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V4 BN361 Approving and Denying Documents

Approving and Denying Documents Overview

This Job Aid provides step-by-step instructions for Benefits Administrators (BAs) on how to review,
approve, and deny documentation submitted by employees through the ESS Life Event process in
Cardinal. It outlines how to review uploaded documents, determine whether they meet requirements,
approve or deny documentation, update dependent status, and ensure employees receive accurate
system notifications. The Job Aid also describes the correct sequence for approving dependents and
documentation to maintain proper workflow and support employees as they complete benefit
enrollments for newly added dependents.

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
9/1/2026 Updated to reflect the Cardinal system upgrades.
1/2/2026 Baseline.
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Reviewing Uploaded ESS Life Event Required Documentation

Step | Action

BN WorkCenter

1. Navigate to the Benefit Document Filing page by clicking the BN WorkCenter tile.

For more information pertaining to WorkCenters, see the Job Aid titled Overview of the
0 Cardinal HCM WorkCenters located on the Cardinal website in Job Aids under Learning.

The Benefits WorkCenter page displays.

Benefits WorkCenter

Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.

s T B 1111 | || s SRR WL A e A |

O £} | Welcome to WorkCenter
+ My Work WorkCenter Page

Audit Exceptions

~ My Approvals

Benefits Approval

Benefits Document Filing 1)

Benefits Document Filing

Benefits WorkCenter

2. Use the following navigation path in the WorkCenter: My Approvals > Benefits Approval >

QG € |  Benefits Document Filing
~ My Work

Pending Approvals

Benefits Document Filing Life Event
Benefits Approval JOHN DOE Birth

~
E———

Audit Exceptions

~ My Approvals

Benefits Document Filing (1)

1 row

Routed
08/26/2026
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Step | Action

For more information pertaining to Document Approval, see the Job Aid titted BN361 Creating
0 and Completing a Life Event on Behalf of an Employee located on the Cardinal website in
Job Aids under Learning.

If the employee has started a Life Event through ESS but prefers to provide a hard copy to the
0 BA, the employee will have to cancel the life event and reach out to their BA.

3. Select the applicable pending approval document.

T il

Benefits WorkCenter

Benefits Document Filing

Pending Approvals

Benefits Document Filing Life Event @ Routed
UOHN DOE Birth 08/26/2026

1 row

The Benefits Document Filing page redisplays with the applicable dependent’s required document.

T T

Benefits WorkCenter

Benefits Document Filing

Pending Approvals » Header

JOHN DOE

IE‘ 1 line(s) are pending your approval

Summary
Event Name Life Event: Birth

Effective Date 08/25/26

~ Benefits Documents Details

w |
1 row
0
Select Attachment Type Subject Created Date Attached File
] Birth Certificate Birth_Certificate.docx 08/26/26 - 10:27 AM Birth_Certificate.docx »

Approver Comments

Approval Chain >
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Step | Action

4. Click on the attachment in the Benefits Documents Details section to review the uploaded
documentation.

~ Benefits Documents Details

punang | |

-

1row

Select Attachment Type Subject Created Date Attached File

O Birth Certificate Birth_Certificate.docx 08/26/26 - 10:27 AM Birth_Certificate. docx >

The Benefits Document Filing page redisplays with the attachment details.
(o e B || R - S T e i ]
Benefits WorkCenter

Benefits Document Filing

Pending Approvals > Header » Line

Benefits Documents Line Details
Created Date 08/26/26 - 10:27 AM
Authorization Entry ID BN_BIRTHCERT
Subject Birth_Certificate.docx
Attachment Birth_Certificate.docx

View Attachment

5. Click the View Attachment link.

Note: The document will download to the user’s local drive.
[ e N RN RN - - T
Benefits WorkCenter

Benefits Document Filing

Pending Approvals > Header > Line

Benefits Documents Line Details
Created Date 08/26/26 - 10:27 AM
Authorization Entry ID BN_BIRTHCERT
Subject Birth_Certificate.docx

Attachment Birth_Certificate. docx

View Attachment
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Step | Action

6. Search for and find the document on the local hard drive.

% Home v Today

Birth_Certificate.docx
Microsoft Word Document

Ej Gallery

| 195ke
~ Last week
ﬂ Dacuments »
i Downloads »
7. Select the applicable document to review.
"\_, Home  Today

