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Employee Set Up for Medicare Overview

This Job Aid provides guidance on the actions a Benefits Administrator (BA) must take on the Benefits
Personal Data page before enrolling an employee in Medicare benefits.

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.

2/25/2026 Baseline.
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Scenario 1: Employee Turns 65 (with single coverage)

In this scenario the employee has single coverage, turns 65, and is eligible for Medicare. The following
actions taken by the BA are completed after the employee has been moved to a job that reflects the
“Retiree” status and has a Benefit Program of “RET” or a TLC program.

The Benefits Personal Data Page
Before enrolling a retired employee in Medicare Benefits, the Agency BA must complete the
information shown on the Benefits Personal Data page.

Note: Not all pages in this process are available from the Benefits WorkCenter. Therefore, this Job
Aid may use both the WorkCenter and the NavBar to navigate to the applicable pages.

Step | Action

1. Navigate to the Benefits Personal Data page using the following path:

NavBar > Menu > Benefits > Employee/Dependent Information > Benefits Personal Data

The Benefits Personal Data Find an Existing Value Search page displays.

Benefits Personal Data

Find an Existing Value

Mew Window | Help

" 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| f [] Saved Searches | Choose from saved searches V| f

Search by: | Empl 1D ~ | begins with E
~ Show more options
[ Include History
==

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

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

Note: Users can also search for the applicable employee using the various Name 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 |

3. Click the Search button.

[ =
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Step | Action

The Search Results display.

~ Search Results
2results - EmplID"
1-20f2 v | View Al ‘
: Benefit < .
Last Middle Business Organizational
Empl ID Name Name Name :ecord Unit Department Relationship
umber
JANE
DOE ‘ DOE ‘{b[ank} ‘ 1] ‘ 18100 | 18100 Emp ‘ >
‘E’BNEE ‘DOE ‘(b[ank} ‘ 1 ‘18100 |99999 Emp ‘ >
4. Click the Drill In (>) icon on any row in the Search Results.
: Benefit - o,
Last Middle Business Organizational
Empl ID Name Name Name Record Unit Department Relationship
Number
JANE
DOE DOE {blank} 018100 18100 Emp ¥
JANE
DOE DOE {blank} 1|18100 099099 Emp >

The Benefits Personal Data page displays.

Benefits Personal Data

Mew Window | Help | Personalize Page

____________ Person ID
Benefits Personal Data
Highly Compensated Employee
*Highly Compensated Last Year | Mot Eligible for the Plan A4
Benefits Personal Data - Date Sensitive @ | 1of1 v | Wiew All

(+][=]
*Effective Date | 08/06/2026

Medicare Number | | Alternate Medicare Number \:I
[ Medicare A Indicator Medicare Reason A :
[ Medicare B Indicator Medicare Reason B :
I Medicare D Indicator Medicare Reason D :

HIPAA Medicare Elig Reason | vl

[ Return to Search l l Previous in List Mext in List Motify Update/Display Include History
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Step | Action
5. Click the Effective Date Calendar icon in the Benefits Personal Data — Date Sensitive

section and select the first day of the month in which the retiring employee turns 65.

Note: If the employee is 65 or older at the time of retirement, use the first of the month of the
retirement.

*Effective Date

Medicare Number ‘

The Medicare Number field will be entered by the Agency BA upon receipt. Dashes are not
0 accepted in the field.

Note: Prescription coverage may be delayed until the Medicare Number is provided.

*Effective Date |

Medicare Number

6. Select both the Medicare A Indicator and the Medicare B Indicator checkbox options.
Note: The Medicare D Indicator is not used in Cardinal and should not be selected.

3 Medicare A Indicator

& Medicare B Indicator

[0 Medicare D Indicator

For End Stage Renal Disease, the Medicare A, B, and/or D Indicator checkbox options will not
0 be checked. OHB is establishing the record for End Stage Renal Disease (ESRD).

7. Click the HIPAA Medicare Elig Reason dropdown button and select either “Age” or “Disability”
as the applicable HIPPA Medicare eligibility reason.

Note: The HIPAA Medicare eligibility reason of “End Stage Renal Disease” is only to be used
by OHB when the employee is in a Non-Medicare Plan and Medicare is Primary.

HIPAA Medicare Elig Reason

Age

Digability

I
End Stage Renal Disease I

8. Click the Save button.

l Return to Search H Maotify l
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Process the Medicare Manual Event

To enroll the retiring employee in Medicare, the Benefits Administrator (BA) must create a Benefit
Event.

Step | Action

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

BN WorkCenter

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

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

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

Benefits WorkCenter

o &

~ My Work
Audit Exceptions
« My Approvals
Benefits Approval
 Links

Employee/Dependent Information -
Enrcll in Benefits
Enrollment Administration

On-Demand Event Process

Eenefit Event

Employes Event Details
Review Employee Statements

Other Links

> Queries

> Reports/Processes

0 Users can also access the Benefit Event Detail page using the following path:
NavBar > Menu > Benefits > Manage Automated Enroliment > Events > Benefit Event
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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.

t7) Recent Searches | Choose from recent searches V| / [ saved Searches | Choose from saved searches V| /
EmplID | begins with + Benefit Record Number | = s
Empl Record | = v| | | First Name | begins with v| | |
Last Name | begins with + Business Unit | begins with v
Department | begins with v

~ Show fewer options

[0 Case Sensitive O Include History

ml Clear ” [-] Save Search l

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

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

Note: Users can also search for the applicable employee using the various Name 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 |

4. Click the Search button.
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Step | Action

The Benefit Event Detail page displays.

Benefit Event Detail
JANE DOE Employee D Benefit Record Number 1
Life Event @ | 1of1 » I View Al
Life Event | i
Life Event Date Paperwork Receipt Date
Health Change FSA Change

Current Cov. Level:

Future Cov. Level:
Change:

v Change:

Special Processing Message (Health)

Special Processing Message (FSA)

i
m Retumn to Search

Click the Life Event dropdown button and select “EE/Dep. Gained Eligibility —
Medicare/Medicaid” list item.

Life Event

Life Event

Enter the Effective Date in the Life Event Date field.

Note: The Life Event Date is the first of the month in which the retiring employee is eligible for
Medicare.

Life Event | EE/Dep. Gained Eligibility - Medicare/Medicaid

Life Event Date I

d

Enter the Paperwork Receipt Date.

Paperwork Receipt Date

Rev 9/1/2026
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Step | Action

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

Health Change

Health Change Needed: Yes v
9. Click the Future Cov. Level dropdown button and select “Single, Employee”.
Future Cov. Level: I Single, Employee VI

10. | Click the Change dropdown button and select “Retiree or Retiree Dependent gained Medicare
Eligibility”.

Change: I Retiree or Retiree Dependent gained Medicare Eligibility VI

11. Click the Save button.

Save Retumn to Search

A Special Processing Message (Health) displays with the notification that a GEM (Gain Eligibility
Medicare/caid) Event has been created.

A GEM event will be created for you to:

Enroll the retiree in Medicare or

Remove the Medicare eligible dependent from existing plan or
Remaove the Medicare eligible dependent and change plans

Special Processing Message (Health)

0 Now that the GEM Event has been created, the Benefit Event must be processed.

12. | Navigate to the On-Demand Event Process page by clicking the BN WorkCenter tile.

BN WorkCenter

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

Action

13.

Use the following navigation path in the WorkCenter: Links > Enrollment Administration >
On-Demand Event Process

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

Benefits WorkCenter

+ My Work

Audit Exceptions

~ My Approvals

Benefits Approval

w Links

Employee/Dependent Information
Enroll in Benefits

Enrollment Administration

o

On-Demand Event Process

Benefit Event
Employee Event Details
Review Employee Statements

Other Links

> Queries

> Reports/Processes

@

Users can also access the On-Demand Event Process page using the following path:

NavBar > Menu > Benefits > Manage Automated Enroliment > Events > 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.

iT) Recent Searches | Choose from recent searches

v| f [1 Saved Searches ‘ Choose from saved searches v| /

Empl 1D | pegins with Empl Record | = w
Name | begins wilh w Last Hame | begins wilh v
Second Last Name | begins with Alternate Character Name | begins with

# Show fewer options

[ Case Sensitive

m Clear

Rev 9/1/2026

Page 11 of 141



4/ Cardinal Benefits Job Aid
V4 BN361 Employee Set Up for Medicare

Step | Action

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

Note: Users can also search for the applicable employee using the various Name 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.

Search Clear

If the On-Demand Event Process page does not display, select Empl Record “1” (or highest
0 Empl Record number) on the On-Demand Event Maintenance Search page.

~ Search Results
2results - EmplID™ "

2042 | Wi A

Alternate

Empl First Last Secand Middle
Empl 1D Recard KEma Nama Name Last Name g;?nr:m“ Namea
] ‘é’g‘EE JANE DOE [blank) (blank) {blank) H
N
1 #&}EE JANE DOE (blank) (klank) {lani) 3
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Step | Action

The On-Demand Event Process page displays.

