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Creating and Completing a Life Event on Behalf of an Employee Overview

This Job Aid provides the step-by-step instructions utilized by an Agency Benefits Administrator (BA) to
create and complete a manual Benefit Event (Life Event) on behalf of the employee.

This process is utilized when the employee does not initiate the qualifying Life Event through Employee
Self-Service (ESS).

This Job Aid also contains sections that provide the step-by-step instructions utilized by an Agency BA
to complete the following after the Benefit Event is completed and finalized:

e Viewing the employee’s benefits information to validate accuracy
e Viewing/printing the Confirmation Statement for the employee

Navigation Note: Please note that there may be a Notify button at the bottom of various pages utilized
while completing the process within 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.

1/14/2026 Clarification regarding birth events and tag along in the Creating a Birth Event on
Behalf of an Employee (with a tag along dependent) section, 3™ bullet.

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

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

3/1/2025 Updated the screenshots of the Search pages. Added reference information to the
Overview of the Cardinal HCM Search Pages Job Aid.
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Adding Dependent(s)

This section of the Job Aid should be referenced when creating and processing a Life Event on behalf
of the employee wherein one or more dependents is being added to the employee’s coverage
(marriage, birth, adoption, etc.). The steps included in this section of the Job Aid are based on the
example scenario below.

Scenario: An employee got married on 4/16/2026. The employee submitted the appropriate supporting
documentation and a benefits enrollment request form on 4/19/2026 to add their spouse as a
dependent and enroll them in their benefits. Additionally, a stepchild will be added and enrolled in the
employee’s benefits. The employee did not initiate this Qualifying Mid-Year Event through Employee
Self-Service (ESS). The BN Administrator will need to create and process this manual Benefit Event
(Life Event).

Note: Generally speaking, the steps in this Job Aid can be used to create and process any manual Life
Event on behalf of an employee wherein dependents are being added to the employee’s coverage. Be

sure to use the actual dates and information provided by the employee when completing this process in
the system.

Step | Action

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

BN WorkCenter

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

Action

Benefit Event

Use the following navigation path in the WorkCenter: Links > Enrollment Administration >

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

-~ My Approvals

 Links

Employee/Dependent Information
Enrell in Benefits

Enreliment Administration

©n-Demand Event Process

Benefits WorkCenter

o
- My Work Benefit Event Entry
Audit Exceptions Find an Existing Value

v

~ Search Criteria

Benefit Event

Employee Event Details

Review Employee Statements

> Queries

» ReportsiProcesses

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

) Recent Searches | Ghase from recent searches v| & [ saved Searches | Choose from saved searches v| &
EmplID ‘ begins with v‘ | | Benefit Record Number | = v‘ | |

Empl Record ‘ = v‘ | | First Name | begins with v‘ | |

Last Name ‘ begins with v‘ | |

Department | begins with

-~ Show fewer options

Business Unit | begins with v‘ | |

[ Case Sensitive [ Include History

m Clear

The Benefit Event Entry Find an Existing Value Search page displays.

Benefit Event Entry

Find an Existing Value

~ Search Criteria

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

'T) Recent Searches | Choose from recent searches V| / [] Saved Searches | Choose from saved searches V| /

EmplID | begins with v Benefit Record Number | = w

Empl Record | = w

First Name | begins with +

Last Name | begins with

Business Unit | begins with

Department | begins with

# Show fewer options

[ Case Sensitive

m Clear

[ Include History

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

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

Note: Users can also search for the applicable employee using the various available fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with V|I I

4. Click the Search button.

-

The Benefit Event Detail page displays for the selected employee.

Benefit Event Detail

Employes s} Benefit Record Number 0O
Life Event @ | 1cf1 v Wiew Al
Life Event | v
Life Event Date Paperwork Receipt Date
Health Change F3A Change
Health Change Needed: FSA Change Needed:

Current Cow. Level: Future Cov. Level: hr

Change: w Change: bl

Special Processing Message (Health)

Special Processing Message [F5A} ‘

5. Click the Life Event dropdown button and select the applicable Life Event (“Marriage” for this
scenario).
Life Event E VI
6. Click the Life Event Date Calendar icon and select the applicable date.

Life Event Date I
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Step

Action

@

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

7.

Click the Paperwork Receipt Date Calendar icon and select the applicable date.

Paperwork Receipt Date

@

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

Click the Health Change Needed dropdown button and select “Yes”.

Note: Even if the Life Event does not require a change in the Health Plan Coverage Code for
the employee, select “Yes”. If “Yes” is not selected, a Benefit Event will not be created.

Health Change Meeded: ¥

The Current Cov. Level field auto-populates with the employee’s current Health Plan
enrollment coverage level.

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

Future Cov. Level: bt

The coverage levels available for selection are:

“Single, Employee”
“Employee + Spouse”
“Employee + CH (Child)”
“Family”

“Waive Coverage

Please note that this does not actually change the employee’s enroliment. This will be done
when the Life Event is processed.

10.

Click the Change dropdown button and select “Existing health plan — add eligible dependents”.

Change: -

@

The selections available will vary based on the type of Life Event previously selected.

9/1/2026
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Step | Action

11. | Complete the fields within the FSA Change section if the employee is making any changes to
their Flex Spending Account(s) (Flex Spending Medical or Flex Spending Dependent Care) in
conjunction with the Life Event (no changes to the employee’s FSA elections will be made for
this scenario).

FSA Change

FSA Change Needed:

Change: o

12. Click the Save button.

E | Return to Search

The Benefit Event Detail page redisplays.

Benefit Event Detail

Employee ] Benefit Record Number 0

E— @ ! Tofl v | View All
Life Event | Marriage " =

Life Event Date |04/16/2028 Paperwork Receipt Date | 04/19/2026
Health Change FSA Change
Health Change Needed: Yes hd FSA Change Needed: No hd
Current Cov. Level: Single Future Cov. Level: Family ~
Change: Existing health plan - add lents v Change: v

Use the MAR event to add eligible dependents to exisfing health plan. Documentation Needed: Spouse- photocopy of official

Special Processing Message (Health)
marriage cerificate. Children - birth certificate or legal adoplion agreement showing employees/zpouses' name.

Special Processing Message (FSA) ‘

E Retumn to Search
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Step | Action

After saving, review the messages in the Special Processing Message (Health) and Special
0 Process Message (FSA) fields. These messages will provide next step instructions.

If an additional Office of Health Benefits (OHB) approval is required based on the dates
entered, or if any other processing guidance is applicable, a comment will display in the
Special Processing Message (Health) field and/or the Special Processing Message (FSA)
field.

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

13. | Navigate to the On-Demand Event Process page using the following navigation path in the
Benefits WorkCenter: Links > Enrollment Administration > On-Demand Event Process

The On-Demand Event Maintenance Find an Existing Value Search page displays.

On-Demand Event Maintenance
Find an Existing Value

~ Search Criteria

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

ED Recent Searches | Choose from recent searches, V| f [1 saved Searches | Choose from saved searches vl f
EmplID | begins with % Empl Record | = o
Name | begins with LastName | bagins with
Second Last Name | begins with % Altermate Character Name | begins with %

-+~ Show fewer options

[ Case Sensitive

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

Note: Users can also search for the applicable employee using the various available fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with ~

15. Click the Search button.

e
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Step

Action

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

Person ID Ben Record a
Activity Date  05/01/2025 Source  Manual Event
Sehedule/Prepares Activity Pending Activities q Show Activities | Bection VAR
Event ID a Ewvent Date Status Class ‘ Bvent Stafus Uipdste
Prepare Cptions Event Status
Enrollment Statement Run Date
Frequency
Deduction Frequency ' Annual Frequency
Election Eniry Entered 0 of 0 Show Flans
\fali IEinaliz I FinalizefApply Defaults
\alidate/Finalize Errors o Show Ermors
Confematfion Statement Run Date
Reprocess Process Indicator | N
Momal Processing
| Return to Search | | Muotify |

If the Benefits Administration process has already run, the Schedule/Prepare Activity button
will be disabled, and the Pending Activities field will display a “0”. In this case, proceed to
Step 22.

16.

Review the Activity Date field for accuracy.

Activity Date | 050172025 Source  Manuzl Event

| Schedule/Prapare Activity | Pending Activities 1 Shaowr Activities Action VAR

For Life Events, this date will auto-populate based on the coverage begin date for the
applicable type of Life Event (for this scenario, the Life Event is a marriage, so the Activity
Date field defaults to the first day of the month following the date of marriage). Ensure that this
date is accurate.

The Source field will be “Manual Event”. The Action field will default based on the type of Life
Event (“MAR” for Marriage for this scenario).

Activity Date  05/01/2025 Source | Manuzl Event

| Schedule/Prepare Activity Pending Activities q | Shaowr Activities Action VAR

9/1/2026
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Step | Action

17. Click the Show Activities button.

Bctivity Date 050172025 Source  Manuzl Event
Schedule/Prapare Activity Pending Activities 1 Shaowr Activities Action VAR
The BAS Activity page displays in a pop-up window.
Halp
Person 1D Ben g
Record
BAS Activity
](e] gET
Select Empl Record gszf:e EventDate | Event Effseq ﬁ;fnn COERA Action

Manual p
a Event 0501/2028 0| MAR E\

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

Select

19. Click the OK button.

“
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Step | Action

The On-Demand Event Process page redisplays.

Person I Ben Record [u]
Activity Date  05/01/2025 Spurce  Manuzl Event
Schedule/Prepare Activity Pending Activities 1 Show Activities | Beotion VAR
Event I a Event Date Status Class | Bvent Status Update
Prepare Cptions Event Status
Enrcliment Statement
Run Dat= Frequency
Deduction Frequency ' Annual Frequency
Election Eniry Entered o g Show Plans
i IEiralie Hear B FinalizefApply Defaults
\alidate/Finalize Errors o Show Emors
Confirmatfion Statement Run Date
Reprocess Process Indicator | M
Mormmal Processing
ﬂ | Return to Search | | Muotify |

20. | If the Pending Activities field displays a “1” or more, click the Schedule/Prepare Activity
button.

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

Schadula/Prapara Aclivily

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

Frocess completed successfully. (3000,530)
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Step | Action

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

DK

The On-Demand Event Process page redisplays.

Person ID Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 3 EventDate 05/01/2026 Status  Prepared Class MAR Event Status Update

Prepare Options Event Status Open for Processing

l Enroliment Statement l Run Date Frequency
® Deduction Frequency O Annual Frequency

l Election Entry l Entered o of ; Show Plans

Validate/Finalize Emors g Show Ermors [ Finalize/Apply Defaults

Confirmation Statement Run Date

l Reprocess l Process Indicator
l Return to Search H MNotify l

22. | Confirm that the Status field displays as “Prepared” and the Event Status field displays as
“Open for Processing”.

Normal Processing

Note: If these statuses do not display as indicated, please submit a VCCC Ticket with “Cardinal
Benefits” in the Subject line.

Status Class MAR Event Status Update

Event Status

Open for Processing

23. | Click the Election Entry button.

‘l Elaction Entry I‘
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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.
BenAdmin Data Entry X
Help 4
Event/Participant Selection ~ Option Election  Dependents / Beneficiaries
Sched ID  EMOO Empl ID Ben Record 0 EventlD 3
EventData (05/01/2026 Marriage Excess Credit Rollover To  Forfeit Excess Credits
Vv Available Plans and Options @ @ I [10f1 ~
Plan Type 10 : Medical
Optien Gods COVA Cr+Exp DenVision&Hmg (ACC4) (Single)
Health Provider ID | O Previously Seen
Special Requirements
Dependents/Beneficiaries
Dependents/Beneficiaries
“ID Name Eem':f:y";'“" o Health Provider ID peionly g:‘:;‘::dwpe Age Limit Flag
[ a —l o | | (S
[+] |
Event / Participant Selection | Option Election | Dependents / Beneficiaries vl
24. | Select the applicable Medical Plan based on the employee’s Benefits Enrollment form. Click the

Option Code Look up icon (magnifying glass) within the Plan Type 10: Medical section and
select the applicable Option Code based on the coverage being elected.

Select the same Benefit Plan that the employee is currently enrolled in but with the new
Coverage Code (based on the employee’s Benefits Enrollment form) by clicking the
corresponding link in the Option Code column (Benefit Plan “ACC4” with Coverage Code “4”
will be selected in this example as this is a marriage and the employee is adding the spouse
and a stepchild).

The Coverage Codes are as follows:

1 —Single

2 — Employee + Spouse

3 — Employee + Child (except for Tricare)

4 — Employee + 2 or More Dependents (Family — except for Tricare)
8 — Employee + Child(ren) (Tricare only)

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

Plan Type 10 : Medical

Option Code |44 Q

COVA Cr+Exp Den+Vision&Hmg (ACC4) (Family)

9/1/2026
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Step | Action

25.

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

Event / Participant Selection

Option Election Dependents / Beneficiaries

The Dependents / Beneficiaries page displays in a pop-up window.

BenAdmin Data Entry

Event / Participant Selection

Option Election

Help

Dependents / Beneficiaries

Schedule ID  EMO0D
EventlD 3
Benefit Record 0

Name

Dependent/Beneficiaries Currently on Record

Employee 1D

EventData 05/01/2026 Marriage

Excess Credit Rollover To  Forfeit Excess Credits

Relationship to Employee Dependent Beneficiary Type Date of Birth

Change/Add Dependent Data

10 Medical

Elections Requiring Supplemental Information

Enroll Dependents

Refresh

Fvent / Parficinant Selection | Ontion Flection | Nenendents / Beneficianes ’ \ A
26. | Click the Change/Add Dependent Data link.
| changeiasd Dependent Data ]
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Step | Action
The Dependent/Beneficiary page displays in a pop-up window with the Name tab displayed by default.
Dependent/Beneficiary X
Help
Name Address Personal Frofile
Person ID
Dependent/Beneficiaries ‘Q ‘ | 1of1 v I View Al
*Dependent/Beneficiary ID |01 | ‘i‘
Name History |Q | | 10f1 v | ViewAll
*Effective Date |05f01a’2026 | ‘ i ‘ ‘;‘
*Format Type | English v|
Name Edit Name
o [
Name | Address | Personal Profile

@

For Life Events, the Effective Date field defaults to the date that the coverage will begin. For
this scenario, the Life Event is a marriage, so the Effective Date field defaults to the first day of
the month following the date of marriage. Do not change this date as it must match the Event
Date or the system will not recognize this dependent as eligible for coverage.