Birth_Certificate.docx
Microsoft Word Document
) 195KB

Ej Gallery

~ Last week
ﬂ Documents

i Downloads »

8. Review the document and ensure the information aligns with the ESS information input by the
employee.

;{LTE OF SAMp;
DEPARTMENT OF HEALTH

CERTIFICATE OF LIVE BIRTH

St Filo No. 1990-123456 |

FUIMSIE ) ICHAEL LEE SMITH

T Time o
MAY 15, 1990 | 10:25 AM _|MALE
Coun!
CITY GENERAL HOSPITAL | "™ SAMPLE COUNTY

|{:Ny. Tawn, ar Lisatizn ‘St

SAMPLE CITY STATE OF SAMPLE

Diate of B

=
5 | Piace of Birn

[
H | Fuil Legai Fia
=

me |Agu I Bithplace
ROBERT LEE SMITH 32 ILLINOIS, U.S.A

o

2 [FuTNawen Nams |Aw l Hirihplace
g |SARAH ELIZABETH MILLER 29 | TExAs. USA.

INFORMANT: This is to certify that the above information is commect. For s app or snartave lratnment and minnomented
and leats deriffy the tentanoed pertition certtured state countrisv. s
i Savrafe E. Smith.  May 16,1830
Signature [
May 18, 1980 Mawy Jernsen Registrar
Date Filed by Local Registrar Signature of Local Registrar Tile
TION: | certify that this is a true copy of the facts on record. | modify the facts on or naticnal and the signatureal
gﬂﬂﬁiﬁs happened gzd identitty in corcoration of signatures and idated in the State Stals comment
June 10, 1990
T DaCenfed

REGISTRAR:

amid K.
4, Sanature of State Regisirar

JUNE 11, 1980
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Step

Action

9.

If the documentation is deemed acceptable by the BA and the documentation needs to be
approved, proceed to Step 10 in the Approving a Dependent Submitted Through ESS Life
Event section of this Job Aid.

If the documentation is deemed unacceptable by the BA and the documentation needs to be
denied, proceed to Step 10 in the Denying Uploaded ESS Life Event Required Documentation
section of this Job Aid.

Rev 9/1/2026 Page 7 of 18




Cardinal Benefits Job Aid

V4 BN361 Approving and Denying Documents

Denying Uploaded ESS Life Event Required Documentation

After the documentation is reviewed and is deemed unacceptable, the documentation needs to be
denied.

Step | Action

10. | Select the Header option from the breadcrumb trail to move backwards in the process.

Benefits WorkCenter

Benefits Document Filing

Pending Approvals Header

JOHN DOE

IE‘ 1 line(s) are pending your approval

Summary
Event Name Life Event: Birth

Effective Date 08/25/26

~ Benefits Documents Details

| Pending | Al |

1 row

11. | Select the applicable documentation with the select button.

~ Benefits Documents Details

\: Pending | Al |

-

1 row

Select Attachment Type Subject Created Date Attached File

Birth Certificate Birth_Certificate. docx 08/26/26 - 10:27 AM Birth_Certificate.docx >

12. | Click the Deny button.

JOHN DOE
== (T[]

|§| 1 line(s) are pending your approval

Summary
Event Name Life Event: Birth

Effective Date 08/25/26

 Benefits Documents Details

| Tt | Al |

1row
O
Select Attachment Type Subject Created Date Attached File
Birth Certificate Birth_Certificate docx 08/26/26 - 10:27 AM Birth_Certificate docx >
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Step

Action

The Deny page displays in a pop-up window.

Note: Any comments added to the Approver Comments section will not be shared with the employee.

Dery (]

You are about to deny this request.

Approver Comments

13.

Click the Submit button.

You are about to deny this request.

Approver Comments

The employee will be notified via email that the documentation uploaded was denied.

Note: The employee will need to delete out the denied documentation before uploading
new/correct documentation.
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Approving a Dependent Submitted Through ESS Life Event

After the documentation has been reviewed and deemed acceptable, do not approve the
documentation yet. First, approve the dependent.

Step | Action

10. | Use the following navigation path in the WorkCenter: Links > Employee Dependent Information >
Update Dependent/Beneficiary

Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.