JANE DOE Person 1D Ben Record 1
Activity Date  09/01/2026 Source  Manual Event
Schedule/Prepare Activity Pending Activities 1 i Show Activities ] Action GEM
Event ID 0  EventDate Status Class I Event Status Update
Prepare Options Event Status

Enrollmant Statement Run Date

Frequency
Deduction Frequency  Annual Frequency
Election Entry Entered  pof Show Plans
Validate/Finalize Errors 0 Shaow Errars Finalize/Apply Defaults
Confirmation Statement Run Date
Reprocess Process Indicator |N

Mormal Processing

m | Return to Search ] l Previous in List } Mext in List

16. Click the Show Activities button.

|| Show Activities

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

Help
JANE DOE Person 1D Ben 1
Record
BAS Activity
@ 1-10f1 »
Select Empl Record ‘;‘gﬂ‘r’é’e EventDate  Event Effseq E‘(‘:‘tfon COBRA Action

Manual
4] 1 Event 09/01/2026 0| GEM E
o e
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Step | Action
0 If an “MSC” BAS Action is listed, select the “GEM” BAS Action.
The “MSC” BAS Action will process automatically when the Ben Admin process runs.
Help
JOHN DOE Person ID Ben o
Record
BAS Activity
[®][a] 20z v |
Select Empl Record | Action Source |EventDate | EventEffseq gst?on COBRA Action
o 0| Benefts 021012026 0| msc E
o 0| Manual 0210112026 0| cEM E
17. | Click the OK button.
[
The On-Demand Event Process page redisplays.
JANE DOE Person ID Ben Record 1
Activity Date  0/01/2026 Source  Manual Event
Schedule/Prapare Activity Pending Activities 1 i Show Activities ] Action GEM
Event 1D 0 Event Date Status Class I Event Slalus Update
Prepare Options Event Status
Enrollmeant Statament Run Data _Frequency .
Deduction Frequency ' Annual Frequency
Election Entry Entered pof Show Plans
Validate/Finalize Errors 0 Show Errors FinalizelApply Defaults
Confirmation Statement Run Date
Reprocess Process Indicator [N
Normal Processing
‘ Return to Search ” Previous in List Mext in List

Rev 9/1/2026
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Step | Action

18.
process for this Benefit Event.

Schedule/Prepare Activity

Click the Schedule/Prepare Activity button to manually run the Benefits Administration

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530) |

|

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

OK

The On-Demand Event Process page redisplays.

JANE DOE

Activity Date Source

Schedule/Prepare Activity Pending Activities 0

Event ID 3 Event Date  09/01/2026
Prepare Options
l Enroliment Statement l Run Date
l Election Eniry l Entered gof 4
Validate/Finalize Ermors 0
Confirmation Statement Run Date

l Reprocess

l Process Indicator

Status  Prepared

l Return to Search ” Previous in List l Mextin List Mofify

Person D 00333360000 Ben Record 1

Show Aclivities Action

Class GEM Event Status Update

Event Stat
vent Status Open for Processing

Frequency

® Deduction Frequency C Annual Frequency

Show Plans

Show Errors O Finalize/Apply Defaults

Mormal Processing

20. | Click the Election Entry button.

Election Entry

Rev 9/1/2026
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Step | Action

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

BenAdmin Data Entry X

Event/ Participant Selection Option Election

Dependents / Beneficiaries

Help

Sched ID  EM0O Empl ID

EventData  09/01/2026 Gain Eligibility Medicare/caid

JANE DOE

Ben Record 1 EventiD 3

Excess Credit Rollover To  Forieit Excess Credits

~  Available Plans and Options @

[@] [

Plan Type 10 : Medical

Option Code E

o

Health Provider ID |

[ Previously Seen

Dependents/Beneficiaries

Special Requirements

Enroll All

Dependents/Beneficiaries

Name

Relationship to

Health Provider ID

Covered

Employee

Previously
een

Person Type

Age Limit Flag

] o |

Y

21. | Click the Option Code Look up icon in the Plan Type 10: Medical section.

Plan Type 10 : Medical

Option Code I| Q

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

Look Up Option Code x

I Help

Search Results

View 100 Sofh v

Option | Option Benefit Coverage
[l Code Type Plan Code

104 Option MODV |1

57 Option 65DV 1
i 96 Option 65MCO |1

97 Option ABS 1

W Waive Optn | (blank) |(blank)

Rev 9/1/2026
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Step | Action

0 If the Over 65 Benefit Plans do not populate, ensure the Medicare information was accurately
entered.

If the information is incorrect, update as needed and then complete an “Open” / “Assign Benefit
Program” to the GEM Event to pick up the change.

For additional information on re-opening and reprocessing Benefit Events, see the Job Aid
titted BN361 Re-opening and Reprocessing a Benefit Event located on the Cardinal website
in Job Aids under Learning.

22. | Select the applicable Option Code. In this example, Option Code “57” is selected.

Option | Option Benefit Coverage
Code Type Plan Code

104 Option MODV |1

57 Option 65DV 1

96 Option 65MC |1

97 Option ABS 1

W Waive Optn | (blank) | {blank)

The Plan Type 10: Medical section redisplays with the selected Option Code displayed.

Plan Type 10 : Medical

Option Code

Health Provider ID ‘ T Previously Seen

Advangh + RX + Den&Vision (85DV) (Single)

23. Click the OK button.

[ &=

[ Apply ]
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Step | Action

The On-Demand Event Process page redisplays.

JANE DOE Person 1D Ben Record 1
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 3 Event Date  09/01/2026 Status  Entered Class GEM Event Status Update
Prepare Options Event Status .
Open for Processing
Enroliment Statement l
l Run Date Frequency
® Deduction Frequency O Annual Frequency
[ Election Entry | Entorea Jof Show Plans
" S [J Finalize/Apply Defaults

l Validate/Finalize l Errors 0 Show Ermors

Confirmation Statement Run Date

l Reprocess l Process Indicator

Mormal Processing

l Return to Search H Previous in List ] MNext in List

24. Click the Validate/Finalize button.

Validate/Finalize

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530)

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

OK
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Scenario 2: Employee Turns 65 (with dependents covered)

In this scenario, the employee has “Employee + Spouse” coverage, the employee turns 65 and is
eligible for Medicare, however the spouse is not eligible for Medicare. The following actions taken by
the BA are completed after the employee has been moved to a job that reflects the “Retiree” status and
has a Benefit Program of “RET” or a TLC program.

Note: If the employee turns 65 with family coverage, hire the youngest dependent as an employee.

The Benefits Personal Data Page
Before enrolling a retiring employee in Medicare Benefits, the Agency BA must complete the
information shown on the Benefits Personal Data page.

Step | Action

1. Navigate to the Benefits Personal Data page using the following path:

NavBar > Menu > Benefits > Employee/Dependent Information > Benefits Personal Data

The Benefits Personal Data Find an Existing Value Search page displays.

< Cardinal HCM Benefits Personal Data

Find an Existing Value

Mew Window | Help

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

@ Recent Searches | Choose from recent searches V| / [ saved Searches | Choose from saved searches V| /

Search by: | Empl 1D ~|  begins with :

~ Show more options

[ Include History [0 Correct History

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

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

Note: Users can also search for the applicable retiree using the various Name 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 |

Rev 9/1/2026 Page 19 of 141



ICardinal Benefits Job Aid
BN361 Employee Set Up for Medicare

Step | Action

3. Click the Search button.

Search Clear

The Benefits Personal Data page displays for the selected retiree.

JOHN DOE Person ID
Benefits Personal Data
Highly Compensated Employee
“Highly Compensated Last Year | Mot Eligible for the Plan hd
Benefits Personal Data - Date Sensitive @ I f1w | ViewAll
-]
“Effective Date | 3/15/2026
Medicare Number | ‘ Alternate Medicare Number :
[ Medicare A Indicator Medicare Reason A \:
[ Medicare B Indicator Medicare Reascn B \:
[ Medicare D Indicator Medicare Reason D \:
HIPAA Medicare Elig Reason | V|
I Return to Search ] I Previous in List ] Mext in List Update/Display Include History

Click the Effective Date Calendar icon in the Benefits Personal Data — Date Sensitive
section and select the first day of the month in which the employee is retiring.

*Effective Date

Medicare Number |

The Medicare Number field will be entered by the Agency BA when received, and dashes are
0 not accepted in the field.

Note: Prescription coverage may be delayed until the Medicare Number is provided.

*Effective Date ‘

Medicare Number
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Step | Action

5. Select both the Medicare A Indicator and the Medicare B Indicator checkbox options.

Note: The Medicare D Indicator is not used in Cardinal and should not be selected.

B Medicare A Indicator

B Medicare B Indicator

O Medicare D Indicator

For End Stage Renal Disease, the Medicare A, B, and/or D Indicator checkbox options will
0 not be checked. OHB is establishing the record for End Stage Renal Disease (ESRD).

6. Click the HIPAA Medicare Elig Reason dropdown button and select either “Age” or
“Disability” as the applicable HIPPA Medicare eligibility reason.

Note: The HIPAA Medicare eligibility reason of “End Stage Renal Disease” is only to be used
by OHB when the employee is in a Non-Medicare Plan and Medicare is Primary.

HIPAA Medicare Elig Reason

Upd Age

Disability

End Stage Renal Disease

7. Click the Save button.

[ Return to Search H Motify ]
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Process the Medicare Manual Event
To enroll the retiree in Medicare, the Benefits Administrator (BA) must create a Benefit Event.