The Dependent/Beneficiary ID field will default to the next available Dependent/Beneficiary ID
number (“01” for this scenario) and increment by 1 for each additional dependent subsequently
added.

27.

Click the Edit Name button.

Edit Name

9/1/2026
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Step | Action

The Name page displays in a pop-up window.

Name #®
Help

English Name Format

Name Prfi

*First Name | |

Middle Name | |

*Last Name | |
Name surr

Display Name

Formal Name

Name

[ OK l l Cancel ] [ Refresh Name ]

28. | 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.

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

“First Name

Middle Mame

I “Last Marme I

29. Click the OK button.

OK Cancel “ Refresh Mame
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The Name page redisplays.

Dependent/Beneficiary X
Help
Name Address Personal Profile
Person ID
Dependent/Beneficiaries @ I 1of1 v I View All
*Dependent/Beneficiary ID
Name History @ | 10f1 » | View All
*Effective Date |05/01/2026 E
*Format Type | English -
Name Jane Doe H Edit Name
Name | Address | Personal Profile

The Name field in the Name History section auto-populates with the name information
0 previously entered.

30. Click the Address tab.

Name Personal Profile
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Step | Action
The Address page displays.
Dependent/Beneficiary X
Help &
Name Address Personal Profile
Dependent/Beneficiaries @ | 10f1 ~ | ViewAll ‘
Person ID
Dependent/Beneficiary ID 01 Name
Address History @ | 1of1 ~ | ViewAl ‘
*Effective Date [P5/01/2026 E
O same Address as Employee Address Type
Address
Country | USA Q| |njteq States
Address Edit Address
Phone Information
[=][al b o |
‘ Same As Employee | Phone Type ‘ Tblephone| Extensiun| Preferred | |
E H 9 | e =
Email hd

31. | Select the Same Address as Employee checkbox option if applicable.

For this scenario, the box is checked.

Same Address as Employee

The address information can be completed as applicable for the dependent by either selecting
0 the applicable Address Type using the dropdown button provided and then clicking the Edit
Address button (the Edit Address page will display in a pop-up window, and the applicable
address information can be entered).

Edit Address
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The Address page refreshes.

e
Name Address Personal Profile
Dependent/Beneficiaries @ | 1of1 ~ | View All
Person ID
Dependent/Beneficiary ID 01 Name
Address History IEI | 1of1 ~ | ViewAl
*Effective Date |05/01/2026 E
B same Address as Employee Address Type
Employee's Current Address
Country USA United States
Address
Phone Information
w)la e |
Same As Employee | Phone Type | Telephone|  Extension  Preferred ‘
o T J | e =
Eeanit

The address information auto-populates in the Employee’s Current Address section.

Phone information can be added, but it is not required.

32.

Click the Personal Profile tab.

MName Address Personal Profile

9/1/2026
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Step | Action

The Personal Profile page displays.

Help
Name Address Personal Profile
Person 1D
Personal Profile @ | 1of1 | ViewAll
Dependent/Beneficiary ID (1
*Date of Birth Birth Location | |
Date of Death Riders/Orders exist
Medicare Entitied Date Riders/Orders
Personal History @ | 1of1 w | View All
“Effective Date |05/01/2026 E
“Relationship to Employee ‘ V|
“Dependent Beneficiary Type ‘ ~ |
*Gender ‘ Unknown v|
antat ststus | Single o
of
0 smoer sof
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).

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

“Date of Birth ||

34. | Click the Relationship to Employee dropdown button and select the dependent’s relationship
to the employee (“Spouse” for this scenario).

*Relationship to Employee I "I
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35. | The Dependent Beneficiary Type field defaults to “Unapproved Dependent” upon the
selection of the relationship. Click the Dependent Beneficiary Type dropdown button and
select the applicable type (“Approved Dependent” for this scenario).

"Dependent Beneficiary Type I uI

“Approved Dependent” is selected once the applicable supporting documentation has been
0 provided by the employee. The coverage for the dependent is not reported to the Vendor until
the dependent is in this approved status.

36. | Click the Gender dropdown button and select the dependent’s gender: “Unknown”, “Male”, or
“Female” (“Female” for this scenario).

Note: For benefits purposes, “Male” or “Female” must be selected. If unsure at the time of
entry, select “Unknown” and update once Gender is confirmed.

“Gender | Unknown w ||

37. | The Marital Status field defaults to “Single”. Update as needed for the dependent (“Married” for
this scenario).

Note: If any status other than “Single” is selected, select the applicable date using the Marital
Status As of Calendar icon (“4/16/2026” for this scenario).

*Marital Status || Married v| As

of

38. | Click the vertical scrollbar to scroll down on the page to the National ID section and enter the
dependent’s Social Security Number (SSN) in the National ID field.

~ National ID
@ 1-10f 1 » | View al

*Country *Mational ID Type Description National 1D Primary 1D

|USA Ql |PR Ql Social Security Number I I E
]

Mame | Address | Personal Profile

If the employee did not provide the dependent’'s SSN, this field can be left blank for now.
0 However, as soon as the SSN is obtained, it should be entered as soon as possible by re-
opening and reprocessing the Benefit Event.

Dependent SSNs are necessary for accurate ACA reporting. Agency BAs can use the Base
Benefits Consistency Audit report to monitor dependents with a missing SSN.
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39. Click the OK button.

The Dependents / Beneficiaries page redisplays with the added dependent in the
Dependent/Beneficiaries Currently on Record section.

Apply |

BenAdmin Data Entry *
Help
Event f Padicipant Selection Option Eleclion Dependents | Beneficiaries
Schedule ID EMOD Employee 1D
EventlD 3 Event Data  05/01/2026 Mamiage

Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits

Dependent/Beneficiaries Currently on Record

Relationship to Employee Dependent Beneficiary Type Date of Birth

Name

Jane Doe Spouse Approved Dependent 05111976
Changefadd Dependent Data

Elections Requiring Supplemental Information

10 Medical Enroll Dependenis

Event ! Parficipant Selection | Option Election Dependents / Beneficiaries

of marriage, etc.), proceed to the next step.
If no additional dependents need to be added, proceed to Step 44.

0 If additional dependents need to be added (e.g., birth of twins, adding stepchildren as a result

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

[Cha nge/Add Dependent Datal]
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Step | Action
The Dependent/Beneficiary Name page redisplays in a pop-up window.
Dependent/Beneficiary X
Help
Name Address Personal Profile
Person ID
Dependent/Eeneficiaries ‘§| | 10f1 v | view All
*Dependent/Beneficiary ID |£| |i‘
Name History |E‘ | 10f1 | ViewAll
*Effective Date |05fmfzo;zs | |E| ‘E|
*Format Type | English V‘
Name Jane Doe
- [EENE
Mame | Address | Personal Profile
41. | Click the Add a New Row icon (+) within the Dependent/Beneficiaries section.
+
The page refreshes with a new row.
Dependent/Beneficiary *
Help
Name Address Persenal Profile
Person ID
Dependent/Beneficiaries @ | | Wiew All
*Dependent/Beneficiary ID
Name History @ | v | ViewAll
“Etfective Date [+][=]
*Format Type | English vl
]
Mame | Address | Perscnal Profile

9/1/2026
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The Dependent/Beneficiary ID field increments by “1” (“02” for this scenario as this is the
0 second dependent being added).

Dependent/Beneficiary IDs do not need to be sequential and should never be manually updated
for existing records.

Dependent/Beneficiaries @ | ] I Wiew All
*Dependent/Beneficiary ID

42. | Repeat Steps 26 - 39 to complete the data entry for the next dependent and then repeat as
needed until all dependents have been added.

43. Click the OK button.

- e

The Dependents / Beneficiaries page redisplays,

BenAdmin Data Entry *
Help
Event / Participant Selection Cpficn Election Dependents [ Beneficiaries
Schedule ID  EMOD Employee ID
EventlD 3 Event Data  05/01/2026 Marmiage
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits
Dependent/Beneficiaries Currently on Record
Mame Relationship to Employee Dependent Beneficiary Type Date of Birth
Jane Doe Spouse Approved Dependent 0571141976
Jonathan Smith Stepchild Approved Dependent 05/01/2000
ChangelAdd Dependent Data
Elections Requiring Supplemental Information
10 MMedical Enroll Dependents
Event / Parficipant Selection | Option Election Dependents / Beneficiaries

All added dependents will display in the Dependent/Beneficiaries Currently on Record
0 section (spouse and stepchild for this scenario).
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Step | Action

44, | Click the Option Election tab.

Event / Participant Selection Option Election Dependents / Beneficiaries

The Option Election page displays.

Event/ Participant Selection Option Election

Dependents / Beneficiaries

Sched ID  EMOO
Event Data  05/01/2026 Marriage

Empl ID

Ben Record 1] EventID 3

Excess Credit Rollover To  Forfeit Excess Credits

~ Available Plans and Options &

1of1 v

Plan Type 10 : Medical

W
Option Code
COVA CreExp Den+Vision&Hmg (ACC4) (Family)
Health Provider 1D | D Previously Sezn
Special Requirements
Dependents/Beneficiaries
Enrall All I
DependentsiBeneficiaries
Relationship to - Previously Covered
i) Name Employes Health Provider ID Seen Person Type ‘ Age Limit Flag ‘
o | [ | [=

Event / Parficipant Selection | Opfion Election Dependenis / Beneficiaries

45.
(applicable for this scenario).

Dependents/Beneficiaries

I Enroll All I

Click the Enroll All button to enroll the dependent(s) in the previously selected Medical Plan

Users can also enroll the dependent(s) in the previously selected Medical Plan by adding the
applicable dependents individually using the ID Look up icon within the
Dependents/Beneficiaries section.

Additional rows can be added in this section by clicking the Add Multiple Rows icon (+...).
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Step

Action

The Option Election page refreshes with the enrolled dependent(s) displayed.

Event / Participant Selection

Option Election

Dependents f Beneficiaries

Sched ID  EMOD
Event Data 05/01/2026 Marriage

Empl 1D

Ben Record o

Excess Credit Rollover To  Forfeil Excess Credits

EventID 3

 Available Plans and Options &

Plan Type 10 : Medical

"
Option Code Y
COVA Cr+Exp Den+Vigion&Hrng (ACC4) (Family)
Health Provider ID | U Previously Seen
Special Requirements
Dependents/Beneficiaries
Enroll Al I
Dependents/Beneficiaries
Relationzhip to - Previously Covered e
i) Name Employee Health Provider ID Seen Person Type Age Limit Flag ‘
o Q. | | Jane Doe Spouse “:I ‘ [m] Spouse ‘ ‘ E
02 Q| | Jonathan Smith Stepehild “:| ‘ =] ‘Chi[d ‘ ‘ E
|

Event / Parficipant Selection | Option Election

Dependents / Beneficiaries

46.

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

Dependents/Beneficiaries
D Name Eﬂ:ﬂ:’yz‘:ﬂhip to Health Provider ID P“’;‘;‘;ﬂs" ggr"s‘:{ﬁ‘%we ‘ Age Limit Flag ‘
™ [+ Jane Doe Spouse ‘: | l Spouse ‘ ‘ E
02 Q Jonathan Smith Stepchild ‘: | l ‘ Child ‘ ‘ E
1

47.

Click the OK button.

-

@

If FSA changes were elected on the Benefit Event page, they will be entered on the FSA event
that was created after the MAR event is finalized.
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The On-Demand Event Process page redisplays.

Person ID Een Record 4]
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 3 EventDate 05/01/2026 Statuz  Enfered Class MAR Event Status Update
Prepare Options Event Status .
Open for Processing
Enrollment Statement
’ Run Date Frequency
® Deduction Frequency ) Annual Frequency
[ Election Entry l Entered 4 of | Show Plans
: T Show CIFinalize/Apply Defaults

[ Validate/Finalize I Errors 0 Show Errors

Confirmation Statement Run Date
[ Reprocess l Process Indicator

MNormal Processing

[ Retum to Search ] l Maotify l

The Status field will now display as “Entered”. The Event Status field will still display as “Open
o for Processing”.

48. Click the Validate/Finalize button.

Validate/Finalize

This process will validate that all of the elections are valid, close the Benefit Event, and update
0 the Base Benefits Tables.

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

Process completed successfully. (3000,530)
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49. | Click the OK button to close the message.

DK

The On-Demand Event Process page redisplays.

Person ID Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 3 EventDate 05/01/2026 Status Finalized - Enrolled  Class  MAR Event Stalus Update
Prepare Options Event Status .
Closed to Processing
Enrollment Statement Run Date Frequency
Deduction Frequency ' Annual Frequency
Election Entry Entered 0 of 0 Show Plans
: =T - Finalize/Apply Defaults
Validate/Finalize Errors o Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator | M
Mormal Processing
[ Retum to Search ] l Maotify ]

The Status field will now display as “Finalized-Enrolled”.

This process is now complete. Refer to the BN361 Reviewing Employee Benefits
Information Job Aid (specifically, the Reviewing the Benefits Summary Page section),
located on the Cardinal website in Job Aids under Learning for instructions on how to validate
accuracy.

