show Activities

Event ID 2 Event Date  (2/19/2026 Status Finalized - Enrolled  Class
Prepare Options Event Status
Enroliment Statement Run Date Frequency
Deduction Frequency
Election Entry Entered o of a Show Plans
Validate/Finalize Errors o Show Errors
Confirmation Statement Run Date

Reprocess Process Indicator | M

Mormal Processing

ml Retum to Search H Motify I

EBen Record 0

Empl Record 0

Action

HIR Ewvent Status Update

Closed to Processing

Annual Frequency

Finalize/Apply Defaults

42. | Confirm that the Status is “Finalized - Enrolled” and the Event Status is “Closed to
Processing”.
On-Demand Event Maintenance
Jonathan Doe Person ID Ben Record 0
Activity Date Source Empl Record [v]
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 2 EventDate 02/19/2026 I Status  Finalized - Enmueal Class  HIR Event Status Update
Prepare Oplions Event Status Closed lo Processing
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