Before adding the manual event for the retiree, the Agency BA must confirm that the retiree has a
dependent listed on their current benefit enroliment on the Health Plan Enroliment page.

Step | Action

1. Navigate to the Health Plan Enrollment page by clicking the BN WorkCenter tile.

BN WorkCenter

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

2. Use the following navigation path in the WorkCenter: Links > Enroll in Benefits > Health
Plan Enrollment

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

Benefits WorkCenter
Q&

~ My Work
Audit Exceptions
[ My Approvals
Benefits Approval
v Links

Employee/Dependent Information
Enroll in Benefits
Assign to Benefit Program

Simple Benefils

Health Plan Enroliment

Life and AD/D Flan Enroliment
Savings Plan
Spending Accounis
Retirement Plans

Enroliment Administration

Other Links

> Queries

> Reports/Processes
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Action

Users can also access the Health Plan Enroliment page using the following path:
NavBar > Menu > Benefits > Enroll in Benefits > Health Plan Enroliment

The Health Benefits Find an Existing Value Search page displays.

Health Benefits

Find an Existing Value

~ Search Criteria

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

7) Recent Searches | Choose from recent searches. V| / [ saved Searches | Choose from saved searches V|
EmplID | begins with Benefit Record Number | = w
MName | begins with Last Mame | begins with
Business Unit | begins with + Department Set 1D | begins with W =1
Department | begins with v| | o, | Organizational Relationship | = vl | vl

Alternate Character Mame | begins with V| | |

»~ Show fewer options

[[J Case Sensitive

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

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

Note: Users can also search for the applicable retiree using the various Name 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.

EmplID | begins with + Q

Click the Search button.

Rev 9/1/2026
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Step | Action

The Health Plan Enrollment page displays.

JOHN DOE Employee D Benefit Record Number 1
Plan Type \EI | 1of1 v | View Al
Plan Type 10 Medical
Coverage IE | 1ofl v View All

Coverage Begin Date  11/01/2025 ke

Coverage Election

Deduction Begin Date  11/01/2025 ke

Elect Waive Terminate

o

Election Date  10/16/2025 ‘

Benefit Program  RET
Benefit Plan  ACCO
Coverage Code 2

Retiree
COVA Care + Prev Dental
Self + Spouse
Health Provider ID

Employee Status  Active

Enroll All Dependents

Dependent/Beneficiaries

Previously Seen

Option Code 26

11of1 v

D Name Relationship to Employee

Heaith Provider
D

Covered Person Type

Prev
en

‘ Age Limit Fig

01 JO DOE

Spouse ‘

Spouse N

Save l Return to Search ” Frevious in List ] Nextin List

In this example, the Agency BA can see that the retiree currently has a “Self + Spouse”
medical coverage with their spouse covered under the current medical plan.

Benefit Event

Benefits WorkCenter
O &

> My Work

> My Approvals

I Links

Employee/Dependent Information
Enrell in Benefits

Enroliment Administration

(On-Demand Event Process

Eenefit Event

Employee Event Details
Review Employee Statements

Other Links

> Queries

> Reports/Processes

5. Use the following navigation path in the WorkCenter: Links > Enroliment Administration >
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Action

Users can also access the Benefit Event page using the following path:
NavBar > Menu > Benefits > Manage Automated Enroliment > Events > 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 hawe and dick Search. Leave fields blank for a list of all values.

v|/

") Recent Searches | Choose from recent searches

EmplID | begins with W
Empl Record | = b
Last Name | begins with w*

Department | begins with V| | |

-+ Show fewer options

[J Case Sensitive

.

[ Inzlude History

v|/

[1] saved Searches | Choose from saved searches

Benefit Record Number u
First HName | begins with
Business Unit | begins with

6. Enter the retiree’s Employee ID in the Empl ID field.

employee will have a unique Employee ID.

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

Empl ID | begins with v |

7. Click the Search button.
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The Benefit Event Detail page displays.

Benefit Event Detail
JOHN DOE Employee D Benefit Record Number 1
Life Event [a] Tof1 v I View Al
Life Event ‘ ~
Life Event Date Paperwork Receipt Date
Health Change FSA Change
Health Change Needed:

FSA Change Needed:
Current Cov. Level:

Future Cov. Level:
Change:

~ Change:

Special Processing Message (Health)

Special Processing Message (FSA) ‘

Return to Search

Click the Life Event dropdown button and select “EE/Dep. Gained Eligibility —
Medicare/Medicaid” list item.

Life Event

Life Event

Enter the Effective Date in the Life Event Date field.

Note: The Life Event Date is the first of the month in which the retiree is eligible for Medicare.

Life Event | EE/Dep. Gained Eligibility - Medicare/Medicaid

Life Event Date I

Enter the Paperwork Receipt Date.

Paperwork Receipt Date

v]

10.
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11. Click the Health Change Needed dropdown button and select “Yes”.

Health Change

Health Change Needed: Yes v

12. Click the Future Cov. Level dropdown button and select “Single, Employee”.

Future Cov. Level: I Single, Employee VI

13. Click the Change dropdown button and select “Retiree or Retiree Dependent gained Medicare
Eligibility”.

Change: I Retiree or Retiree Dependent gained Medicare Eligibility VI

14. Click the Save button.

m Retumn to Search

A Special Processing Message (Health) displays with the notification that a GEM (Gain Eligibility
Medicare/caid) Event has been created.

A GEM event will be created for you to:

Enroll the retiree in Medicare or

Remove the Medicare eligible dependent from existing plan or
Remove the Medicare eligible dependent and change plans

Special Processing Message (Health)

0 Now that the GEM Event has been created, the Benefit Event must be processed.
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15. Use the following navigation path in the WorkCenter: Links > Enroliment Administration >
On-Demand Event Process

Benefits WorkCenter

[e3er
> My Work
> My Approvals

Links
Employee/Dependent Information
Enroll in Benefits

Enroliment Administration o

On-Demand Event Process

Benefit Event
Employee Event Details
Review Employee Statements

Other Links. —

> Queries

> Reports/Processes

0 Users can also navigate to the On-Demand Event Process page using the following path:

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

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

On-Demand Event Maintenance
Find an Existing Value

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

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

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

~ Show fewer options

[0 Case Sensitive

Rev 9/1/2026 Page 28 of 141



ICardinal Benefits Job Aid
BN361 Employee Set Up for Medicare

Step | Action

16. Enter the retiree’s Employee ID in the Empl ID field.

Note: Users can also search for the applicable retiree using the various Name 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 |

17. Click the Search button.

Search Clear

The On-Demand Event Process page displays.

JOHN DOE Person ID Ben Record 1
Activity Date  03/01/2026 Source  Manual Event
Schedule/Prepare Activity Pending Activities 1 Show Activities l Action GEM
Event ID 0  EventDate Status Class l Event Status Updale
Prepare Options Event Status
Enroliment Statement
: Run Date Frequency
Deduction Frequency ' Annual Frequency
Election Entry Entered 0 of 0 Show Flans

Validate/Finalize Emors o Show Errors Finalize/Apply Defaults

Confirmation Statement Run Date
Reprocess Process Indicator |M

Normal Processing

[ Return to Search l l Previous in List Mext in List

18. Click the Show Activities button.

|‘ Show Activities
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Step | Action
The BAS Activity page displays in a pop-up window.
Help
JOHN DOE Person 1D ? B?»g 1
eco
BAS Activity
al e
Select Empl Record ggﬂ‘r’é’e EventDate | Event Effseq i’&fw COBRA Action
/] 1| panal 03/01/2026 0| GEM E
e

If an “MSC” BAS Action is listed, select the “GEM” BAS Action.

The “MSC” BAS Action will process automatically when the Ben Admin process runs.

e
Help
JOHN DOE Person 1D Ben g
Record
BAS Activity
[5][a] -
Select Empl Record | Action Source | Event Date Event Effseq Egtisnn COBRA Action
Benefits
(] 0 Person 03/01/2026 0 MsC E
- Manual
I O Event 03/01/2026 0| GEM B
=
19. | Click the OK button.
[ OK Cancel
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The On-Demand Event Process page redisplays.

JOHN DOE Person ID Ben Record 1
Activity Date  03/01/2026 Source  Manual Event
Schedule/Prepare Activity Pending Activities 1 Show Activities l Action GEM
EventID 0  EventDate Status Class l Event Status Updaie
Prepare Options Event Status

Enroliment Statement
) Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Entry Entered o of 0 Show Plans
i datalEinaliz, o Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator | M

Normal Processing

[ Return to Search l l Previous in List Mext in List

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

Schedule/Prepare Activity

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530) |

|

21. Click the OK button to close the message.

OK
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The On-Demand Event Process page redisplays.

l Reprocess

] Process Indicator
l Retum to Search H Previous in List ] Next in List

JOHN DOE Person 1D Ben Record 1
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 3 Event Date  03/01/2026 Status  Prepared Class GEM Event Status Update
Prepare Options Event Status .
Open for Processing
Enroliment Statement ]
I Run Date Frequency
@ Deduction Frequency © Annual Frequency
[ Election Entry | enterea  gor 4 Show Plans
I—— O Finalize/Apply Defaults
Validate/Finalize Emors 0 Show Errors
Confirmation Statement Run Date

Normal Processing

22. Click the Election Entry button.

Election Entry

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

BenAdmin Data Entry x

Event/ Participant Selection Option Election Dependents / Beneficiaries

Help

Sched ID  EMOO EmplID

EventData  03/01/2026 Gain Eligibility Medicare/caid

JOHN DOE

Excess Credit Rollover To  Forfeit Excess Credits

BenRecord 1 EventiD 3

v Available Plans and Options &

[@] [~

Plan Type 10 : Medical

optincass [ @)

Di

Special Requirements

Enroll All

Dependents/Beneficiaries

| |
- | Retationship to . Previously | Covered -
1D Name ‘ Employee Health Provider ID e ‘ Person Type Age Limit Flag
sl \ 3 = | =

Event/ Participant Selection | Option Election | Dependents / Beneficiaries
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Step

Action

23.