0 The Event Status field will display as “Closed to Processing”.

For more information pertaining to viewing and printing a Confirmation Statement, refer to the
Job Aid titled BN361 How to Review Benefits Statements, located on the Cardinal website in
Job Aids under Learning.
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Removing Dependent(s)

This section of the Job Aid should be referenced when creating and processing a Life Event on behalf
of the employee wherein one or more dependents is being removed from the employee’s coverage
(divorce, death, etc.). The steps included in this section of the Job Aid are based on the example
below.

Scenario: An employee got divorced on 4/21/2026. The employee submitted the appropriate
supporting documentation and a benefits enroliment request form on 4/21/2026 to remove their ex-
spouse from enroliment in their Health Plan. The children from the marriage are going to remain
enrolled in the employee’s Health Plan. The employee did not initiate this Qualifying Mid-Year Event
through Employee Self-Service (ESS). As the BN Administrator, you need to create and process this
manual Benefit Event (Life Event).

Note: Generally speaking, the steps in this Job Aid can be used to create and process any manual Life
Event on behalf of an employee wherein dependents are being removed from the employee’s
coverage. Be sure to use the actual dates and information provided by the employee when completing
this process in Production.

Step | Action

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

BN WorkCenter

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

Use the following navigation path in the WorkCenter: Links > Enroliment Administration >
Benefit Event

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

Benefits WorkCenter
(e 1
« My Work Benefit Event Entry
Audit Exceptions . Find an Existing Value
~ Search Criteria
« My Approvals
Enter any informalion you have and click Search. Leave fields blank for a list of all values.
 Links

|
‘T) Recent Searches ‘ Choose from recent searches V‘ f [1 Saved Searches | Choose from saved searches v| f‘

Employee/Dependent Information
Enroll in Benefits . EmplID | begins with v Benefit Record Number | = v
Enroliment Administration v Empl Record | = v First Name | begins with w
‘On-Demand Event Process
Last Name | begins with v Business Unit | begins with v
Benefit Event

Department i i
Employee Event Details eparmen | begins with v‘ | |

Review Employee Statements # Show fewer options

] Case Sensitive [ Include History
> Queries
T
> Reports/Processes

The Benefit Event Entry Find an Existing Value Search page displays.

Benefit Event Entry
Find an Existing Value

~ Search Criteria

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

E) Recent Searches | Choose from recent searches v| f [ Saved Searches | Choose from saved searches v| /

EmplID | begins with Benefit Record Number | = -
Empl Record | = w First Name | begins with »

Last Name | begins with Business Unit | begins with v
Department | begins with

# Show fewer options

[ Case Senszitive [ Include History

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal
website in Job Aids under Learning.
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3. Enter the employee’s Employee ID in the Empl ID field.

Note: Users can also search for the applicable employee using the various available fields if
the Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with V|I I

4. Click the Search button.

-

The Benefit Event Detail page displays for the selected employee.

Benefit Event Detail

Employes s} Benefit Record Number 0O
Life Event @ | 1cf1 v Wiew Al
Life Event | v
Life Event Date Paperwork Receipt Date
Health Change F3A Change
Health Change Needed: FSA Change Needed:

Current Cow. Level: Future Cov. Level: hr

Change: w Change: bl

Special Processing Message (Health)

Special Processing Message [F5A} ‘

5. Click the Life Event dropdown button and select the applicable Life Event (“Divorce” for this
scenario).
Life Event l VI
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Step | Action

6. Click the Life Event Date Calendar icon and select the applicable date (“4/21/2026” for this
scenario).

Life Event Date I

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

7. Click the Paperwork Receipt Date Calendar icon and select the applicable date (“4/21/2026”
for this scenario).

Paperwork Receipt Date

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

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

o If the Life Event requires a change in the Health Plan Coverage Code for the employee,
select “Yes” (e.g., this is a divorce event, and the employee will still cover one
dependent which is a change from “Family” coverage)

¢ Even if the Life Event does not require a change in the Health Plan Coverage Code, but
it will require changes to the covered dependent(s), select “Yes”. If “Yes” is not
selected, a Benefit Event will not be created

Health Change Needed: ¥

The Current Cov. Level field auto-populates with the employee’s current Health Plan
0 enrollment coverage level.

9. Click the Future Cov. Level dropdown button and select the applicable coverage level
(“Employee + CH?” for this scenario).

Future Cov. Level: e
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Action

The coverage levels available for selection are:

“Single, Employee”
“Employee + Spouse”
“Employee + CH (Child)”
“Family”

“Waive Coverage

Please note that this does not actually change the employee’s enroliment. This will be done
when the Life Event is processed.

10.

Click the Change dropdown button and select the applicable Change (“Existing health plan —
remove spouse/ineligible dependents” for this scenario).

Change: -

The selections available will vary based on the type of Life Event previously selected.

11.

Complete the fields within the FSA Change section if the employee is making any changes to
their Flex Spending Account(s) (Flex Spending Medical or Flex Spending Dependent Care) in
conjunction with the Life Event (no changes to the employee’s FSA elections will be made for
this scenario).

FSA Change
F3A Change Needed: B

Change: o

12.

Click the Save button.

E | Return to Search

9/1/2026
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The Benefit Event Detail page redisplays.

Benefit Event Detail

Employee

Life Event

Life Event Divorce o

Life Event Date |04/21/2028

Health Change

Health Change Needed: fes v

Current Cov. Level: Family

Future Cov. Level:

Change: Existing health plan - remove spousefineligible depe

ndenis

Benefit Record Number 0

[a]

Paperwork Receipt Date | 04/21/2026

FSA Change

F5A Change Nesded:

~ Change:

Tof 1 w | View All

Special Processing Message (Health)

Decree

Use DIV event to remove spouse from health

ion: Divorce Decree signed by judge. If updating both
ealth coverage and F3A, please process the DIV evenl frsl before you process the F3A event. Required Documentation: Divorce

A

Special Processing Message (FSA) ‘

E Retumn to Search

field.

processed.

After saving, review the messages in the Special Processing Message (Health) and Special
Process Message (FSA) fields. These messages will provide next step instructions.

If an additional Office of Health Benefits (OHB) approval is required based on the dates
entered, or if any other processing guidance is applicable, a comment will display in the
Special Processing Message (Health) field and/or the Special Processing Message (FSA)

The manual Benefit Event (Life Event) is now created. Next, this Benefit Event must be

13. | Navigate to the On-Demand Event Process page using the following navigation path in the
Benefits WorkCenter: Links > Enrollment Administration > On-Demand Event Process
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Page 35 of 111



/7

%/ Cardinal Benefits Job Aid

BN361 Creating and Completing a Life Event on Behalf
of an Employee

Step | Action

The On-Demand Event Maintenance Find an Existing Value Search page displays.

On-Demand Event Maintenance

Find an Existing Value

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

@ Recent Searches | Choose from recent searches, V| f [ Saved Searches | Choose from saved searches Vl f
EmplID | begins with Empl Record | = L4

Name | begins with Last Name | begins with
Second Last Name | begins with W Alternate Character Name | begins with W

+ Show fewer options

[ Case Sensitive

14.

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

Note: Users can also search for the applicable employee using the various available fields if
the Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with v |

15.

Click the Search button.

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

Person 1D Ben Record 0
Activity Date  05/01/2026 Source Manual Event
Schedule/Prepare Activity Pending Activities 1 Show Activifies l Action Div
Event ID 1] Event Date Status Class l Event Status Updals
Prepare Options Event Status
Enroliment Stat t
nroliment Statemen Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Entry Entered g of 0 Show Plans
i S - Finalize/Apply Defaults
ValidateFinalize Errors 0 Show Errors
Confirmation Stalement Run Date
Reprocess Process Indicator |MN

MNormal Processing

l Retumn to Search ” Matify ]

If the Benefits Administration process has already run, the Schedule/Prepare Activity button
will be disabled, and the Pending Activities field will display a “0”. In this case, proceed to
Step 21.

16. Review the Activity Date field. For Life Events, this date will populate based on the coverage
begin date for the applicable type of Life Event (for this scenario, the Life Event is a divorce, so
the Activity Date field defaults to the first day of the following month). Ensure that this date is
accurate.

The Source field will be “Manual Event”. The Action field will default based on the type of Life
Event (“DIV” for Divorce for this scenario).

17. | Click the Show Activities button.
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The BAS Activity page displays in a pop-up window.

Help
Person 1D Ben o
Record
BAS Activity
@ ol
Select Empl Record ';gﬂ?:e Event Date Event Effseq E:t?un COBRA Acfion

Manual .
0 Event 05/01/2026 0| DIV D B
=

18. Review to validate that the Select checkbox option for the Manual Benefit Event is selected
and then click the OK button.

Select Empl Record

The On-Demand Event Process page redisplays.

Persan 1D Ben Record 0
Activity Date  05/01/2026 Source Manual Event
Schedule/Prepare Activity Pending Activities 1 Show Activilies l Action Biv
Event ID 0  Event Date Status Class l Bvent Status Update
Prepare Options Event Status

Enroliment Statement
Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Entry Entered g of 0 Show Plans
i inal Show Finalize/Apply Defaults
Validate/Finalize Errars 0 Show Ermrors
Confirmation Statement Run Date
Reprocess Process Indicator |N

MNormal Processing

l Retum to Search H Matify l
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19. If the Pending Activities field displays a “1” or more, click the Schedule/Prepare Activity
button.

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

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

Process completed successfully. (3000, 530)

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

OK
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The On-Demand Event Process page redisplays.

Person ID Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Aclivities Action
Event 1D 5 Event Date  05/01/2026 Status  Prepared Class DIV Event Status Update
Prepare Options Event Stafus

Open for Processing

Enraliment Statement I
l Run Date Frequency

@ Deduction Frequency O Annual Frequency

l Election Entry I Entered o of 1 Show Plans
) - . [ Finalize/Apply Defaults
Validate/Finalize Errors o Show Emors
Confirmation Statement Run Date

l Reprocess I Process Indicator
[ Retum to Search ” Maotify ]

21. | Confirm that the Status field displays as “Prepared” and the Event Status field displays as
“Open for Processing”.

Mormal Processing

Note: If these statuses do not display as indicated, please submit a VCCC Ticket with “Cardinal
Benefits” in the Subject line.

Status F'reparndl Class DIV | E"'F"[1

Evint Stat
I vk StEts Open far Processing

22. | Click the Election Entry button.

‘I Elaction Entry I‘
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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.
BenAdmin Data Entry ®
[Event [ Participant Selection Option Election Dependents f Beneficiaries ”
Sched ID EMOO EmplID Ben Record o EventlD &

Event Data  05/01/2026 Divorce Excess Credit Rollover To  Forfeit Excess Credils
~ Available Plans and Options & EI | 1w
Plan Type 10 : Medical

Option Code COVA Care + Expanded Dental (ACC2) (Family)
Health Provider ID | O Previcusly Seen
Special Requirements
Dependents/Beneficiaries
Dependents/Beneficiaries
D Mam: Relationship to Health Provider ID P sly | C d Age Limit Flag
Employee 5 P Type
n a s L 1] 9 |[|= =
02 Q Child I:I a Child E
Event / Participant Selection | Option Election Dependents / Beneficiaries
23. | Select the applicable Medical Plan based on the employee’s Benefits Enroliment form as

needed by clicking the Option Code Look up icon (magnifying glass) within the Plan Type 10:
Medical section and then select the applicable Medical Plan/Coverage Code (for this scenario,
the employee has one child dependent that is not being removed and therefore, the Medical
Plan coverage code will be changed to “Employee + Child”).

The Coverage Codes are as follows:

e 2 - Employee + Spouse

e 3 — Employee + Child (except for Tricare)

e 4 — Employee + 2 or More Dependents (Family — except for Tricare)
e 8- Employee + Child(ren) (Tricare only)

e 9 —Family (EE + SP + Child/ren for Tricare only)

Plan Type 10 : Medical

Option Code

I Q

COVA Care + Expanded Dental (ACC2) (Self + Child)
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24. | Click the Dependents / Beneficiaries tab to update the applicable dependent(s) being
removed from coverage.

Event / Participant Selection Option Election Dependents f Beneficiaries

The Dependent / Beneficiaries page displays.

BenAdmin Data Entry X
Help
Event/ Participant Seleclion Option Election Dependents / Beneficiaries
Scheduls 1D EMOO Employee ID
EventlD & Event Data  05/01/2026 Divorce
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits
Dependent/iBeneficiaries Currently on Record
Name Relationghip to Employee Dependent Beneficiary Type Date of Birth
Spouse Approved Dependent
Child Approved Dependent
Change/Add Dependent Data
Elections Requiring Supplemental Information
10 IMedical Enroll Dependenis
Event / Parlicipant Selection | Option Election Dependenis / Beneficiaries

25. | Click the Change/Add Dependent Data link.

‘l Change/Add Dependent D .1!.1I
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The Dependent/Beneficiary page displays with the Name tab displayed by default.

Dependent/Beneficiary %
Help

Name Address Personal Profile

Person ID

Dependent/Beneficiaries @ | | View Al
, -
Dependent/Beneficiary 1D

Name History @ | 10f1 v I WiewAll
*Effective Date |01/01/1901 E
*Format Type | English v|

Mame Edit Name

Mame | Address | Personal Profile

26. Click the Personal Profile tab.

Name Address | Perzonal Profile I
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The Personal Profile page displays.

Hame Address Personal Profile

Person 1D

Personal Profile @ | I View Al
Dependent'Beneficiary ID Q1

*Date of Birth Birth Location | |

Riders/Orders exist

Date of Death

Medicare Entitled Date RidersfOrders
Dependent Proof

Qualified Dependent

Personal History @ | Tof1 w | View Al
*Effective Date E
*Relationship to Employee | Spouse V|
*Dependent Beneficiary Type | Approved Dependent v|
*Gender | Female v|
*Marital Status | Married v| As
O student pet
Disabled As of

27. | Use the arrow buttons or View All link to locate the dependent(s) to be removed (the spouse
for this scenario).