Benefits WorkCenter
ey Mew Windaw | Help
~ My Work Update Dependent/Beneficiary

Audit Exceptions Find an Existing Value

- My Approvals ~ Search Criteria

Enter any iformation you have and click Search Leave felds blank for a list of all values
Benefits Approval -
) Recent Searches | Choose fram recent searches - / [ Saved Searches | Choose from saved searches v /

Benefits Document Fiing g
w Links
mEA T STl i Inirira kel Last Mame  beging with w acond Last Name | begins with +

Update DependentiBeneficiary I Alternate Character Mame  begins with Middla Name | begins with +

Review Banefiis Altachman ~ Show lewer options

Benafits Sumemary n Casa Sensitive Inchude History Carrect History

The Update Dependent/Beneficiary Find an Existing Value Search page displays.

oy 1 i

Benefits WorkCenter

New Window | Help
Update Dependent/Beneficiary
Find an Existing Value

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

O Recent Searches | Choose from recent searches V| f -l Saved Searches | Choose from saved searches V| /

Empl ID ‘ begins with V‘ [\ ] Name | begins with V‘ | ‘

Second Last Name | begins with V‘ |

Last Name ‘ begins with V‘ ‘

Alternate Character Name ‘ begins with V‘ ‘ ‘ Middle Name | begins with "‘ | ‘

- Show fewer options

D [ Case Sensitive [ Include History [ 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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Step | Action

11. | Enter the employee’s Employee ID in the Empl ID field.

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

Empl I} | begins with

12. Click the Search button.

Search ‘ Clear

The Dependent/Beneficiaries page displays.

Il

Benefits WorkCenter

U

New Window | Help | Personalize Page

Effective Date  07/17/2026
Format Type English

Name John Doe

D l Return to Search H Notify l

Name Address | Personal Profile

Name Address Personal Profile
JOHN DOE Person ID
Dependent/Beneficiaries |§| | ‘ 1of2 v| |Z| |E| | View Al
*Dependent/Beneficiary 1D |£| |E| |E‘
Name History |§| | View All
[+

View Name

Update/Display l Include History H Correct History l

dependent that needs updating.

13. | Click the Show next row button (>) in the Dependents/Beneficiaries section to find the applicable

Dependent/Beneficiaries

*Dependent/Beneficiary ID |0‘1 |

|§| | [ 10f2 V|E|E| | View Al

[+
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Step | Action

14. | Once the applicable dependent appears, click the Personal Profile tab.

Name Address Personal Profile
JOHN DOE Person ID

Dependent/Beneficiaries |Q | | | I< || < || 20f2 v| | View Al
*Dependent/Beneficiary ID |02 | | + || - |

Name History | Q | I View Al

Effective Date  08/25/2026 ‘ +_‘ ‘__ ‘

Format Type English
Name Jane Doe l View Name l

Update/Display l Include History H Carrect History

l Return to Search H Notify l

Name Address | Personal Profile

The Personal Profile page displays.

Benefits WorkCenter

Parsanal Frofils

Peraonal Proflla

DepsndsntEensfiolary I 02 Jerss Dog
“Dota of Eith.  nR/Z5T
Birth Country

Date of Daath

Modizare Entitied Date

Dapendsnt Prool

HE Gualifisd Dspandant

Parsonal History

*Effaotive Dats |pazsizoes [

(=]
[+][-]

Birin Lossticn | |

RidarsiDroers axict

Laci Updated  DRIZEZOEE

[+][]

“Rslgtianenip fo Employes | Chid

*Dapendeni Esneflclary Type | Unapprowad Dapen dant

15.

Click the Correct History button.

l Return to Search H Notify l

Update/Display

Include History II[ Correct History I
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Step | Action

16. | Click the Dependent Beneficiary Type field.

Personal History ‘?| | I View All
“Effective Date  08/25/2026 [ | ‘i| |;‘
*Relationship to Employee ‘ Child v|
*Dependent Beneficiary Type I Unapproved Dependent "|I
“Gender ‘ Female "|
*Marital Status ‘ Single v| ,ﬂ\sf | |
of
[ Student As of | |
O Disabled As of | |
[ Smoker As of ||

17. | Click the Approved Dependent option.