Click the Option Code Look up icon in the Plan Type 10: Medical section.

Plan Type 10 : Medical

Option Code || Q,

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

Look Up Option Code  x
Help

l|Search Results
| View 100 1-50f5

Option | Option Benefit | Coverage
H| Code | Type Plan Code

104 Option MODV |1

57 Option 650V 1
; 96 Option G65MO |1

a7 Option ABE 1
| W Waive Optn | (blank) | (blank)

.23

If the Over 65 Benefit Plans do not populate, ensure the Medicare information was accurately
entered.

If the information is incorrect, update as needed and then complete an “Open” / “Assign Benefit
Program” to the GEM Event to pick up the change.

For additional information on re-opening and reprocessing Benefit Events, see the Job Aid
titted BN361 Re-opening and Reprocessing a Benefit Event located on the Cardinal website
in Job Aids under Learning.

24, Select the applicable Option Code. In this example, Option Code “57” is selected.

Option | Option Benefit | Coverage
Code Type Plan Code

104 Option MODV |1

57 Option 65DV 1

96 Option 65MO 1

97 Option ABh 1

W Waive Optn | (blank) | (blank)
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The Plan Type 10: Medical section redisplays with the selected Option Code displayed.

Plan Type 10 : Medical

Option Code

Health Provider ID | O Previously Seen

Advan6s + RX + Den&Vision (650V) (Single)

25. Click the OK button.

’_ﬁ[ Cancel H Apply l

The On-Demand Event Process page redisplays.

JOHN DOE Person ID Ben Record 1
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 3 Event Date  03/01/2026 Status Re-Enter Class GEM Event Status Update
Prepare Options Event Status

Open for Processing

Enroliment Statement
L Run Date Frequency

Deduction Frequency - Annual Frequency

[ Election Entry | Enterea Lo Show Plans

l Validate/Finalize

. [ Finalize/Apply Defaults
l Errors 0 Show Ermors

Confirmation Statement Run Date

l Reprocess l Process Indicator

Mormal Processing

l Retumn to Search H Previous in List l MNext in List

26. Click the Validate/Finalize button.

Validate/Finalize
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Step | Action

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530)

27. Click the OK button to close the message.

OK
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Hire the Dependent as an Employee

Before hiring the dependent as an employee, the Agency BA must gather the personal information
(e.g., Social Security number, date of birth) from the Update Dependent/Beneficiary page. The
information on this page must be confirmed with the dependent. Once the information is gathered, the
Agency BA can complete the hire process. In this example, the spouse is being hired as an employee.

Note: If the retiree was previously on a Family plan, the youngest dependent would be hired as an
employee.

Step | Action

1. Navigate to the Update Dependent/Beneficiary page by clicking the BN WorkCenter tile.

BN WorkCenter

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

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

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

Benefits WorkCenter

o
> My Work
> My Approvals

b Links

Employee/Dependent Information

Update Dependent/Beneficiary

Review Benefits Attachment
Benefits Summary
Enroll in Benefits
Enroliment Administration

Other Links

> Queries

> Reports/Processes

0 Users can also access the Update Dependent/Beneficiary page using the following path:

NavBar > Menu > Benefits > Employee/Dependent Information > Update
Dependent/Beneficiary
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Step | Action

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

Update Dependent/Beneficiary
Find an Existing Value

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

'7) Recent Searches | Choose from recent searches v| / [] saved Searches | Choose from saved searches V| /
Empl ID | begins with v| | | Name | begins with V| | ‘
Last Name | begins with v| | | Second Last Name | begins with v| |
Alternate Character Name | begins with v Middle Name | begins with v

~ Show fewer options

[ Case Sensitive [ Include History [ Correct History

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

0 For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
in Job Aids under Learning.

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

Note: Users can also search for the applicable retiree using the various Name 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 |

4, Click the Search button.
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by default.

Name

The Update Dependent/Beneficiary page displays for the selected retiree with the Name tab displayed

Address Personal Profile

JOHN DOE

Person 1D

Dependent/Beneficiaries

*Dependent/Beneficiary ID

Name History

Effective Date  01/01/1901
Format Type English

Name JO DOE

[a]

E

View Name

| View All

View All

[+][-]

Mame | Address | Personal Profile

[ Return fe Search H Pravious in List ] Mextin List ’ Noify l ’ Update/Display ] Include History Correct History

Click the Address tab to review the Address information for the dependent.

Name | Address

Personal Profile

The Address page displays.
Name Address Personal Profile
Dependent’Beneficiaries \EI 1 1 v I viewan

DependentiBeneficiary ID 01 Name JO DOE

&

Address History

*Effective Date | 01/01/1901

Same Address as Employee

Employee's Current Address
Country USA  United States
Address 100 MAIN ST
RICHMOND, VA 99999
Rockingham Gounty
Phone Information
EY
Same As Employee Phone Type Telephone Extension | Preferred
Email
E

Email Type

Email Address

PersonlID 00221305900

| View All

[+][-]

Confirm that the information on this page is accurate for the dependent
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Step | Action

7. Click the Personal Profile tab.

Name Address Personal Profile

The Personal Profile page displays.

Name Address Personal Profile
JOHM DOE Person ID
Personal Profile \EI | 1of1 w I Wiswal
DependentBeneficiary I 01 JODOE
*Date of Birth |05/28/1254 Birth Location | |
Date of Death RidersiOrders exist
Medicare Entitled Date RidersiOrdars
Dependent Proof
Qu:aliﬁed Dependent
Personal History @ of 1 | Wiew Al
*Effective Date |01/01/1201 E
*Relationship to Employee | Spouse v|
*Dependent Beneficiary Type | Approved Dependent V|
*Gender | Male V|
*Marital Status | Married V| As | 01/01M1901
of
O smoker s of
Occupation |
"Eusa

~ Mational ID

8. Confirm that the information on this page is accurate for the dependent.
Note: This information will be used to hire the dependent as an employee.
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9. Navigate to the Create Employee page by clicking the Manage Human Resources tile on the
Cardinal HCM Homepage.

Manage Human Resources

foyicel

The Manage Human Resources page displays.

Manage Human Resources

Add Jobs and Assignments

Return From Leave

10. Click the Create Employee tile.

Create Employee

2
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Step

Action

The Create Employee Search page displays.

Create Employee

Personal Details

*National ID \:I

*National ID | |

11. Enter the dependent’s SSN in the National ID field.

12. Click the Search button.

Search

by default.

The Create Employee page displays with the Person Details tab (Step 1 of 3: Person Data) displayed

Create Employee
@ 2 3
Person Data Job Dala Summary
[N ~ Person Details &)
~
Person Details
Name
E
Contact “Effective Date |03/01/2026

Information

© FormatType | English ~ +
Regional Proposed

o
Checklst
Validation

View Name
Personal Information
it Country [U5A a ssae [ a)
United States
Exclude Contact Information? |
Biographical Details

new hire (dependent) as needed.

*Effective Date

31/2028

13. The Effective Date field defaults to today’s date. Update this date to the applicable date of the
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Step | Action

The Effective Date cannot be greater than today’s date when creating or modifying a person in
0 Cardinal. For further information on Effective Dating, see the Job Aid titled HR351 Overview of
Effective Dating. This Job Aid can be found on the Cardinal website in Job Aids under
Learning.

14. Optionally, click the Name Prefix dropdown button and select the applicable prefix.

Name Prefix W

15. Enter the dependent’s first name in the First Name field (required).

*First Name

16. Optionally, enter the dependent’s middle name or middle initial in the Middle Name field.

Middle Name I ||

0 Do not add a period behind the middle initial.

17. Enter the dependent’s last name in the Last Name field (required).

*Last Name

0 Do not include suffixes (Jr, Sr, or IV) in the Last Name field.

18. Click the Name Suffix dropdown button and select the applicable suffix as needed.

Name Suffix I vI

View Mame

19. Optionally, click the View Name link to view how the name will be displayed.

Name Suffix | v|

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

Note: After reviewing, click the “X” button to close the pop-up window and adjust the name fields if

needed.

Name

Display Name Jo Doe
Formal Name Jo Doe
PSFormat Display Mame Doe,Jo

PSFormat Formal Name DoeJo

20. Scroll down to the Personal Information section and click the Date of Birth Calendar icon to

select the dependent’s date of birth (required).

data is not reported.