Note: The Personal History section displays the dependent information.

| 1072 v| |Z| |E| View Al

When removing dependents from coverage due to a Life Event, do not remove the dependent
0 from Cardinal entirely as this will remove important audit history information from the system.

The Delete icon (-) would delete the dependent from Cardinal. Do not use this icon.
Complete the following steps to correctly remove the dependent that is no longer eligible from
coverage.

[
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28. | Click the Add a Row icon (+) within the Personal History section.

-

The Personal Profile page redisplays with a new effective dated row.

Hame Address Personal Profile

Person ID

Personal Profile \El | I View All
Dependent'Beneficiary ID 01 SUSAN WILLIAMS

*Date of Birth Birth Location | |

Date of Death Riders/Orders exist

Medicare Entitled Date

RidersfOrders

Dependent Proof

Qualified Dependent

Personal History @ ! | View Al
*Effective Date |05/01/2026 E

*Relationship to Employee | Spouse V|

*Dependent Beneficiary Type | Approved Dependent v|

*Gender | Female v|

*Marital Status | Married |

O 5tudent
Disabled
O smoker

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

29. | Click the Relationship to Employee dropdown button and select the applicable list item
(“ExSpouse” for this scenario).

*Relationship to Employee I] ExSpouse VI
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The Dependent Beneficiary Type field updates to “Unapproved Dependent” based on the
0 relationship to employee selection.

"Dependent Beneficiary Type I Unapproved Dependent "-"I-|

30. | Click the Marital Status dropdown button and select the applicable list item (“Divorced” for
this scenario).

*Marital Status I Divorced VI

31. | Click the OK button at the bottom of the page.

[

The BenAdmin Data Entry page redisplays.

BenAdmin Data Entry *
Help
Event / Parlicipant Selection Option Election Dependents / Beneficiaries
Schedule ID EMOD Employee ID
EventlD & Event Data  (05/01/2026 Divarce
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits
Dependent/Beneficiaries Currently on Record
MName Relationship to Employee Dependent Beneficiary Type Date of Birth
ExSpouse Unapproved Dependent
Child Approved Dependent
Changefddd Dependent Data
Elections Requiring Supplemental Information
10 Medical Enroll Dependenis
Event / Parficipant Selection | Option Election Dependents / Beneficiaries

The applicable dependent is updated to an unapproved dependent in the
0 Dependent/Beneficiaries Currently on Record table.

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

Event/ Parlicipant Selection Option Election Dependents / Beneficiaries
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The Option Election page displays.

BenAdmin Data Entry
Help

Event [ Participant Seleclion ‘Option Election Dependents / Beneficiaries

Sched ID  EMOO EmplID 00246068300 CARL WILLIAMS Ben Record o EventlD &
Event Data  05/0172026 Divorce Excess Credit Rollover To  Forfeit Excess Credils

~  Available Plans and Options @

Plan Type 10 : Medical
]
Option Code
COVA Care + Expanded Dental (ACGC2) (Self + Child)
Health Provider ID | OPreviously Seen
Special Requirements
Dependents/Beneficiaries
Enrell All
Dependents/Beneficiaries
Relationship to - Previously Covered R
1D Name Employee Health Provider ID Seen Person Type Age Limit Flag ‘
o Q] susmws | speme C 1 o s =]
2 Q] swonwwws | ) o om =

Event / Participant Selection | Option Election Dependents / Beneficiaries

33. Click the Enroll All button.

I Enrcll All I

A message displays in a pop-up window indicating that all dependents will be removed in order to re-
enroll the eligible dependents. This is an expected message and not an error.

All existing enroliments for this Plan will be deleted to make room for the new entries. {4000,60)

ou have selected fo mass enroll all eligible Dependents or Beneficiaries. To make room for these automatic enroliments, all existing individual enrcliments will first be removed, along with any current election informaticn.

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

I oK I| Cancel |
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The Option Election page redisplays.

BenAdmin Data Entry *®
Help
Event / Participant Selecfion Option Election Dependents f Beneficiaries
Sched ID  EMOD EmplID Ben Record 1] EventlD &
Event Data 05/01/2026 Divorce Excess Credit Rollover To  Forfeit Excess Credils
~ Available Plans and Options & @ | Tofl w
Plan Type 10 : Medical
&4

Option Code

COWVA Care + Expanded Dental (ACC2) (Self + Child)

Dependents/Beneficiaries

Health Provider ID | O Previously Seen

Special Requirements

Enroll All ]

Dependents/Beneficiaries

Relationship to o Previously Coverad —_—
*ID MName Employee Health Provider ID Seen Person Type Age Limit Flag ‘
2 af | onia ] o o | =

Event / Parlicipant Selection | Option Election Dependents / Beneficiaries

@

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

35.

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

OK | Cancel “ Apply ]
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The On-Demand Event Process page redisplays.

Person ID Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
EventID & Event Date  05/01/2026 Status  Entered Class DIV Event Status Update
Prepare Options Event Status

Cpen for Processing

Run Date

l Enrollment Statement
Frequency

® Deduction Frequency O Annual Frequency

l Election Entry ] Entered 4 of 4 Show Plans

i inali : IFinalize/Apply Defaults
l Validate/Finalize ] Errors 0 Show Errors
Confirmafion Statement Run Date
l Reprocess ] Process Indicator

Mormal Processing

ml Retum te Search H Motify ]

The Status field will now display as “Entered”. The Event Status field will still display as “Open
0 for Processing”.

Status  Entered Class DIV Event

Event Status

Opan for Processing

36. Click the Validate/Finalize button.

| Validate/Finalize I

o This process will validate that all of the elections are valid, close the Benefit Event, and update

the Base Benefits Tables.

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

Process completed successfully. (3000,530)
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37. | Click the OK button to close the message.

DK

The On-Demand Event Process page redisplays.

Person ID EBen Record ]
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activifies Action
Event 1D & Event Date  05/01/2026 Status Finalized - Enrolled  Clags DIV Event Status Update
Prepare Options Event Status .
Closed fo Processing
Enrollment Stat t
nroliment Stalemen Run Date Frequency
Deduction Frequency ' Annual Frequency
Election Entry Entered 0 of o Show Plans
; T - Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Erors
Confirmation Statement Run Date
Reprocess Process Indicator | N
Mormal Processing
l Retumn to Search ] l Maotify l

The Status field will now display as “Finalized-Enrolled”. The Event Status field will display as
“Closed to Processing”.

This process is now complete. Refer to the BN361 Reviewing Employee Benefits
Information Job Aid (specifically, the Reviewing the Benefits Summary Page section),
located on the Cardinal website in Job Aids under Learning for instructions on how to validate
accuracy.

—

For more information pertaining to viewing and printing a Confirmation Statement, refer to the
Job Aid titled BN361 How to Review Benefits Statements, located on the Cardinal website in
Job Aids under Learning.
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Creating a Birth Event on Behalf of an Employee (with a tag along dependent)

This section of the Job Aid should be referenced when creating and processing a Birth Event on behalf
of the employee wherein one or more tag along dependents will also be added to the employee’s
coverage. The steps included in this section of the Job Aid are based on the following example
scenario.

Scenario: An employee had a child born on 4/21/2026. This employee is currently enrolled in a
“Single” coverage code Health Plan. The employee submitted the appropriate supporting
documentation for the birth and a benefits enroliment request form on 4/24/2026 to add their new child
as a dependent and enroll them in their benefits. Additionally, the employee now wants to add their
spouse to their coverage as a tag along dependent (eligible based on the qualifying birth event).
Finally, the employee also now wants to enroll in the Flex Spending Dependent Care plan. The
employee did not initiate this Qualifying Mid-Year Birth Event through Employee Self-Service (ESS). As
the BN Administrator, you need to create and process multiple Benefit Events for this employee based
on the following guidelines:

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

¢ The Health Plan coverage begin date for the newborn child will be immediate on the child’s
date of birth (4/21/2026 for this scenario).

o The Health Plan coverage begin date for the employee’s spouse will be the first of the month of
the birth event (4/1/2026 for this scenario).

e The enroliment in the Flex Spending Dependent Care plan will be effective as of the first of the
month following the employee’s enrollment (5/1/2026 for this scenario).

e These Benefit Events must be processed in the correct order (based on the coverage begin
and effective dates). Specifically for this scenario, the tag along dependent must be enrolled
first because that Benefit Event has the earliest coverage begin date. Subsequently, the
newborn child can be enrolled next (separate Benefit Event being processed), and finally, the
Flex Spending Dependent Care Plan Benefit Event can be processed.

o After the Benefit Event is processed to add the tag along dependent, the dependent’s
enrollment will be transmitted to the Health Vendor in the evening interface file. This must be
completed before the Benefit Event to add the newborn child is processed. Therefore, the first
Benefit Event to add the tag along dependent must be processed on one day (enroliment
transmitted to the Health Vendor on that evening’s interface file) and the Benefit Event to add
the newborn child can be processed the next day (enrollment transmitted to the Health Vendor
on that evening’s interface file). These Benefit Events must be processed one day apart so
that the Health Vendor is notified as of each effective date.
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1. Navigate to the Benefit Event page by clicking the BN WorkCenter tile.

BN WorkCenter

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

Benefit Event

2. Use the following navigation path in the WorkCenter: Links > Enrollment Administration >

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

~ My Approvals
 Links

Employee/Dependent Information o
Enrell in Benefits
Enrcliment Administration

©n-Demand Event Process

Benefit Event

Employee Event Details

Review Employee Statements

> Queries

P

> ReportsiProcesses

Benefits WorkCenter
o
My Work Benefit Event Entry
Audit Exceptions Find an Existing Value

~ Search Criteria

Enler any informalion you have and click Search. Leave fields blank for a list of all values.

3) Recent Searches | Chouse from recent searches

v Z

R saved Searches | Choose from saved searches

|
vl /|

Empl ID ‘ begins with V‘ | |

Empl Record ‘ = v‘ | |

Last Name | begins with w

Department | begins with v | | |

-~ Show fewer options

[ Case Sensitive [ Include History

Benefit Record Number | = v‘ | |

First Name | begins with v‘ | |

Business Unit | begins with

9/1/2026

Page 52 of 111




fy Cardinal Benefits Job Aid
/

BN361 Creating and Completing a Life Event on Behalf
of an Employee

Step | Action

The Benefit Event Entry Find an Existing Value Search page displays.

Benefit Event Entry
Find an Existing Value

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

'T) Recent Searches | Choose from recent searches V| / [] Saved Searches | Choose from saved searches V| /
EmplID | begins with v Benefit Record Mumber | = w
Empl Record | = w First Name | begins with
Last Name | begins with + Business Unit | begins with v
Department | begins with

~ Show fewer options

[ Case Sensitive [ Include History

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

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

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

Note: Users can also search for the applicable employee using the various available fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Emp! 1D | begins with | | ]

4. Click the Search button.

= -
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The Benefit Event Detail page displays for the selected employee.

Benefit Event Detail

Employes [Is} Benefit Record Number 0O
Life Event @ | 1of1 View Al
Life Event | bl
Life Event Date Paperwork Receipt Date
Health Change F5A Change
Health Change Needed: F35A Change Needed:

Current Cov. Level: Future Cov. Level: v

Change: ~ Change:

Special Processing Message (Health)

Special Processing Message [FSA} ‘

Return to Search

5. Click the Life Event dropdown button and select the applicable Life Event (“Birth/Adoption” for
this scenario).

Life Event H VI

6. Click the Life Event Date Calendar icon and select the applicable date (“4/21/2026” for this
scenario).

Life Event Date |

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

7. Click the Paperwork Receipt Date Calendar icon and select the applicable date (“4/24/2026”
for this scenario).

Paperwork Receipt Date

0 This is the date that the Benefits Enroliment form was received from the employee.
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8. Click the Health Change Needed dropdown button and select “Yes”.

Note: Even if the Life Event does not require a change in the Health Plan Coverage Code, but it
will require changes to the covered dependent(s), select “Yes”. If “Yes” is not selected, a
Benefit Event will not be created

Health Change Needed: hd

The Current Cov. Level field auto-populates with the employee’s current Health Plan
0 enrollment coverage level.

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

Future Cov. Level: "

0 The coverage levels available for selection are:

“Single, Employee”
“Employee + Spouse”
“Employee + CH (Child)”
“Family”

“Waive Coverage

Please note that this does not actually change the employee’s enroliment. This will be done
when the Life Event is processed.

10. | Click the Change dropdown button and select the applicable health coverage change.

Note: For this scenario, “Enroll/change health plan or add tag along dependent (1st of the
month)” will be selected.

Change: -

The selections available will vary based on the type of Life Event previously selected.

Do not enter any information in the FSA Change section. Even though the employee is also
electing to enroll in the Flex Spending Dependent Care plan for this scenario, the effective date
for that enroliment will be different and therefore, will be created later in this process as a
separate Benefit Event.

@@
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11. Click the Save button.

E | Return to Search

The Benefit Event Detail page refreshes.

Change: Enrollichange health plan or add tag along dependent (1st of the month)w Change:

Benefit Event Detail
Employee In} Benefit Record Number 0
Life Event @ | 1 ~ | View All
Life Event | Birth/Adoption ne
Life Event Date |04/21/2028 Paperwork Receipt Date | 04/21/2026
Health Change FSA Change
Health Change Needed: fes hd FSA Change Needed: hd
Current Cov. Level: Single h

Special Processing Message (Health)

add the baby. The Babys enroliment will then get transmitted fo the vendor that evening.