Personal History ‘ Q | I | ViewAll
“Effective Date [08/25/2026 [5]| | + || - |
“Relationship to Employee | Child V‘
“Dependent Beneficiary Type | Unapproved Dependent hd
“Gender Approved Dependent
Beneficiary
“Marital Status | COBRA Dependent Only As ‘ |
of —
None ———
As of 3]
QDRO Estate ‘7.|
QDRO Representative - Employee As of ‘ |
QDRO Representative -Recipient ———
P P As of ‘ |

Unapproved Dependent

18. Click the Save button.

‘ Return to Search H Motify ‘
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Step | Action

The Personal Profile page refreshes with the updated Personal History section.

Personal History | Q | \ I View Al
“Effective Date |07/17/2026 [5] | + H - ‘
*Relationship to Employee | Child b

“Dependent Beneficiary Type | Approved Dependent

*Gender | Male

<

<

*Marital Status | Single M '?f ‘|
O student Asof | (=]

[ Disabled Asof | |

As of \|

[ Smoker

Occupation | ‘

After updating the Dependent to “Approved”, proceed to the Approving Uploaded ESS Life Event
0 Required Documentation section of this Job Aid.
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Approving Uploaded ESS Life Event Required Documentation

After the documentation is deemed acceptable and the dependent status is updated to “Approved

Dependent”, approve the documentation so the employee is notified and can proceed with enrolling
their new dependent in benefits.

Step | Action
1. Return to the Benefits Document Filing page.
e o o o
Benefits WorkCenter
Q & | Benefits Document Filing
~ My Work

Audit Exceptions

~ My Approvals

1 row
Benefits Document Filing Life Event

Routed
Benefits Approval o JOHN DOE Birth 08/26/2026
Benefits Document Filing ( 1 ) II
2. Select the applicable pending approval document.
Benefits WorkCenter
Benefits Document Filing
Pending Approvals
o 1row
Benefits Document Filing Life Event @ Routed
OHN DOE Birth 08/26/2026
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Step | Action

The Benefits Document Filing page redisplays with the applicable dependent’s required document.

Benefits WorkCenter

Benefits Document Filing

Pending Approvals > Header

JOHN DOE

|§| 1 line(s) are pending your approval

Summary
Event Name Life Event: Birth

Effective Date 08/25/26

w Benefits Documents Details

| Pending | Al |

1 row
=
Select Attachment Type Subject Created Date Attached File
D O Birth Certificate Birth_Certificate docx 08/26/26 - 10:27 AM Birth_Certificate docx >
Approver Comments
4
Approval Chain ¥
3. Select the applicable documentation with the Select button.
~~ Benefits Documents Details
| Pending | Al |
' 1 row
O
Select Attachment Type Subject Created Date Attached File
Birth Certificate Birth_Certificate. docx 08/26/26 - 10:27 AM Birth_Certificate.docx >
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Step | Action

4. Click the Approve button.

JOHN DOE

IE‘ 1 ling(s) are pending your approval

=

Summary
Event Name Life Event: Birth

Effective Date 08/25/26

~ Benefits Documents Details

\: P | Al |

O
Select Attachment Type Subject Attached File
p Birth Certificate Birth_Certificate. docx 08/26/26 - 10:27 AM Birth_Certificate. docx >

1 row

The Approve page will display in a pop-up window.

Note: Any comments added to the Approver Comments section will not be shared with the employee.

You are about to approve this request.

Approver Comments

Cancel Approve

5. Click the Submit button.

You are about to approve this request.

Approver Comments

Cancel Approve

0 ESS Benefits Enrollment step can be started.

The employee will be notified via email that the documentation uploaded was approved and the
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Employee Unable to Upload Required Documentation

If an employee is unable or prefers not to upload their required documentation through ESS, they
should cancel the ESS Life Event and contact their Agency Benefits Administrator (BA) for
assistance. The BA will then transition the employee to a paper-based process.

Note: BAs should not upload documents on behalf of employees in the system, as Cardinal is
not intended to serve as a repository for manually submitted documents.

1. Employee responsibilities:
a. Complete the applicable paper enroliment form
b. Provide the required supporting documentation directly to the BA
2. Benefits Administrator responsibilities:
a. Use the Life Event tool to manually create a Benefit Event for the employee
b. Enter the employee’s benefit elections and process the event using the required
paper documentation
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