Perzonal Information

*Date of Birth | ] |

Birth Country |USA Q|
United States

Note: The Birth Country field defaults to “USA”. This can be updated but is not required as this

21. Click the Add Biographical Details button.

Biographical Details

If no data is entered, the default values will be saved upon selecling the Next button.

Add Biographical Details

The Biographical Details page displays in a pop-up window.

Canesl Biographical Details

*Effective Date |03/01/2025

*Highest Education Level | Not Indicated v|

*Marital Status

Marital Status Date

Language Code
Alternate ID

Full-Time Student ||

I'HH!I

*Gender | Unknown

i]
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Step | Action
The Effective Date field within this section defaults to the effective date selected above. Do not
0 change.
22. Click the Marital Status dropdown button and select the dependent’s legal marital status.

*Marital Statug | Unknown »

@

When a selection is made in the Marital Status field, the Marital Status Date updates to the
Effective Date above. Do not change.

*Marital Status

Marital Status Date | 03/01/2026 =)

23.

The Language Code, Alternate ID, and Full-Time Student fields are not currently tracked or
used in Cardinal.

24.

Click the Gender dropdown button and select the dependent’s gender.

Note: This field is a required field for benefits and payroll purposes and must provide the
dependent’s legal gender. This is not to be confused with the optional Preferred Gender field
located on the VA Person Info section.

*Gender | Unknown

25.

Click the Done button.

206.

Scroll down to the National ID section.

Mational ID

[+] |
| *Country 1l *National ID Type 11 National ID 11 Primary 1D T ‘
‘ UsA Social Security Number Yes ‘
The National ID field auto-populates.

Mational ID

[+] |
| *Country 1l *National ID Type 11 National ID 11 Primary 1D T ‘
‘ UsA Social Security Number Yes ‘
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Step

Action

27.

Click the Contact Information tab or use the scroll bar to scroll to the Contact Information
section.

!'9_\4-

Person Details

Contact
Information

G

Regional

L=
-

Checkdst

E

A Person Info

&

\shidation

The Contact Information section displays.

;9\" ~ Contact Information &
Pzrson Details
Addresses

Contact Ho data exists.

Informaticn
Add Address

G

Regional Phone
. Mo data exists.
9.

Checkist Add Phone

E Email

WA Persan Info
Mo data exists.

Add Email
aEdation

Email Option Selection

® Agency Provided Email
O Pending Agency Provided Email

) Employee Provided Email

1.Agency Provided Email and Employee Provided Email must be a valid email address that is unique to the employee, except:
2. When no email address is available, select applicable email option and ALWAYS use noemail@virginia.gov

28.

Click the Add Address button in the Addresses section.

Addresses

Mo data exists.

Add Address
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Step | Action

The Add Address page displays in a pop-up window.

| Cancel I

Address Detail

Add Address

Address Type Home

*Effective Date |02/01/2025

-
Address 1 |
Address 2 |
Address 3 |
City |

County |

i

Address Type Home

*Effective Date | 03/M/2026

Country |USA

q

0 The top section of the Add Address page auto-populates. Do not change.
An Address Type of “Home” is required for healthcare extract file requirements.

If the mailing address and the home address are the same, only enter the home address. Do not
duplicate the same address information.

section.

Address Detail

Address 1 |

Address 2 ‘

Address 3 |

City |

Postal

County ‘

29. Enter the dependent’s address information using the applicable fields in the Address Detail

Rev 9/1/2026

Page 46 of 141




4/ Cardinal Benefits Job Aid
/7

BN361 Employee Set Up for Medicare

Step | Action

The Address 1, City, State, and Postal are required fields. The employee’s personal data
0 cannot be saved if any of these fields are blank.

Click the Done button once the applicable Address Detail information has been entered.

The Addresses section redisplays.

Addreszses

Address Type

Effective Date Address
Homs 03/01/2028

100 MAIMN ST RICHMOMD, WA 00000
CURRENT

31.

Click the Add Phone button in the Phone section.

Phone

Mo data ewists.

Add Phone

The Phone Number page displays in a pop-up window.

Phone Number
Tee [ ]

*Number | |

Extension | |

Preferred || |

32. Click the Type dropdown button and select the type of phone number being entered.

*Type || Mobile '

Rev 9/1/2026

Page 47 of 141



/«f) Cardinal Benefits Job Aid
/

BN361 Employee Set Up for Medicare

Step

Action

33.

Enter the dependent’s phone number in the Number field.

“Type | Mobile v|

*Number | 555/555-5555

@

It is not necessary to enter dashes. When tabbing out of the field, the appropriate phone number
format will auto-populate.

34. Select the Preferred field toggle to identify the dependent’s preferred phone number.
Preferred
35. Click the Done button once the Phone Number information has been entered.

The Phone section redisplays.

Phone

Type 1) Number 1, Extension 1. Preferred 1,

Mobile 555/555-5555 Yes

Additional phone numbers can be added for the dependent as needed by clicking the Add
button (+) and then repeating Steps 31-35.

Phone

+

36.

Click the Add Email button in the Email section.

Email

Mo data exists.

Add Email
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Step | Action

The Email Address page displays in a pop-up window.

Cancel

Email Address

Preferred Mo

*Email Address |

37. Click the Email Type dropdown button and select “Personal”.

Fersonal w

*Email Type

38. Enter the email address in the Email Address field.

*Email Address ‘

personal email address once it is obtained.

address is entered.

When no email address is available, use noemail@virginia.gov. This can be replaced with a

The personal email address for the dependent must be unique and cannot be the same as the
retiree’s email address. The system will display an error upon validation if a duplicate email

39. Click the Done button.

The Email section redisplays.

Email

Email Option Selection

® Agency Provided Email

' Pending Agency Provided Email
' Employee Provided Email

1.Agency Provided Email and Employee Provided Email must be a valid email address that is unigue o the employes, except
2.\When no email address is available, =elect applicable email option and ALWEY'S use noemail @virginia.gov

Type 7L Email Address 7. Preferred 1L

Persaonal JoDee@zeamail.com Yas
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Step | Action

40. Select the Employee Provided Email radio button option in the Email Option Selection
section.

Email Option Selection

C Agency Provided Email

O Pending Agency Provided Emali

@ Employee Provided Email

1.Agency Provided Email and Employee Provided Email must be a valid email address that iz unigue to the employee, except
2.When no email address is available, select applicable email option and ALWAY'S use noemail@virginia.gov

41. Click the Regional tab.

=]
nl—
Person Details

Contact
Information

G

Regional

2]
i

Checkfist

El

‘A Person Info

o

‘alidation

The Regional section displays.

~ Regional A

~UUSA

Ethnic Group

1 row

Regulatory Region Ethnic Group Primary

usa Q Q (] |

United States

Work Status

Mo data exists.

Add Work Status

D Smoker History

Smoker TL Smoker Status Date L

N v

1 row

~ CheckList

Select Checklist Code
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Action

The information in the Regional section is used for reporting purposes and should be entered if
provided.

The Regulatory Region field defaults to “USA”. Do not change.

The Ethnic Group field is optional but can be entered if provided by the dependent. It may also
be filled out by the dependent in Employee Self-Service.

42.

Click the Add Work Status button in the Work Status section.

Work Status
Mo data exists.

| Add Work Stalus

The Veteran section is also optional and can be entered if the dependent provided their military
service and service documentation.

Veteran

Military Status. | v

Military Discharge Date

43. Click the Done button.
44. Click the VA Person Info tab and click the Expand button to view the VA Person Info section.

Q,
F

Checklist

B » VA Person Info

A Persan Info

The VA Person Info section displays.

~ VA& Person Info

Linked Participant EmpliD QL |

Preferred Gender w

Power OFf Attorney

Preferred Pronoun w
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45, Enter the Employee ID of the employee (the retiree in this scenario) to be linked to the dependent
in the Linked Participant EmplID field and tab out of the field.

Linked Participant EmpllD Q

The VA Person Info page redisplays with the Click here to add Other Linked Participant Details link
displayed.

~ VA Person Info

Linked Participant Q | Click here to add Other Linked Participant Details
EmplID

Preferred Gender ‘ ~ ‘

Power Of Attorney |

Preferred Pronoun | v |

If more than one dependent needs to be linked, refer to the Job Aid titled BN361 Linking
0 Dependents and Retirees, located on the Cardinal website in Job Aids under Learning.

46. Click the Validation tab.

!'9_\4-

Person Details

Contact
Information

G
Regional
2
Checkist

J:__:l

‘& Persen Info

o

“alidation
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The Validation section displays.

~ Validation

Validation Messages

D Currently there are no exceptions fo be displayed.

47. Click the Next button on the right side of the page at the top.

Create Employee

@ 2 :

Perzon Data Job Data Summary

I Mext » I

This is the step where information entered for the employee’s Personal Data is validated. If there
0 is any missing required information, Cardinal will generate an alert.

Note: Do not click the Back button in the browser to go back, as all information that has been
entered will be lost.

Review the message and go to the sections where the missing information is captured and enter
the required information.