AFSC event will be created to add the tag along dependents or change the health plan. DO NOT ADD THE HEW BABY TO THIS &
EVENT. This will allow you fo update the plan or add dependenis as of the 1st calendar day of the menth. The vendor will receive .
the tag along dependent on the evening interface file. Then the following day, retumn fo fhis page and add an additional Birth entry
with a reason: Existing Health Plan - Adding Child. This will create a BIR Event for the Babys date of birth which you will used to

A

Special Processing Message (FSA)

E Retumn to Search

@

After saving, review the messages in the Special Processing Message (Health) and Special
Process Message (FSA) fields. These messages will provide next step instructions. If an
additional Office of Health Benefits (OHB) approval will be required based on the dates entered
or if any other processing guidance is applicable, a comment will display in the Special
Processing Message (Health) field and/or the Special Processing Message (FSA) field.

In this scenario, an FSC Benefit Event has been created solely for the purpose of adding and
enrolling the employee’s tag along dependent. This Benefit Event has a coverage begin date of
the first of the birth month (“4/1/2026” in this scenario). Do not utilize this Benefit Event to

add and enroll the newborn child dependent.

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

12. | Navigate to the On-Demand Event Process page using the following path from the Benefits
WorkCenter:
Links > Enroliment Administration > On-Demand Event Process
9/1/2026
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The On-Demand Event Maintenance Find an Existing Value Search page displays.

On-Demand Event Maintenance

Find an Existing Value

~ Search Criteria

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

7) Recent Searches | Choose from recent searches V| f [] 8aved Searches | Choose from saved searches V| f

Empl ID | begins with Empl Record | = w
Name | begins with Last Name | begins with
Second Last Name | begins with w Alternate Character Name | begins with

# Show fewer options.

[0 Case Sensitive

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

Note: Users can also search for the applicable employee using the various available fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with v |

14. Click the Search button.

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

Person ID Ben Record 0
Activity Date  04/01/2026 Source  Manual Event
Schedule/Prepare Activity Pending Activities 1 Show Activities ] Action FsC
Event 1D 0 EwventDate Status Class I Event Slalus Updale
Prepare Options Event Status
Enrollment Stat it
nroliment Statemen Run Date Frequency
Deduction Frequency ' Annual Frequency
Election Entry Entered g of 0 Show Plans
i inali Show FinalizelApply Defaults
Validate/Finalize Errors 0 Show Emors
Confirmation Statement Run Date
Reprocess Process Indicator |N
Mormal Processing
E l Retum to Search ] l Motify ]

Review the Activity Date field. For Life Events, this date will populate based on the coverage
0 begin date for the applicable type of Life Event. For this scenario, the Benefit Event is being
processed to add a tag along dependent based on a Birth Life Event. Therefore, the Activity
Date field defaults to the first day of the month wherein the birth took place (“4/1/2026”). Ensure
that this date is accurate.

The Source field will be “Manual Event”. The Action field will default based on the type of Life
Event (“FSC” for this scenario).

Activity Date I 04/0172026 I Source | Manual Event

15. Click the Show Activities button.

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

Help
Person 1D Ben
Record
BAS Activity
E’ TETRY
Select Empl Record ;gﬂ?ge Event Date Event Effseq E?t'ison COBRA Action

Manual "
4
] 1] Event 04/01/2026 0| FsC B
“ Cancel
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16. | Ensure that the Select checkbox option for the Benefit Event is selected and then click the OK
button.

Select Empl Record

0
o

The On-Demand Event Process page redisplays.

Person 1D Ben Record 0
Activity Date  04/01/2028 Source  Manual Event
Schedule/Prepare Activity Pending Activities 1 Show Activities ] Action Fsc
Event 1D 0  EventDate Status Class l Event Slalus Updale
Prepare Options Event Status
Enroliment Statement Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Entry Entered

0 of o Show Plans
Validate/Finalize Erors g Show Errors Finalize/Apply Defaults
Confirmation Statement Run Date
Reprocess Process Indicator | N

Mormal Processing

[ Retumn to Search H Motify l

17. | If the Benefits Administration process has already run, the Schedule/Prepare Activity button
will be disabled, and the Pending Activities field will display a “0”. In this case, proceed to
Step 19.

If the Pending Activities field displays a “1”, click the Schedule/Prepare Activity button.

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

Schadula/Prapara Aclivily
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process completes.

Frocess completed successfully. (3000,530)

A Confirmation message displays in a pop-up window once the manual Benefits Administration

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

OK

The On-Demand Event Process page redisplays.

Person 1D Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 5 Event Date  04/01/2026 Status  Prepared Class F3C Event Status Update
Prepare Options Event Status .
Open for Processing
Enroliment Statement ]
’ Run Date Frequency
@® Deduction Frequency © Annual Frequency
[ Election Entry |enered ot Show Plans
Validate/Finalize Emors 0 Show Errors U Finalize/Apply Defaults
Confirmation Statement Run Date
l Reprocess ] Process Indicator
MNormal Processing
l Return to Search ] l Maotify I

“Open for Processing”.

Benefits” in the Subject line.

Status  Prepared Class FSC

Evant Status .
Open for Procassing

19. | Confirm that the Status field displays as “Prepared” and the Event Status field displays as

Note: If these statuses do not display as indicated, please submit a VCCC Ticket with “Cardinal
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20. | Click the Election Entry button.

I Election Entry I

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

BenAdmin Data Entry
Event/ Participant Selection Option Election Dependents / Beneficiaries
Sched ID EMOO Empl ID Ben Record 0 EventID 5
EventData  4/01/2026 Benefit Change {BA Use) Excess Credit Rollover To  Forfeit Excess Credits
~ Available Plans and Options ® @ | [1of2 v

Plan Type 10 : Medical

"
Option Code v
COVA Care + Expanded Dental (ACC2) (Single)
Health Provider ID | O Previously Seen
Special Requirements
Dependents/Beneficiaries
Enroll Al ]
Dependents/Beneficiaries
“Ip Name Relationship to Health Provider ID proviously Ry Coverad Age Limit Flag

Y [ J] » -]
\

Seen Person Type

Plan Type AY : Health Premium Reward

option ode

02

Premium Reward Par Only (PRWDEE)

Special Requirements
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21.

Select the applicable Medical Plan based on the employee’s Benefits Enroliment form. Click the
Option Code Look up icon (magnifying glass) within the Plan Type 10: Medical section and
select the applicable coverage code.

The Coverage Codes are as follows:

e 1-Single

o 2 — Employee + Spouse

o 3 — Employee + Child (except for Tricare)

e 4 — Employee + 2 or More Dependents (Family — except for Tricare)
e 8- Employee + Child(ren) (Tricare only)

e 9 —Family (EE + SP + Child/ren for Tricare only)

Plan Type 10 : Medical

Option Code

COVA Care + Expanded Dental {ACC2) (Self + Spouse)

@

For this Benefit Event, only select the applicable coverage code based on the tag along
dependent(s) being added. The coverage code will be changed again as needed when the Birth
Event to add the newborn is processed.

For this scenario, Option Code “34” has been selected.

The Option Election page redisplays.

BenAdmin Data Entry *
Help
Event / Participant Selection Opticn Election Dependents / Beneficiaries
SchedID  EMOO Empl ID Ben Record 0 EventlD 3
Event Data  04/01/2026 Benefit Change (BA Use) Excess Credit Rollover To  Forfeit Excess Credits
~ Available Plans and Options & @ | [10f2 w
Plan Type 10 : Medical
o
ption e
COVA Care + Expanded Dental (ACC2) (Self + Spouss)
Health Provider 1D | OPreviously Seen
Special Requirements
Dependents/Beneficiaries
Enrall All
Dependents/Beneficiaries
Relationship to - Previously Covered =
10 Name Employee Health Provider ID Seen Person Type Age Limit Flag
Y L J| »@ (-]
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22. | Click the Dependents / Beneficiaries tab to add the tag along dependent(s).

Event / Participant Selecfion Option Election Dependents / Beneficiaries

The Dependent / Beneficiaries page displays.

BenAdmin Data Entry *
Help
Event / Participant Selection Option Election Dependents / Beneficiaries
Schedulz ID EMOD Employee ID
EventIiD 3 Event Data  04/01/2026 Eenefit Change (BA Use)
Benefit Record 0 Excess Credit Rollover To Forfeit Excess Credits

Dependent/Beneficiaries Currently on Record

Name Relationship to Employee Dependent Beneficiary Type Date of Birth

Changef&dd Dependent Data

Elections Requiring Supplemental Information

10 Medical Enrall Dependents

Event ! Parlicipant Selection | Option Election Dependents / Beneficiaries

23. | Click the Change/Add Dependent Data link.

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

*Format Type | English w

MName Edit Hame

Mame | Address | Personal Profile

Dependent/Beneficiary x
Help
Name Address Personal Profile
Person ID
Dependent/Beneficiaries @ I | View Al
*Dependent/Beneficiary ID
Name History @ 1 | ViewAll
*Effective Date |04/01/2026 E

dependent as eligible for coverage.

added.

For Life Events, the Effective Date field defaults to the date that the coverage will begin. For
0 this scenario, a tag along dependent is being added based on a Birth event. Therefore, the
Effective Date field defaults to the first day of the month wherein the birth took place.

Do not change this date as it must match the Event Date, or the system will not recognize this

The Dependent/Beneficiary ID field will default to the next available Dependent/Beneficiary 1D
number (“01” in this scenario) and increment by 1 for each additional dependent subsequently

24. Click the Edit Name button.

Edit Name

The Name page displays in a pop-up window.

Name

English Name Format

ameprot [ ]

*First Name | |

Middle Name | |

*Last Name | |
Name Suffix

Display Name

Formal Name

Name

OK ” Cancel H Refresh Name

Help

9/1/2026
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25.

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.

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

“First Nama

Middle Name

“Last Hame

26.

Click the OK button.

l OK IH Cancel “ Refresh Mame

The Name page redisplays.

Dependent/Beneficiary *
Help
Name Address Personal Profile
Person ID
Dependent/Beneficiaries @ | 10f1 w I Wiew All
*Dependent/Beneficiary ID
Name History El | 1of1 v I View All
*Effective Date | 04/01/2026 B
*Format Type | English v|
Name Jane Doe ..EditHame |
Mame | Address | Personal Profile

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

27.

Click the Address tab.

Name Address Personal Profile
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The Address page displays.

Dependent/Beneficiary E
Help
Hame Address Perzonal Profile
Dependent/Beneficiaries \EI | 10f1 w | View Al
Person |D
Dependent/Beneficiary ID 01 Name .Jane Doe
Address History @ | 10f1 W | Wiew all
*Effective Date |04/01/2026 E
[ Same Address as Employee Address Type
Address

Country | USA Q | ynited States

Address

Edit Address

Phone Information

@ 1-1af 1 w

Same As Employee Phone Type Telephone Extension | Preferred
[ ] ] [ ] f

28. | Select the Same Address as Employee checkbox option if applicable.

For this scenario, the checkbox is selected.

Same Address as Employee

the applicable Address Type using the dropdown button provided and then clicking the Edit
Address button (the Edit Address page will display in a pop-up window, and the applicable
address information can be entered).

0 Users can also complete the address information as applicable for the dependent by selecting

Edit Address
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The Address page refreshes.

Dependent/Beneficiary *

Help

Hame Address Personal Profile
Dependent/Beneficiaries \EI | 10f1 | Wiew Al
Person ID
Dependent’'EBeneficiary ID 01 Name Jane Dog
Address History @ | 1of1 w | View All
*Effective Date |04/01/2026 E
3ame Address as Employee Address Type

Employee's Current Address

Country USA United Sfales
Address

Phone Information

@ 1-10f1 »

Same As Employee Phone Type Telephone Extension | Preferred

— 1

0 The address information auto-populates in the Employee’s Current Address section.

29. Click the Personal Profile tab.

MName Address Personal Profile
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The Personal Profile page displays.

Dependent/Beneficiary *
Help
HName Address Personal Profile
Perszon ID
Personal Profile @ | 1of1 » | Wiew Al
Dependent'Beneficiary 1D 01 Jane Doe
*Date of Birth Birth Location | |
Date of Death Riders/Orders exist
Medicare Entitied Date Riders/Crders
Personal History @ | Tof1 v I View Al
*Effective Date |04/01/2026 E
*Relationship to Employee | v|
*Dependent Beneficiary Type | v|
*Gender | Unknown v|
*Marital Status | Single v| As
of
Disabled As nf [t

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).

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

“Date of EIithI |j|

31. | Click the Relationship to Employee dropdown button and select the dependent’s relationship
to the employee (“Spouse” for this scenario).

*Relationship to Employee I - I |

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

"Dependent Beneficiary Type I ul

9/1/2026 Page 68 of 111



fy Cardinal Benefits Job Aid
/

BN361 Creating and Completing a Life Event on Behalf
of an Employee

Step | Action
“Approved Dependent” is selected once the applicable supporting documentation has been
0 provided by the employee. The coverage for the dependent is not reported to the Vendor until

the dependent is in this approved status.

33. | Click the Gender dropdown button and select the dependent’s gender: “Unknown”, “Male”, or
“Female” (“Female” for this scenario).
Note: For benefits purposes, “Male” or “Female” must be selected. If unsure at the time of
entry, select “Unknown” and update once Gender is confirmed.
[Gendar IUnkru;r-'m vI
34. | The Marital Status field defaults to “Single”. Update as needed for the dependent (“Married” for
this scenario).
Note: If any status other than “Single” is selected, confirm or select the applicable date using
the Marital Status As of Calendar icon (For this scenario, “04/01/2026” auto-populates based
on the Life Event and Change reason selected).
*Marital 5ta Married A 04/0172026  |:=:]
arita tusl arri vl ;
35. | Click the vertical scrollbar to scroll down on the page to the National ID section and enter the

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

~ National ID
@ 1-10f1 & | View Al

*Country *MNational ID Type Description Naticnal 1D Primary 1D

|USA Ql |PR O.l Social Security Mumber I I E

Mame | Address | Personal Profile

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 by re-
opening and reprocessing the Benefit Event.

Dependent SSNs are necessary for accurate ACA reporting. Agency BAs can use the Base
Benefits Consistency Audit report to monitor dependents with a missing SSN.

36.

Click the OK button.

apply |
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The Dependents / Beneficiaries page redisplays.

BenAdmin Data Entry

Help
Event / Parlicipant Selection Option Elecfion Dependents / Beneficiaries

Schedule ID  EMOO

Employee ID
EventlD 3 Event Data  04/01/2026 Benefit Change (BA Use)
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits
Dependent/Beneficiaries Currently on Record
Name Relati hip to Employ Dependent Beneficiary Type Date of Birth
Jane Doe Spouse Approved Dependent 05F21/1998

ChangefAdd Dependent Data

Elections Requiring Supplemental Information

10 Medical Enroll Dependenis

Event / Parficipant Selection | Option Election Dependents / Beneficiaries

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

If additional tag along dependents needs to be added, repeat Steps 23 - 36 for each additional
tag along dependent (for this scenario, no additional tag along dependents are being added).

37. | Click the Option Election tab.

Event / Participant Selection Option Election Dependents [ Beneficiaries
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The Option Election page displays.

BenAdmin Data Entry

Event f Participant Selection Option Election Dependents / Beneficiaries

Sched ID EMOO Empl ID Ben Record 0 EventlD 3

Event Data  04/01/2026 Benefit Change (BA Use) Excess Credit Rollover To  Forfeit Excess Credils

~ Available Plans and Options

Plan Type 10 : Medical

Option Code

Health Provider 1D ‘

COVA Care + Expanded Dental (ACC2) (Seff + Spouse)

O Previously Seen

Special Requirements

Dependents/Beneficiaries

Enroll Al

Dependents/Beneficiaries

Previously Covered

Relationship to o e
*D Name Employee Health Provider ID Seen Person Type Age Limit Flag
Y I

-]

38.

I Enecll Al I

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

Dependents/Beneficiaries section.

Users can also enroll the dependent(s) in the previously selected Medical Plan by adding the
applicable dependents individually using the ID Look up icon within the

Additional rows can be added in this section by clicking the Add Multiple Rows icon (+...).
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The Option Election page redisplays.

BenAdmin Data Entry *
Help
Event ! Participant Selection Opticn Election Dependents / Beneficiaries
Sched ID  EMOD Empl ID Ben Record 0 EventlD 3
EventData  04/01/2026 Benefit Change (BA Use) Excess Credit Rollover To  Forfeil Excess Credils
~ Available Plans and Options & IEI I [ 10f2 v

Plan Type 10 : Medical

-
Option Code v

COVA Care + Expanded Dental (ACG2) (Self + Spouse]

Health Provider ID | O Previously Seen

Special Requirements

Dependents/Beneficiaries

Enroll All

Dependents/Beneficiaries

- Relationship to . Previously Covered -
10 Name Employee Health Provider ID Seen Person Type Age Limit Flag ‘
o Q.| |Jane Doe Spouse “:I ‘ ] Spouse ‘ ‘ |E|

|

Plan Type AY : Health Premium Reward

o
Option Code \jl

Special Requirements

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

40. Click the OK button.

OK [ Cancel ” Apply I
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The On-Demand Event Process page redisplays.

Person 1D Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 5 Event Date  04/01/2026 Status  Enterad Class FSC Event Status Update
Prepare Options Event Status

Cpen for Processing

Enrollment Statement l
l Run Date Frequency

® Deduction Frequency O Annual Frequency

l Election Entry I Entered  qof Show Plans

0 - . [ Finalize/Apply Defaults
l Validate/Finalize I Errors 0 Show Ermors
Confirmation Statement Run Date

l Reprocess I Process Indicator
Mormal Processing
l Return to Search l [ Motify ]

0 The Status field will now display as “Entered”. The Event Status field will still display as “Open

for Processing”.

41. Click the Validate/Finalize button. This process will validate that all of the elections are valid,
close the Benefit Event, and update the Base Benefits Tables.

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

Frocess completed successfully. (3000,530)
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42. | Click the OK button to close the message.

DK

The On-Demand Event Process page redisplays.

Person 1D Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities D Show Aclivities Action
Event ID 5  EventDate 04/0172026 Status Finalized - Enrolled  Class  FSC Event Stalus Updats
Prepare Options Event Status
5 5 Closed to Processing
Enroliment Statement
Run Date Frequency
Deduction Frequency - Annual Frequency
Election Entry Entered 0o o Show Plans
e T e Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator |M
Mormal Processing
[ Retun to Search ] l Notify l

The Status field will now display as “Finalized-Enrolled”. The Event Status field will still display
as “Closed to Processing”.

This Benefit Event to add the tag along dependent(s) is now complete. Refer to the BN361
Reviewing Employee Benefits Information Job Aid (specifically, the Reviewing the Benefits
Summary Page section), located on the Cardinal website in Job Aids under Learning for
instructions on how to validate accuracy.

W
@

For more information pertaining to viewing and printing a Confirmation Statement, refer to the
Job Aid titled BN361 How to Review Benefits Statements, located on the Cardinal website in
Job Aids under Learning.

This information will be transmitted to the Health Vendor in the evening interface file. On the
next business day, proceed to Step 43.

Next, the Benefit Event must be created in order to add the newborn child dependent.
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43. | Navigate to the Benefit Event page using the following navigation path in the Benefits
WorkCenter: Links > Enroliment Administration > Benefit Event

The Benefit Event Entry Find an Existing Value Search page displays.

Benefit Event Entry
Find an Existing Value

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

E) Recent Searches | Choose from recent searches v| / [] Saved Searches | Choose from saved searches v| f
EmplID | begins with v Benefit Record Number | = w
Empl Record | = w First Name | begins with
Last Name | begins with v Business Unit | begins with v
Department | begins with

# Show fewer options

[ Case Sensitive [ Include History

m Clear

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

Note: Users can also search for the applicable employee using the various available fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with ~

45, Click the Search button.

=
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The Benefit Event Detail page displays for the selected employee.

Benefit Event Detail

Employee (0] Benefit Record Number 0
Life Event @ | 1of1 w | ViewAl ‘
Life Event Adoption o
Life Event Date | 04/21/2026 Paperwork Receipt Date |04/24/2026
Health Change FSA Change
Health Change Needed: Yes hd FSA Change Needed: No hd
Current Cov. Level: Single Future Cov. Level: s
Change: Enrollichar ealth plan or add tag along dependent (1st of the month) » Change: v

Special Processing Message (Health) |4 FSC event will be created to add the tag along dependents or change the health plan. DO NOT ADD THE NEW BABY TO THIS a
E

VENT. This will allow you to update the plan or add dependents as of the 1st calendar day of the month. The vendor will receive
the tag along dependent on the evening interface file. Then the following day, return to this page and add an additional Birth entry

with a reason: Existing Health Plan - Adding Child. This will create a BIR Event for the Babys date of birth which you will used to
add the habv The Babvs enrollment will then aet fransmitted to the vendor that evenina

P

Special Processing Message (FSA)

Return to Search

46. | Click the Add a new row icon (+).

+
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The Benefit Event Detail page refreshes and the new row displays.

Benefit Event Detail

Employee D Benefit Record Number 0
Life Event @ | | View All

Life Event | hd
Life Event Date Paperwork Receipt Date
Health Change F5A Change

Health Change Needed: FSA Change Needed:

Current Cov. Level: Future Cov. Level: i

v Change: e

Change:

Special Processing Message (Health)

Special Processing Message (FSA) ‘

m Retumn to Search

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

Life Ewant | i I

48. | Click the Life Event Date Calendar icon and select the applicable date (“4/21/2026” in this
scenario).

This is the date of birth for the newborn dependent.

LEfe Event Date

49. | Click the Paperwork Receipt Date Calendar icon and select the applicable date (“4/24/2026”
in this scenario).

This is the date that the Benefits Enroliment form was received from the employee.
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50. | Click the Health Change Needed dropdown button and select “Yes”.

Note: Even if the Life Event does not require a change in the Health Plan Coverage Code for
the employee, select “Yes”. If “Yes” is not selected, a Benefit Event will not be created.

Haalth Change Neaded: I "I

The Benefit Event Detail page refreshes.

Benefit Event Detail

Employee 1D Benefit Record Number 0
‘ Life Event @ [ | View Al ‘

Life Event | Birth/Adoption v
Life Event Date |04/21/2026 Paperwork Receipt Date |04/24/2026
Health Change FSA Change

Health Change Needed: Yes v FSA Change Needed:

Current Cov. Level: Self + Spouse Future Cov. Level:

Change: | | Change: R

Special Processing Message (Health)

Special Processing Message (FSA) ‘

m Return to Search

The Current Cov. Level field auto-populates with the employee’s current Health Plan
0 enrollment coverage level.

51. | Click the Future Cov. Level dropdown button and select the applicable coverage level
(“Family” for this scenario).

Futura Coa, Laval: | ""'I ‘
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0 The coverage levels available for selection are:

“Single, Employee”
“Employee + Spouse”
“Employee + CH (Child)”
“Family”

“Waive Coverage

Please note that this does not actually change the employee’s enroliment. This will be done
when the Life Event is processed. For this Benefit Event, select the applicable coverage code
based on the newborn dependent being added (“Family” for this scenario).

52. | Click the Change dropdown button and select “Add newborn”.

Note: The selections available will vary based on the type of Life Event previously selected.

Change: I ""I

Do not enter any information in the FSA Change section. Even though the employee is also
0 electing to enroll in the Flex Spending Dependent Care plan for this scenario, the effective date
for that enroliment will be different and therefore, will be created later in this process as a
separate Benefit Event.

53. Click the Save button.

E | Return to Search
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The Benefit Event Details page refreshes.

Benefit Event Detail

Employee Benefit Record Number 0
Life Event [a] | viewal

Life Event
Life Event Date | 04/21/2028 Paperwork Receipt Date |04/24/2025
Health Change FSA Change

Health Change Needed: FSA Change Needed: No 7

Current Cov. Level: Self + Spouse

Change: Change: h

Special Processing Message (Health) | ABIR event has been created on the On Demand Event Maintenance Page to enroll the new child to coverage. Mote: If you are
adding tag aleng dependents or changing plans, you must process the FSC event first before entering the BIR event These

transactions should be processed one day apart so the vendor is nofified. Required Documentation: Birth Certificate

Special Processing Message (FSA)

m Return to Search

After saving, review the messages in the Special Processing Message (Health) and Special
0 Process Message (FSA) fields. These messages will provide next step instructions. If an
additional Office of Health Benefits (OHB) approval will be required based on the dates entered
or if any other processing guidance is applicable, a comment will display in the Special
Processing Message (Health) field and/or the Special Processing Message (FSA) field.

In this scenario, a BIR Benefit Event has been created for the purpose of adding and enrolling
the employee’s newborn dependent. This Benefit Event has a coverage begin date of the actual
date of birth (“4/21/2026” in this scenario).

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

54. | Navigate to the On-Demand Event Process page using the following navigation path in the
Benefits WorkCenter: Links > Enroliment Administration > On-Demand Event Process
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The On-Demand Event Maintenance Find an Existing Value Search page displays.

On-Demand Event Maintenance
Find an Existing Value

~ Search Criteria

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

@ Recent Searches | Choase from resent searches. V| f [] Saved Searches | Choose from saved seanches Vl f
EmplID | begins with Empl Record | = L4
Name | begins with Last Name | begins with
Second Last Name | begins with W Alternate Character Name | begins with W
+ Show fewer options

[ Case Sensitive

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

Note: Users can also search for the applicable employee using the various available fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with v |

56. Click the Search button.

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

Person ID Ben Record 0
Activity Date  04/21/2026 Source  Manual Event
Schedule/Prepare Activity Pending Activities 1 Show Actlivities l Action BR
Event ID 0 EventDate Status Class l Event Status Update
Prepare Options Event Status
Enrollment Stat t
nrollment Statemen Run Date Frequency
Deduction Frequency = Annual Frequency
Election Enfry Entered 0o Show Plans
idate/Finaliz how Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Ermors
Confirmation Statement Run Date
Feprocess Process Indicator |N
Normal Processing
m l Retumn to Search l l M otify l

57. | Review the Activity Date field. For Life Events, this date will populate based on the coverage
begin date for the applicable type of Life Event (in this scenario, the Benefit Event is being
processed to add a newborn dependent based on a Birth Life Event. Therefore, the Activity
Date field defaults to the date of birth (“4/21/2026” in this scenario). Ensure that this date is
accurate.

The Source field will be “Manual Event”. The Action field will default based on the type of Life
Event (“BIR” in this scenario).

58. Click the Show Activities button.
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The BAS Activity page displays in a pop-up window.

Help
Person ID Ben ¢
Record
BAS Activity
@ 1-10f1 v
Select Empl Record g‘gﬂ‘r’é’e EventDate |Event Effseq E‘;‘ﬁon COBRA Action

Manual
0 Event 04/21/2026 0| BIR E
o[

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

Select Empl Record

;
o [

The On-Demand Event Process page redisplays.

Person ID Ben Record 0
Activity Date  04/21/2026 Source  Manual Event
Schedule/Prepare Activity Pending Activities 1 Show Acfivities ] Action BIR
Event ID 0  EventDate Status Class l Event Stalus Update
Prepare Options Event Status
Enroliment Statement
Run Date Frequency
Deduction Frequency '~ Annual Frequency
Election Entry Entered o of 0 Show Plans
Validate/Finalize Errors o Show Erors Finalize/Apply Defaults
Confirmation Statement Run Date
Reprocess Process Indicator [N
MNommal Processing
l Return fo Search l l Motify I
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60. | If the Benefits Administration process has already run, the Schedule/Prepare Activity button
will be disabled, and the Pending Activities field will display a “0”. In this case, proceed to
Step 62.

If the Pending Activities field displays a “1”, click the Schedule/Prepare Activity button.