Rev 9/1/2026 Page 53 of 141



/«f) Cardinal Benefits Job Aid
/

BN361 Employee Set Up for Medicare

Step | Action

The Create Employee (Step 2 of 3: Job Data) page displays with the Work Location tab displayed by
default.

Create Employee
Jo Doe
94 "/;\ 3
Person Data Job Data Summary
B Step 2 of 3: Job Data &
Wark Locastian
~ Work Location
2
A2 *Effective Date | 03001/2026 Effective Sequence \:\
e *Action m Reason v
S [Hire v | |
Compeain HR Status Active Payroll Status  Active
B *Job Indicator | Primary Job Status
Bayral
Empiayment »
4
United States
o Business Unit | 20800 Q
& Polytech Inst & State Univ
2D Y — SO
Drate Created 08M11/2026
Last Start Date  03/01/2025

48. Cardinal will auto-assign the Employee ID Number for the dependent. Make note of the assigned
Employee ID Number for future use.

Note: This number is located at the top of the page below the dependent’s name.

Create Employee

Jo Doe

49. The Effective Date field defaults to the date entered on the Personal Information page. Update
to the first of the month of eligibility.

*Effective Date | 03/01/2026 I

0 The Action field defaults to “Hire” and no other selections are available.

*Action | Hire »
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50. Click the Reason dropdown button and select the applicable retiree type. In this example, “Hire
ORP Ret” has been selected.

Reason | Hir ORP Ret W

Users may see a notification message displayed in a pop-up window. In this case, review the
0 message, confirm the effective date is correct, and then click the OK button.

Confirm that the effeclive date malches the Job Begin Date on the New Hire papenvork.
Confirm that the effective date matches the Job Begin Date on the Mew Hire paperwork. Otherwise, correction by the Cardinal PPS Team would be required

51. Enter the retiree Position Number in the Position Number field (“Company Code + Retiree Type
+007).

In this example, “VPIORPO00” has been selected.

Position Number |VFIORFOD E.'t||

The remaining position related fields on this page will auto-populate once the Position Number is
0 entered and tab out of the Position Number field.

52. Click the Job Information tab.
B

Work Location

[&

Job Information

=
Salary and
Cempensstion

&

Payroll

[

Employment
Diata

2
-
Bensfit Program

E

COV Specific

2

Valdation
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The Job Information section displays.

~ Job Information

Supervisor Supervisor Name
S0C CD Supervicor Posn
Job Code | ORPHED Job Entry Date | 02/01/2028
ORP Retiree

Supervisor Level |E

Employee
Reports To “igw Current Incumbents Reperts To Manager

RegularTemporary | Regular w Full/iPart | Part-Time w

Regular Shift | Mot Applicsble W Shift Rate \:I
Classified Ind | Clzszifiad » 5hift Factor \:I

Standard Hours

Standard Hours Work Period | Weekly b

FTE |0.500000 Adds to FTE Actual |—|

Count? "=
Encumbrance Override

> USA

53. Click the Employee Class dropdown button and select the applicable Employee Class. In this
example “ORPRetiree” has been selected.

Employes Class | ORPRetirea W

54. Click the Salary and Compensation tab.
B

Werk Location

[&

Jok Infarmation

e
Salary and
Companzation

5

Payroll

2

Employment
Data

2
=

Bensfit Program

B

COV Specific

&

Wabdation
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The Salary and Compensation section displays.

~ Salary and Compensation

Salary Plan
Salary Admin Plan
Grade Grade Entry Date
Step Step Entry Date
Includes Wage
Progression Rule

Compensation

Compensation Rate 0.0000005

*Frequency | Annual w
Comparative Information
Change Amount 0.0000005% USD Frequency Annual
Change Percent 0.000 Comparison Ratio
Pay Rates
Annual UsD Daaily usD
Monthly UsD Hourly usD

Default Pay Components

Pay Components

Mo Pay Components exists.

Add Pay Component

55. Click the Frequency Look up icon and select “M” (Monthly).

*Frequency MQ

Monthhy

56. | Click the Default Pay Components button.

Default Pay Components

57. Click the Calculate Compensation button.

Calculate Compensation
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58.

Click the Payroll tab.
B}

WWork Location

@

Job Information

e

Salary and
Compensation

@

Payroll

L/
Employment
Data

2
=

Benefit Program

‘alidation

The Payroll section displays.

~ Payrall

*Payroll System | Payrall for Mosth America V|

Payroll for North America

Absence System

Oiher w

Pay Group | Q|
Employes Type | Q| Holiday Schedule | O_|
Tax Location Code | Q|
GL Pay Type | | FICA Status
Edit ChartFislds Combination Code
59. Click the Pay Group Look up icon and select “MNP” (Non-Payroll).
Pay Group | MMP 8]}
Mon-Payraoll
60. Enter the applicable Tax Location Code in the Tax Location Code field.
Tax Location Code H
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Other fields in the Payroll for North America section auto-populate based upon the selected
0 Pay Group. Do not change.

Payroll for North America
Pay Group | MMP Ql
Mon-Payrall
Employes Type |S Ql Holiday Schedule |NOHOL Q

Salaried LOCALITY

Tax Location Code |3‘11 Q|
Blacksburg

GL Pay Type | | FICA Status

61. Click the Benefit Program tab.
E

Work Location

[&

Job Information

=

Salary and
Compensation

&
Payroll

c

Employment
Data

c

‘alidation
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The Benefit Program section displays.

~ Benefit Program

Benefit Record Number 0

*Benefits System | Benefits Administration Vl

Enter or update the ACA Eligibility details from the related actions in Job Actions Summary.

Benefits Employee -
Status Active

Benefits Administration Eligibility

Eligible Field 1 Eligible Field 2 \:\
Eligible Fisld 3 :\ Eligible Field 4 :\
Eligible Field 5 \:\ Eligible Field &

Eligible Field 7 \:\ Eligible Field & \:\
Eligible Field 3 :\

Benefit Program Participation Details 1 row

=[]

Effective Date L Benefit Program L Currency Code 7L

020142026 PSX Sys= deliverad empty Ben Pgm UsD

62.

Scroll down to the Benefits Administration Eligibility section and complete the following fields:
o Eligible Field 2 (e.g., “007008000” for ORP)
o Eligible Field 3 (“N”)
o Eligible Field 8 (“12-127)
e Eligible Field 9 (e.g., “LS-GB”)

Eligible Field 1 Eligible Field2| :I
Eligible Field 3 I El Eligible Field 4 | Q |

Eligible Field § | Q| Eligible Field &

Eligible Field 7 | O_| Eligible Field 8 I| Oll

Eligible Field 3 I D.I

For more information pertaining to Eligible Fields, see the Job Aid titted BN361 Overview of the
Eligibility Configuration Fields located on the Cardinal website in Job Aids under Learning.
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63. Click the Validation tab.
B

Work Location

(@

Job Infermation

e

Salary and
Compensation

@

Payroll

.

Employment
Data

2
[ =3

Benefit Program|

E

COW Specific

&

‘Validation

The Validation section displays.

~ Validation

Validation Messages

Currently there are no exceptions to be displayed.

64. Click the Next button.

@ @

Person Data

3

Job Data Summary

< Previous “ Next > I
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The Validation Messages section displays.

Validation Messages

[ Proceed with Warning

Validation Successful with wamings

4 rows
=[]

Message Severity 71 Message Text 7.
1 Wamning Waming — date out of range. (15.8)
2 ‘Warning Waming — Head count of G20 exceeds maimum head count of 1 for position. {1000,156)
2 Warning Waming — Compensation Frequency has besn updated. (1010,284)
4 Warning Waming — Compensation Rate is zero. (1000,31)

65. Review the Validation Messages section and click the Next button.

Next »

Note: Users should validate every transaction to review and address any warnings and/or errors
that may have occurred. Warnings can be bypassed, but errors must be addressed before
submitting (the Validation Messages section will display an Error message and the validation
will fail). Select the Proceed with warning checkbox option if applicable.

~~ Validation

Validation Messages

Validation failed

3 rows

(][]

Message Severity 1. Message Text 71

1 Waming “Warning -- Update Elig fields 2, &, 9 (Health, Confract/Pays, Status/Code) and revalidate.
2 Waming ‘Warning -- Compensation Frequency has been updated. (1010,264)
3 Enor Eligibility Group is a required field when Pay System is PMA or Pl and using Absence Management. (1000,1361)

Validation Messages

I Proceed with warning I

Validation Successful with warnings
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The Create Employee Step 3 of 3: Summary page displays.

Create Employee

Jo Doe
Pesson Data Job Data Summary
=s
i)

Step 3 of 3: Summary

Summary of Changes

~ Personal Data

Field Label Proposed Information
Effective Date 03/01/2025
Display Mame Jo Doe
Date of Birth 05/20/1064
Birth Country USA-United States
Effective Date 03/01/2026
Effective Date | Gender 03/01/2028 §Femala
Effective Date / Highest Education Level 03/01/2028 /Mot
Indicated
Effective Date / Marital Status 0301/2028 7 Married
Mational ID Type Siocial Security Number
National |D Type / National ID Social Security Number /

66. Review the Summary of Changes section, and then click the Submit button.

The Submit Confirmation page displays.

Submit Confirmation

V’ Employee Relationship for Jo Doe has been successfully created.