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

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

Process completed successiully. (3000,530)

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

DK

The On-Demand Event Process page redisplays.

Person ID Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 6 Event Date  04/21/2026 Status  Prepared Class BIR Event Status Update
Prepare Options Event Status

QOpen for Processing

Enroliment Statement l
l Run Date Frequency

® Deduction Frequency O Annual Frequency

l Election Eniry l Entered of 4 Show Plans

O Finalize/Apply Defaults

Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date
l Reprocess l Process Indicator

Mormal Processing

l Return to Search ” Motify l
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62. | Confirm that the Status field displays as “Prepared” and the Event Status field displays as
“Open for Processing”.

Note: If these statuses do not display as indicated, please submit a VCCC Ticket with “Cardinal
Benefits” in the Subject line.

Status Class BIR Event Status Update

Event Status

Open for Processing

63. | Click the Election Entry button.

W Elaction Entry I

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

BenAdmin Data Entry

Hell
Event/ Participant Selection Option Election Dependents / Beneficiaries
Sched ID EMOO Empl ID Ben Record o EventID 6
EventData  (04/21/2026 Birth or Adoption Excess Credit Rollover To  Forfeit Excess Credits
~ Available Plans and Options & @ I [10f1w

Plan Type 10 : Medical

Option Code

Health Provider ID ‘ [IPreviously Seen

0

COVA Care + Expanded Dental (ACC2) (Self + Spouse)

Special Requirements

DependentsiBeneficiaries

Enroll All

Dependents/Beneficiaries

- Relationship to o Previously Covered —
[2] Name Employee Health Provider ID een Person Type Age Limit Flag ‘
Q | | Jane Doe Spouse ‘ \:I ‘ [m] Spouse ‘ ‘ E

=]
F

Event/ Participant Selection | Option Election | Dependents / Beneficiaries
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64.

Select the applicable Medical Plan based on the employee’s Benefits Enroliment form. Click the
Option Code Look up icon (magnifying glass) within the Plan Type 10: Medical section and
select the applicable coverage code.

The Coverage Codes are as follows:

e 1-Single

o 2 — Employee + Spouse

o 3 — Employee + Child (except for Tricare)

e 4 — Employee + 2 or More Dependents (Family — except for Tricare)
e 8 — Employee + Child(ren) (Tricare only)

e 9 —Family (EE + SP + Child/ren for Tricare only)

Plan Type 10 : Medical

Option Code 36 Q

COVA Care + Expanded Dental (ACC2) (Family)

For this Benefit Event, select the applicable coverage code based on the newborn dependent
being added. If the coverage code does not need to be changed based on the addition of the
newborn dependent, proceed to the next step.

Note: This Birth Event only allows the employee to change the coverage code. The actual
Health Plan election cannot be changed (Option Code “36” has been selected for this scenario).

65.

Click the Dependents / Beneficiaries tab to add the newborn dependent.

Event / Participant Selecficn Option Election Dependents / Beneficiaries
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The Dependent / Beneficiaries page displays.

EventiD 6
Benefit Record 0

Dependent/Beneficiaries Currently on Record

Name Relationship to Employee

Jane Doe Spouse

Change/Add Dependent Data

Elections Requiring Supplemental Information

10 Medical

Event / Paricipant Selection | Opfion Election | Dependents / Beneficiaries

BenAdmin Data Entry x
Help
Event/ Pariicipant Selection Option Election Dependents [ Beneficiaries
Schedule ID  EMOO Employee ID

EventData  04/21/2026
Excess Credit Rollover To  Forfeit Excess Credits

Dependent Beneficiary Type

Approved Dependent

Birth or Adoption

Date of Birth

041151980

Enroll Dependents

Refresh

Click the Change/Add Dependent Data link.

I Change/Add Dependent Data I

66.

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

*Dependent/Beneficiary ID

Name History

*Effective Date |04/01/2026
*Format Type | English hd

Name Jane Doe

MName | Address | Personal Profile

Dependent/Beneficiary X
Help
Name Address Personal Profile
Person ID
Dependent/Beneficiaries @ | 1of1 v | View Al

[

Edit Name
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67.
Dependent/Beneficiary ID.

+

Click the Add a new row icon (+) within the Dependent/Beneficiaries section to add the new

The Dependent/Beneficiary Name page refreshes and the new row displays (Dependent/Beneficiary

ID “02” for this scenario).

Name Address Personal Profile

Dependent/Beneficiary X
Help

Dependent/Beneficiaries

*Dependent/Beneficiary 1D

Name History

*Effective Date | 04/21/2026

Person 1D

&)
@ | Tof1 v View All

[+]-]

*Format Type | English

v

Name

Name | Address | Personal Profile

Edit Name

For Life Events, the Effective Date field defaults to the date that the coverage will begin. For
this scenario, a newborn dependent is being added based on a Birth event. Therefore, the
Effective Date field defaults to the newborn’s date of birth (“4/21/2026” for this scenario). Do
not change this date as it must match the Event Date, or the system will not recognize this
dependent as eligible for coverage.

The Dependent/Beneficiary ID field will default to the next available Dependent/Beneficiary ID
number (“02” in this scenario) and increment by 1 for each additional dependent subsequently
added.

68.

Click the Edit Name button.

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

Name x
Help
English Name Format
Name Preix
*First Name | |
Middle Name | |
*Last Name | |
Name Sufx
Display Name
Formal Name
Name
l oK ] l Cancel ] l Refresh Name ]

69. | 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.

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

I'Fir'sn Harme I
Middle Name
I “Last Marme I

70. Click the OK button.

l OK I” Cancel “ Refresh Mame
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The Dependent/Beneficiary Name page redisplays.

Dependent/Beneficiary ]
Help

Name Address Personal Profile

Person ID

Dependent/Beneficiaries @ | | View Al
*Dependent/Beneficiary ID

Name History @ | 1of1 » View Al

*Effective Date | 04/21/2026 B
*Format Type | English hd

Name Jpnathan Doe

Mame | Address | Personal Profile

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

71. Click the Address tab.

Name Personal Profile
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The Address page displays.

Name Address

Personal Profile

Dependent’Beneficiary *

Help

Dependent/Beneficiaries

Dependent/Beneficiary ID 02 Name Jonathan Do

Address History

*Effective Date |04/21/2026 E

[0 Same Address as Employee Address Type
Address
Country United States

Address

Phone Information

[mllal

\EI | View All

Person ID

@ | Tof1 v View All

Edit Address

72.

Select the Same Address as Employee checkbox option if applicable.

For this scenario the checkbox is selected.

Same Address as Employee

The address information can be completed as applicable for the dependent by either selecting
the applicable Address Type using the dropdown button provided and then clicking the Edit
Address button (the Edit Address page will display in a pop-up window, and the applicable
address information can be entered).

Edit Address
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The Address page refreshes.

Dependent/Beneficiary *
Help

Name Address Personal Profile

Dependent/Beneficiaries @ | View All

Person ID
DependentiBeneficiary 1D 02 Name Jonathan Dos
Address History @ 10f1 I View Al
*Effective Date |04/21/2026 E
@ Same Address as Employee Address Type

Employee's Current Address

Country USA United States
Address

Dhong Infrrmatinn

o The address information auto-populates in the Employee’s Current Address section.

73. Click the Personal Profile tab.

Mame Address Personal Profile
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The Personal Profile page displays.

Dependent/Beneficiary %
Help
Name Address Personal Profile
Person ID
Personal Profile @ | View Al
Dependent/Beneficiary ID 02 Jonathan Doe
*Date of Birth Birth Location | |
Date of Death Riders/Orders exist
Medicare Entitled Date Riders/Crders
Personal History @ | 1of1 v View All
*Effective Date |04/21/2026 E
*Relationship to Employee | |
*Dependent Beneficiary Type | V|
*Gender | Unknown |
*Marital Status | Single | As
of
P h

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).

74. | Click the Date of Birth Calendar icon and select the dependent’s date of birth (“04/21/2026” for
this example).

“Diate of Birth I r"]I

75. | Click the Relationship to Employee dropdown button and select the dependent’s relationship
to the employee (“Child” for this example).

“Relationship to Employee I VI
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76. | Click the Dependent Beneficiary Type dropdown button and select “Approved Dependent”.

"Dependant Baneficiary Type | ‘-’I

“Approved Dependent” is selected once the applicable supporting documentation has been
0 provided by the employee. The coverage for the dependent is not reported to the Vendor until
the dependent is in this approved status.

77. | Click the Gender dropdown button and select the dependent’s gender (“Unknown”, “Male”, or
“Female”) (“Male” in this example).

Note: For benefits purposes, “Male” or “Female” must be selected. If unsure at the time of
entry, select “Unknown” and update once Gender is confirmed.

78. | The Marital Status field defaults to “Single”. Do not update for this newborn dependent.

"Marital Status I Single - I

79. | Click the vertical scrollbar to scroll down on the page to the National ID section and enter the
dependent’s Social Security Number (SSN) in the National ID field.

~ National ID
@ 1-10f 1 v | View Al

*Country *Mational ID Type Description National 1D Primary 1D

|USA Ql |PR Ql Social Security Number I I E
=

Mame | Address | Personal Profile

0 If the employee did not provide the dependent’s SSN, or in the case of a newborn, the SSN has

not been obtained yet, this field can be left blank for now. However, as soon as the SSN is
obtained, it should be entered as soon as possible by re-opening and reprocessing the Benefit
Event.

Dependent SSNs are necessary for accurate ACA reporting. Agency BAs can use the Base
Benefits Consistency Audit report to monitor dependents with a missing SSN.

80. Click the OK button.

Apply |
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The Dependents / Beneficiaries page redisplays.

BenAdmin Data Entry %
Help
Event/ Participant Selection Opfion Election Dependents [ Beneficiaries
Schedule ID EMOOD Employee ID
EventlD & Event Data  04/21/2026 Birth or Adoption
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits
Dependent/Beneficiaries Currently on Record
Name Relationship to Employee Dependent Beneficiary Type Date of Birth
Jane Doe Spouse Approved Dependent 04/15/1990
Jonathan Doe Child Approved Dependent 042172026
Change/Add Dependent Data
Elections Requiring Supplemental Information
10 Medical Enroll Dependents
Event/ Participant Selection | Option Election | Dependenis / Eeneficiaries

81. | Click the Option Election tab.

Event / Parficipant Selection I Option Election I Dependents [ Beneficiaries
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The Option Election page redisplays.

BenAdmin Data Entry x|
Helr)
Event/ Participant Selection Option Election Dependents f Beneficiaries
Sched ID EMOO Empl ID Ben Record 1] EventiID &
Event Data  04/21/2026 Birth or Adoption Excess Credit Rollover To  Forfeit Excess Credits
v Available Plans and Options (& @ I [1of1w

Plan Type 10 : Medical

Option Code

Health Provider ID ‘ [ Previously Seen

o

COVA Care + Expanded Dental (ACC2) (Family)

Special Requirements

Dependents/Beneficiaries
Enroll Al
Dependents/Beneficiaries

D Name Relationship to

o Health Provider ID Previously | Covered

Seen Person Type Age Limit Flag

01 Q | |Jane Doe Spouse I:I [m] Spouse E

Event/ Participant Selection | Option Election | Dependents / Beneficiaries

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

Eneell A

Users can also enroll the dependent(s) in the previously selected Medical Plan by adding the
o applicable dependents individually using the ID Look up icon within the
Dependents/Beneficiaries section.

Additional rows can be added in this section by clicking the Add Multiple Rows icon (+...).

A message displays in a pop-up window indicating that all dependents will be removed in order to re-
enroll the eligible dependents. This is an expected message and not an error.

All existing enrollments for this Plan will be deleted to make room for the new entries. (4000,60)

You have selected to mass enroll all eligible Dependents or Beneficiaries. To make room for these aufomatic enroliments, all existing individual enrollments will first be removed, along with any current election informaticn.
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83. | Click the OK button to close the message.

OK | Cancel |

The Option Election page redisplays.

BenAdmin Data Entry

Help

Event / Participant Selection Option Election Dependents / Beneficiaries

Sched ID EMOO Empl ID Ben Record 1] EventIiD &

EventData (4/21/2026 Birth or Adoption Excess Credit Rollover To  Forfeit Excess Credits

« Available Plans and Options @ \El 1[0t v

Plan Type 10 : Medical

Option Code
COVA Care + Expanded Dental (ACC2) (Family)

O Previously Seen

o

Health Provider ID |

Special Reguirements

Dependents/Beneficiaries

Enroll All

Dependents/Beneficiaries

“Ip Name Beralionsiib 0| Heaith Provider ID Ll o Age Limit Flag

01 Q | | Jane Doe Spouse \:I ‘ ] Spouse E
02 Q| | Jonathan Doe Child \:I ‘ ] Child E

|

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

84. Click the OK button.

OK [ Cancel ” Apply I
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The On-Demand Event Process page redisplays.

Person 1D Ben Record 0
Acftivity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 6 Event Date  04/21/2026 Status  Enterad Class BIR Event Status Update
Prepare Options Event Status

Open for Processing

Enrollment Statement ]
l Run Date Frequency

® Deduction Freguency © Annual Frequency

l Election Entry ] Entered  qof Show Plans

; _— . [ Finalize/Apply Defaults
l Validate/Finalize l Errors 0 Show Errors
Confirmation Statement Run Date

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

Mormal Processing

@

The Status field will now display as “Entered”. The Event Status field will still display as “Open
for Processing”.

85.

Click the Validate/Finalize button. This process will validate that all of the elections are valid,
close the Benefit Event, and update the Base Benefits Tables.

Validate/Finalize |

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

Process completed successfully. (3000,530)

86.

Click the OK button to close the message.

Ok
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The On-Demand Event Process page redisplays.