Jo Doe

Create Person Chacklist
denfification Data
Emergency Contacis
Dizabilties

| Go To Manage Human Resources |

As a reminder, Cardinal has auto assigned the Employee ID Number for the dependent. Make
0 note of the Employee ID Number in the Empl ID field for the next steps.
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67. Click the Go To Manage Human Resources link on the Submit Confirmation page.

Identification Data
Emergency Contacts
Dizabilties

Craate Parson Chacklist ‘

I Go To Manage Human Resources I

The Manage Human Resources page displays.

Manage Human Resources

Name Changes Return From Leave

Name

68. Click the Modify Person tile.

Modify Person

£y
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The Modify Person Search Existing page displays.

Modify Person

Search Existing

~ Search Criteria

My Saved Searches [ v]

Empl ID |beginswith v| | |

Name |beginswith v| | |

Last Name |Deg|nsw|tn V| | |

O Include History

l Clear l l Save Search l

69. Enter the Employee ID for the dependent in the Empl ID field.

Empl ID | begins with V| ‘

70. Click the Search button.

The Modify Person page displays, Step 1 of 2: Person Data, with the Person Details tab displayed by
default.

Modify Person
Jo Doe
® z
Person Data Summary
Next >
% | step1of2: Person Data :
P btls ep 1 of 2: Person Dal
~ Person Details
B
Cantact
Infarmation Names
¢ ] |
Regicral
| Format Type Effective Date Display Name Formal Name |
WA Perean Irfis English ‘

030112026 Jo Doe Jo Doe
CuRRENT
Personal Information

*Date of Birth | 05/2Q/1064 “Years G2 Months 2

Validation

United States
Exclude Contact
Date of Death Informaton?
Biographical Details
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71. Click the VA Person Info tab.

E_:.

Parson Details

Contact
Information

@
Regional

E

& Person Info

=

‘aldation

The VA Person Info section displays.

.> VA Person Info

72. Click the VA Person Info link to expand the section.

» VA Person Info

The VA Person Info section expands to show all the fields in this section.

~ WA Person Info

Linked Participant EmpliD e, Click hers to add Cther Linkad Paricipant Detzils

Preferred Gender w

Power Of Attorney | |

Preferred Pronoun -

73. Validate that the retiree’s Employee ID is populated in the Linked Participant EmplID field. If
not, enter the retiree’s Employee ID.

VA Person Info

Linked Participant EmpIIDI| o I Click hera to add Other Linkad Participant Details
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74. Click the Validation tab.

Ra-

Person Details

Contact
Information

@
Regional

Q.
=
Chechkfist

E

& Persen Info

o

“shidation

The Validation section displays.

L+ Validation

Validation Messages

Currently fhere are no exceptions fo be displayed.

0 Validation messages may appear that include warnings and errors. If a Validation warning

message appears, review the warning and make updates as needed or proceed with warning.
Error messages must be addressed prior to saving.

~ Validation

Validation Messages
Validation Successful with warnings

Proceed with warning

75. Click the Next button.

Mext »
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The Modify Person Step 2 of 2: Summary page displays the Summary of Changes.

Modify Person

Jo Doe
® ©)

Perzon Data Summary

sami

Step 2 of 2: Summary
_Surnmar_\,.I of Changes

Mo Summary to display.

76. Click the Submit button.

< Previous m

The Submit Confirmation page displays.

Submit Confirmation

“PEI!D]‘[ Data for Jo Doe has been successfully submitted.

Jo Doe

Identification Data
Disakbilities
Emergency Contacts

| Z0 To Manage Human Resources |

77. Click the Home button in the top right corner of the page to return to the Cardinal HCM

Homepage, and then click the BN WorkCenter tile to navigate to the On-Demand Event
Process page.

BN WorkCenter

oo

Rev 9/1/2026 Page 68 of 141



y Cardinal Benefits Job Aid
/

BN361 Employee Set Up for Medicare

Step

Action

78.

Use the following navigation path in the WorkCenter: Links > Enrollment Administration > On-
Demand Event Process

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

Benefits WorkCenter
e
~ My Work
Audit Exceptions v
~ My Approvals
Benefits Approval -

~ Links
Employee/Dependent Information
Enroll in Benefits ~

Enrollment Administration

On-Demand Event Process

Benefit Event
Employee Event Details
Review Employee Statements

Other Links
e

> Queries

> Reports/Processes

0 Users can also navigate to the On-Demand Event Process page using the following path:

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

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

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.

[ Saved Searches | Choose from saved searches Vl /

'T) Recent Searches | Choose from recent searches V| /

EmplID | begins with Empl Record | = w
Mame | beqgins with Last Mame | begins with
Second Last Name | begins with v Alternate Character Name | begins with v

# Show fewer options

[ Case Sensitive

m Clear
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79. Enter the Employee ID of the dependent just hired in the Empl ID field.

Empl ID | hegins with V| I I

80. Click the Search button.

The On-Demand Event Process page displays.

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

Deduction Frequency — Annual Frequency

Election Enfry Entered gof Show Plans
e Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator | N

Nomal Frocessing

I Retum to Search ” Notify l

81. Click the Show Activities button.

|‘ Show Activities

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

Jo Doz Person |0 Een g
Record
BAS Activity
[5][a] 22 v
Action EAS -
Select Empl Record Source Event Date Event Effseq Action COERA Action
O o 02/01/2028 0| HR2 +
Event =
Job Data 5
(]} 4] Change 030172028 0| HIR E’
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“ ” -
82. Select the “HR2” BAS Action checkbox.
BAS Activity
=[]
Action BAS :
Select Empl Record Source Event Date | Event Effseq Action COBRA Action
Manual
/] 0 Event 03/01/2026 0| HR2 E
Job Data
O 0 Change 03/01/2026 0| HR E
83. Click the OK button.
The On-Demand Event Process redisplays.
Jo Doe Person 1D Ben Record 0
Activity Date  03/01/2026 Source  Manual Event Empl Record 0
Schedule/Prepare Activity Pending Activities 2 Show Activities Action HRZ
Event ID 0 EventDate Status Class Event Staius Update
Prepare Options Event Status
" i
Enroliment Statement Run Date Frequency
Deduction Frequency ' Annual Frequency
Election Enfry Entered oo g Show Plans
idate/Einaliz how Finalize/Apply Defaults
Validate/Finalize Emors Show Erors PRy
Caonfirmation Statement Run Date
Reprocess Process Indicator |N
Mormal Processing
l Return to Search l l Motify l

84.

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

Schedule/Prepare Activity
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A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530) |

|

85. Click the OK button to close the message.

OK

86. Select the Finalize/Apply Defaults checkbox option.

l Show Plans

Ei B Finalize/Apply Defaultsl

87. Click the Validate/Finalize button.

Validate/Finalize

The On-Demand Event Process page redisplays with the HIR Event.

Jo Doe Person ID Ben Record 0
Activity Date  03/01/2026 Source Job Data Change Empl Record 0
Schedule/Prepare Activity Pending Activities 1 Show Activities l Action HIR
EventID 1 EventDate 03/01/2026 Status  Prepared Class HR2 l Event Status Update
Prepare Options Event Status .
Cpen for Processing
Enrollment Statement Run Date Frequency
Deduction Frequency ' Annual Frequency
Election Enfry Entered jof Show Plans
Validate/Finalize Emors Show Errars U Finalize/Apply Defaults
Confirmation Statement Run Date

[ Reprocess l Process Indicator
l Return to Search H Motify l

Normal Processing
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for this Benefit Event.

Schedule/Prepare Activity

88. Click the Schedule/Prepare Activity button to manually run the Benefits Administration process

The On-Demand Event Process page redisplays.

l Election Eniry

Validate/Finalize Errors

Confirmation Statement Run Date

l Reprocess

l Return to Search H Motify l

Pending Activities

Jo Dog
Activity Date Source
Schedule/Prepare Activity
Event ID 2 Event Date  03/01/2026
Prepare Options
l Enroliment Statement l Run Date

l Entered pof

0

l Process Indicator

Person 1D Ben Record 0
Empl Record [J-
0 Show Activities Action
Status  Prepared Class HIR Event Status Update
Bvent Status Open for Processing
Frequency

® Deduction Frequency O Annual Frequency

1 Show Plans

Show Errors O Finalize/Apply Defaults

Mormal Processing

89. Click the Election Entry button.

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

BenAdmin Data Entry *
Heln
Evert | Parficipant Selection Option Election Dependants / Beneficiaries
Sched ID  EMOO Empl ID Jo Do BenRecord 0 EventID 2
EventData 03/01/2025 Initial Enrollment Excess Credit Rollover To  Forfeit Excess Credits
*  Available Plans and Options & @ I [10f1 v |

Plan Type 10 : Medical

i

[ Previously Seen

Health Provider ID |

Special Requirements

Dependents/Beneficiaries

Enrall All

Dependents/Beneficiaries

Relationship to
Employee

(Y] | — ] o | |

Health Provider ID

Age Limit Flag

Ewvent/ Parficipant Selection Option Election Dependents { Beneficiaries

90. Click the Option Code Look up icon in the Plan Type 10: Medical section and select the
applicable Option Code.
In this example, Option Code “1” is selected — “COVA HIthAwr + Prev Den (CHA) (Single)”
Plan Type 10 : Medical
Option Code |1 Q
COVA HithAwr + Prev Den (CHA) (Single)
91. Click the OK button.