Person ID Ben Record 0
Acftivity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 6  EventDate 04/21/2026 Status Finalized - Enrolled  Class  BIR Event Stalus Update
Prepare Options
5 - Event Status Closed to Processing
Enrollment Stat t
nrollment Statemen Run Date Frequency
Deduction Frequency ' Annual Frequency
Election Eniry Entered gof g Show Plans
A, L = Finalize/Apply Defaults
Validate/Finalize Emors o Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator | M
Normal Processing
l Return to Search l [ Notify l

The Status field will now display as “Finalized-Enrolled”. The Event Status field will still display
as “Closed to Processing”.

87.

Click the Save button.

ﬂ[ Return to Search ” Motify l

This Benefit Event to add the newborn dependent is now complete. Refer to the BN361
Reviewing Employee Benefits Information Job Aid (specifically, the Reviewing the Benefits
Summary Page section), located on the Cardinal website in Job Aids under Learning for
instructions on how to validate accuracy.

For more information pertaining to viewing and printing a Confirmation Statement, refer to the
Job Aid titled BN361 How to Review Benefits Statements, located on the Cardinal website in
Job Aids under Learning. This information will be transmitted to the Health Vendor in the
evening interface file.

If no other elections are being made by the employee, this process is complete. However, if any
Flex Spending elections are being made (as in this scenario), continue with the next step.

Next, the Benefit Event must be created in order to enroll the employee in the Flex Spending
Dependent Care plan.
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88.

Navigate to the Benefit Event page using the following path in the Benefits WorkCenter: Links

> Enrollment Administration > Benefit Event

The Benefit Event Entry Find an Existing Value Search page displays.

Benefit Event Entry
Find an Existing Value

~ Search Criteria

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

'T) Recent Searches | Choose from recent searches

EmplID | begins with v

Empl Record | = w

Last Name | begins with +

Department | begins with

# Show fewer options

[ Case Sensitive [ Include History

m Clear

v| / [-] Saved Searches | Choose from saved searches V| /

Benefit Record Mumber | = L4

First Name | begins with
Business Unit | begins with w

89.

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

Note: Users can also search for the applicable employee using the various available fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every

employee will have a unique Employee ID.

Empl ID | begins with ~

90.

Click the Search button.

=

Clear
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The Benefit Event Detail page displays.

Benefit Event Detail
Employee D Benefit Record Number 0
Life Event [a] I viewAl
Life Event Birth/Adoption

Life Event Date |04/21/2026

Paperwork Receipt Date |04/24/2026
Health Change

FSA Change
Health Change Needed: | V&5 v FSA Change Needed: Ne v
Current Cov. Level: Self + Spouse Future Cov. Level: | Family b
Change: Add newbomn ~ Change:

Special Processing Message (Health)

ABIR event has been created on the On Demand Event Maintenance Page to enroll the new child to coverage. Mote: If you are
adding tag along dependents or changing plans, you must process the FSC event first before entering the BIR event. These
transactions should be processed one day apart so the vendor is nofified. Required Documentation: Birth Ceriificate

4
Special Processing Message (FSA) ‘

m Retumn to Search

The Benefit Event Entry page displays with the information from any previously created
o Benefit Events for the employee.

91. | Click the Add a new row icon (+).

+
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The page refreshes and the new row displays.

Benefit Event Detail
Employee D Benefit Record Number 0
Life Event @ I I View Al
Life Event | v
Lite Event Date Paperwork Recelpt Date
Health Change FSA Change
Healtn Change Necded: Fsa Change Neeced:
Current Cov. Level: Future Cov. Level: ~
Change: v Change: v

Special Processing Message (Health)

Special Processing Message (FSA) ‘

m Return to Search

92.

Click the Life Event dropdown button and select the applicable type of Life Event (Dependent
Care Cost/Coverage Change for this scenario).

Life Event I hd I

93.

Click the Life Event Date Calendar icon and select the applicable date (“4/21/2026” in this
scenario).

Life Event Date

94.

Click the Paperwork Receipt Date Calendar icon and select the applicable date (“4/24/2026”
in this scenario).

Papoerwork Receipt Date EI

@

This is the date that the Benefits Enrollment form was received from the employee.
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95. | Click the FSA Change Needed dropdown button and select “Yes”.

F3A Changs

F5A Chamge Mecded:

96. | Click the Change dropdown button and select “Update dependent care enroliment”.

Chanege: I "'I

97. Click the Save button.

E | Return to Search |

The Benefit Event Detail page refreshes.

Benefit Event Detail

Employee D Benefit Record Number 0

Life Event @ l I View Al |
Life Event | Dependent Care Cost/Coverage Change v

Life Event Date | 04/21/2028 Paperwork Receipt Date |04/24/2026
Health Change FSA Change
Health Change Needed: b FSA Change Needed: Yes hd
Current Cov. Level: Future Cov. Level: o
Change: u Change: | Updat nroliment ~

Special Processing Message (Health) ‘

Special Processing Message [FSA) An FSD event has been created for you to update the Dependent Care enrcliment. Reminder. You are not allowed to make

changes to Medical FSA for this life event.

Return to Search
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After saving, review the messages in the Special Processing Message (Health) and Special
0 Process Message (FSA) field. These messages will provide next step instructions. If an
additional Office of Health Benefits (OHB) approval will be required based on the dates entered
or if any other processing guidance is applicable, a comment will display in the Special
Processing Message (Health) field and/or the Special Processing Message (FSA) field.

In this scenario, an FSC Benefit Event has been created for the purpose of enrolling the
employee in the Flex Spending Dependent Care plan. This Benefit Event has a coverage begin
date of the first day of the following month (“5/1/2026” for this scenario).

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

98. | Navigate to the On-Demand Event Process page using the following path in the Benefits
WorkCenter: Links > Enrollment Administration > On-Demand Event Process

The On-Demand Event Maintenance Find an Existing Value Search page displays.

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.

ED Recent Searches | Choose from recent searches, V| f [1 saved Searches | Choose from saved searches vl f
EmplID | begins with Empl Record | = L4
Name | begins with LastName | bagins with
Second Last Name | begins with % Altermate Character Name | begins with %

-+~ Show fewer options

[ Case Sensitive

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

Note: Users can also search for the applicable employee using the various available fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with ~

100. | Click the Search button.

.
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The On-Demand Event Process page displays.

Person ID Ben Record 0
Activity Date  05/01/2026 Source  Manual Event
Schedule/Prepare Activity Pending Activities 1 Show Activities I Action FSD
Event ID 0  EventDate Status Class l Event Stafus Updale
Prepare Options Event Status
Enrollment Statement
Run Date Frequency
Deduction Frequency ' Annual Frequency
Election Entry Entered o of 0 Show Plans
idatafFinaliz o Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Emors
Confirmation Statement Run Date
Reprocess Process Indicator |N
Normal Processing
[ Return to Search I l Notify ]

Review the Activity Date field. For Life Events, this date will populate based on the coverage
begin date for the applicable type of Life Event (in this scenario, the Benefit Event is being
processed to enroll the employee in the Flex Spending Dependent Care plan based on a Birth
Life Event. Therefore, the Activity Date field defaults to the first day of the following month
(“5/1/2026” in this scenario). Ensure that this date is accurate.

The Source field will be “Manual Event”. The Action field will default based on the type of Life
Event (“FSD” in this scenario).

101. | Click the Show Activities button.

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

Person 1D Ben g
Record
BAS Activity
=[]
Action BAS :
Select Empl Record Source Event Date | Event Effseq Action COBRA Action
g | Manual 05/01/2026 o|Fsp +
Event
[ o
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102. | Ensure that the Select checkbox option for the Benefit Event is selected and then click the OK
button.

Select Empl Record

0
o

The On-Demand Event Process page redisplays.

Person ID Ben Record 0
Activity Date  05/01/2026 Source  Manual Event
Schedule/Prepare Activity Pending Activities 1 Show Activities ] Action FSD
Event ID 0  EventDate Status Class l Event Status Update
Prepare Options Event Status
Enrollment Stat t
nrollment Statemen Run Date Frequency
Deduction Frequency  Annual Frequency
Election Enfry Entered 0 of 0 Show Flans
Validate/Finalize Emors o Show Errors Finalize/Apply Defaults
Confirmation Statement Run Date
Reprocess Process Indicator |N
Normal Processing
l Retum to Search ] [ Notify I

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

will be disabled, and the Pending Activities field will display a “0”. In this case, proceed to
Step 105.

If the Pending Activities field displays a “1”, click the Schedule/Prepare Activity button.

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

Schadule'Prepans .-".-',:Ii'.'il':;
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A Confirmation message displays in a pop-up window once the manual Benefits Administration
process completes.

Frocess completed successiully. (3000,530)

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

DK

The On-Demand Event Process page redisplays.

Person 1D Ben Record 1]
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 7 Event Date  05/01/2026 Status Prepared Class FSD Event Status Update
Prepare Options Event Status .
Open for Processing
Enroliment Statement ]
l Run Date Frequency
® Deduction Frequency O Annual Frequency
| Election Entry |enered  gof Show Plans
R . o O Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date
l Reprocess l Process Indicator
Mormal Processing
l Return to Search l [ Motify ]
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105. | Confirm that the Status field displays as “Prepared” and the Event Status field displays as
“Open for Processing”.

Note: If these statuses do not display as indicated, please submit a VCCC Ticket with “Cardinal
Benefits” in the Subject line.

Stall.ts Class FSD [ Event Status Update
Event Statusl Open for Processing I

106. | Click the Election Entry button.
‘l Elaction Entry I‘

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

BenAdmin Data Entry X
Help
Event f Participant Selection Option Election Dependents / Beneficiaries
Sched ID EMOO Empl ID Ben Record 0 EventlD 7
Event Data  (5/01/2026 Dependent Care Cost/Covrg Chg Excess Credit Rollover To  Forfeit Excess Credits
v Available Plans and Options @ \E\ I | 10f2 v ‘

Plan Type 61 : Flex Spending Dependent Care

Option Code
‘Waive Coverage

Annual Pledge 50.00
Employee Contribution Override I:I

> Contribution Worksheet @

o

Special Requirements

Plan Type AZ : Flex Spending Admin Fee

Option Code

o

Waive Coverage

Special Requirements

Event/ Participant Selection | Option Election | Dependents / Beneficiaries

Based on the manual event created, only the Plan Type 61: Flex Spending Dependent Care
0 and Plan Type AZ: Flex Spending Admin Fee sections display.
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107. | Click the Option Code Look up icon (magnifying glass) within the Plan Type 61: Flex

Spending Dependent Care section and select the applicable coverage code (Option Code

“17).

Plan Type 61 : Flex Spending Dependent Care
Option Code
Dependent Care FSA (FLXDCR)

108. | Enter the applicable amount in the Annual Pledge field based on the employee’s Benefit

Enrollment form (“1,000.00” for this scenario).

Plan Type 61 : Flex Spending Dependent Care

Option Code

Annual Pledge

Dependent Care FSA (FLXDCR)

£1000.00

The fields within the Contribution Worksheet section can also be used to calculate the Annual
Pledge amount if the employee provided a per Pay Period.

v Contribution Worksheet (3

Use this worksheet to calculate the employee’s desired Annual Pledge and Contribution Amount.

Annual Pledge Contributions YTD ~ Pay Periods ~ Pay Period Employee Contribution
| s1000.09 - | 50 00| VoY s250.00] = 5250.00 I Calculate I
BELLVE - - A Monthly

Open Protected Fields Open protected fislds for change. (These fields are nommally determined by the system).

109.

Complete the Plan Type AZ: Flex Spending Admin Fee section as needed.

Plan Type AZ : Flex Spending Admin Fee

Q
Flax Spanding Admin Foe (FLXFEE)

Option Code

If the employee is enrolled in one or more Flex Spending Accounts (Flex Spending Medical or
Flex Spending Dependent Care plan), the employee must be enrolled in the Flex Spending
Admin Fee (Option Code “17).

110.

Click the OK button once complete.

Bl
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The On-Demand Event Process page redisplays.

Person 1D Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 7 Event Date  05/01/2026 Status  Entered Class FSD Event Status Update
Prepare Options Event Status -
Open for Processing
Enraliment Statement ]
[ Run Date Frequency

® Deduction Frequency O Annual Frequency

[ Election Entry ] Entered  pof Show Plans
" — . [ FinalizeiApply Defaults
[ Validate/Finalize l Emors 0 Show Errors
Confirmation Statement Run Date

[ Reprocess

l Process Indicator

Mormal Processing

l Return to Search H Notify l

for Processing”.

The Status field will now display as “Entered”. The Event Status field will still display as “Open

111.

Click the Validate/Finalize button.

Note: This process will validate that all of the elections are valid, close the Benefit Event, and
update the Base Benefits Tables.

process completes.

A Confirmation message displays in a pop-up window once the manual Benefits Administration

Frocess completed successfully. (3000,530)
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112. | Click the OK button to close the message.

DK

The On-Demand Event Process page redisplays.

Person ID Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 7  EventDate (05/01/2026 Status Finalized - Enrolied  Class  FSD Event Status Update
Prepare Options Event Status

Closed to Processing

Enrollment Statement
Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Eniry Entered gof Show Plans
T, o o Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator |M

Mormal Processing

l Return to Search ] [ M otify I

The Status field will now display as “Finalized-Enrolled”. The Event Status field will still display
0 as “Closed to Processing”.

113. | Click the Save button.

m[ Return to Search H Maotify l

This Benefit Event to add the Flex Spending Dependent Care plan is now complete. Refer to
0 the BN361 Reviewing Employee Benefits Information Job Aid (specifically, the Reviewing
the Benefits Summary Page section), located on the Cardinal website in Job Aids under
Learning for instructions on how to validate accuracy.

For more information pertaining to viewing and printing a Confirmation Statement, refer to the
Job Aid titled BN361 How to Review Benefits Statements, located on the Cardinal website in
Job Aids under Learning.
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