’_ﬁ[ Cancel H Apply l
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The On-Demand Event Process page redisplays.

Jo Doe Person ID Ben Record 1]
Activity Date Source Empl Record 0
‘Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 2 EventDate (3/01/2026 Status Entered Class HIR Event Stalus Update
Prepare Options Event Status

Open for Processing

Enroliment Statement Run Date Frequency

Deduction Frequency ' Annual Frequency

l Election Eniry ]Ememd g0 4 Show Plans

[ Validate/Finalize

O Finalize/Apply Defaults
l Errors o Show Errors

Confirmation Statemeant Run Date

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

Mormal Processing

92. Click the Validate/Finalize button.

Validate/Finalize

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530)

93. Click the OK button.

)
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The On-Demand Event Process page redisplays.

Activity Date

Schedule/Prepare Activity

Event ID 2 Event Date

FPrepare Options

Enrollment Staternent

Election Entry

Validate/Finalize

Confirmation Statement

Reprocess

03/01/2026

Person ID Ben Record 1]

Source Empl Record 0

Pending Activities 0 Show Activities Action

Event Status Update

Status Finalized - Enrolled  Class  HIR

Event Status Closed to Processing

Run Date Frequency

Deduction Frequency

Show Plans

Show Errors

Annual Frequency

Entered p of 0

Finalize/Apply Defaults
Errors 0

Run Date

Process Indicator |M
Mommal Processing

’ Return to Search H Motify l

The retiree is now enrolled in Medicare, the dependent (the spouse in this example) has been
hired into Cardinal, linked to the retired employee, and enrolled in single coverage medical.
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Scenario 3: Under 65 Employee with Dependent Turning 65

In this scenario, the retired employee has “Employee + Spouse” coverage, the retiree is not eligible for
Medicare, but the spouse turns 65 and is eligible for Medicare. Once the Agency BA confirms that the
spouse is eligible for Medicare, the BA must create a Life Event (GEM) to change the retiree’s
coverage from “Employee + Spouse” to “Single”. Then, the BA must hire the spouse and enroll the
spouse in Medicare Benefits.

Process the Medicare Manual Event

Step | Action

1. Navigate to the Health Plan Enroliment page by clicking the BN WorkCenter tile.

BN WorkCenter

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

2. Use the following navigation path in the WorkCenter: Links > Enroll in Benefits > Health
Plan Enrollment

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

Benefits WorkCenter

G &

> My Work
> My Approvals
-+ Links
Employee/Dependent Information
Enroll in Benefits
#5zign to Benefit Program

Simple Benefits

Health Plan Enroliment

Life and ADVD Flan Ensoliment
Savings Plan
Spending Accounts
Retirement Plans

Enrcliment Administration

Cther Links

> Queries

» Reports/Processes
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Users can also access the Health Plan Enroliment page using the following path:
NavBar > Menu > Benefits > Enroll in Benefits > Health Plan Enroliment

The Health Benefits Find an Existing Value Search page displays.

Health Benefits

Find an Existing Value

~ Search Criteria

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

7) Recent Searches | Choose from recent searches. V| / [ saved Searches | Choose from saved searches V|
EmplID | begins with Benefit Record Number | = w
MName | begins with Last Mame | begins with
Business Unit | begins with + Department Set 1D | begins with W =1
Department | begins with v| | o, | Organizational Relationship | = vl | vl

Alternate Character Mame | begins with V| | |

»~ Show fewer options

[[J Case Sensitive

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

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

Note: Users can also search for the applicable retiree using the various Name 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.

EmplID | begins with + Q

Click the Search button.

E=Em -
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Step | Action
The Search Results display.
~ Search Results
2results - Empl ID
20of2 w |
EBenefit " — - Alternate
Empl ID Record Name Name I'L\I‘:?;E Ez;ness Department g;ﬁ;;f:;?:al ;:::rdy Empl Character
Humber Hame
JOHM JOHM o
9 oo v DOE 23800 1000 Emp 0| {blank) »
1 é?a"é” Jb%"é“ DOE 23800 goza0 Emp 1/ (blank) 5
5. Click the Drill In (>) icon on any row in the Search Results..
Benefit < P— - Alternate
Empl ID Record Name Name h:?:lE 5:;:"?55 Department g;f;;:a;?:al :::;_? Empl Character
Number Name
0 J[;:’GHEN é%"é” DOE 23800 1000 Emp 0| lank) 5
1 J[;%'EN é%"é” DOE 23800 ggope Emp 1| (olank) 3
The Health Plan Enrollment page displays for the selected retiree.
JOHN DOE Employ=e 1] Benefit Record Number 4
Plan Type @ | of 1 %
Flan Type 10 Medical
Coverage of 1 w
Coverage Begin Date  Q1/01/2028 v Deduction Begin Date  01/01/2026 kY
Coverage Election
Elect Waive Terminate o Election Date  12/22/2025
Benefit Program RET Retiree
Benefit Plan CHA1 COWA HithAwr + Exp Den&\is Option Code 8
Coverage Code 2 Self + Spouse
Health Provider ID Previously Seen
Employee Status  Active
Enroll All Dependents
Dependent/Beneficiaries
18} Name Relationship to Employee :E’aalfh Erovidey P&ri:‘ Covered Person Type Age Limit Fig
o1 JO DOE Spouse Spousze M
Save Return to Search | | Praviousin List Mexct in List
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In this example, the Agency BA can see that the retiree currently has a “Self + Spouse”
medical coverage with their spouse covered under the current medical plan.

6. Use the following navigation path in the WorkCenter: Links > Enroliment Administration >

Benefit Event

Benefits WorkCenter

o &
> My Work
> My Approvals
I Links
Employee/Dependent Information
Enroll in Benefits

Enroliment Administration

(On-Demand Event Process

Eenefit Event

Employee Event Details
Review Employee Statements

Other Links

> Queries

> Reports/Processes

@

Users can also access the Benefits Event page using the following path:
NavBar > Menu > Benefits > Manage Automated Enroliment > Events > 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 hawe and dick Search. Leave fields blank for a list of all values.

v|/

7} Recent Searches | Choose from recent searches

EmplID | begins with W
Empl Record | = A
Last Name | begins with W

Department | begins with V| | |

«~ Show fewer options

[ Case Sensitive

e

[ Include History

v|/

[l Saved Searches | Chaose from saved searches

Benefit Record Number u
First Name | begins with
Business Unit | begins with W
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7. Enter the retiree’s Employee ID in the Empl ID field.

Note: Users can also search for the applicable retiree using the various Name 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 |

8. Click the Search button.

The Benefit Event Detail page displays for the selected retiree.

Benefit Event Detail

JOHN DOE Employee

ID Benefit Record Number 1
Life Event @ | 1of1 v | View Al ‘
Life Event ‘ ~
Life Event Date Paperwork Receipt Date
Health Change FSA Change
Health Change Needed: FSA Change Needed:
Current Cov. Level: Future Cov. Level: N
Change: v Change: <

Special Processing Message (Health)

Special Processing Message (FSA) ‘

Return to Search

9. Click the Life Event dropdown button and select “EE/Dep. Gained Eligibility —
Medicare/Medicaid” list item.

Life Event

Life Event hd
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10. Enter the Effective Date in the Life Event Date field.

Note: The Life Event Date is the first of the month in which the spouse is eligible for Medicare.

Life Event | EE/Dep. Gained Eligibility - Medicare/Medicaid v|

Life Event Date I

11. Enter the Paperwork Receipt Date.

Paperwork Receipt Date

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

Health Change

Health Change Needed: Yes v

13. Click the Future Cov. Level dropdown button and select “Single, Employee”.

Future Cov. Level: I Single, Employee VI

14. Click the Change dropdown button and select “Retiree or Retiree Dependent gained Medicare
Eligibility”.

Change: I Retiree or Retiree Dependent gained Medicare Eligibility VI

15. Click the Save button.

m Retumn to Search

A Special Processing Message (Health) displays with the notification that a GEM (Gain Eligibility
Medicare/caid) Event has been created.

A GEM event will be created for you to:

Enroll the retiree in Medicare or

Remove the Medicare eligible dependent from existing plan or
Remove the Medicare eligible dependent and change plans

Special Processing Message (Health)

0 Now that the GEM Event has been created, it must be processed.
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16.

Use the following navigation path in the WorkCenter: Links > Enroliment Administration >
On-Demand Event Process

Benefits WorkCenter

[e3er
> My Work
> My Approvals

Links
Employee/Dependent Information
Enroll in Benefits o

Enroliment Administration o

On-Demand Event Process

Benefit Event
Employee Event Details
Review Employee Statements

Other Links. —

> Queries

> Reports/Processes

@

Users can also navigate to the On-Demand Event Process page using the following path:

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

Event Maintenance

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

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.

\T) Recent Searches | Choose from recent searches

v #

EmplID | pegins with v

Name | begins wilh

Second Last Name | begins with

# Show fewer options

[[] Case Sensitive

Search Clear

[l Saved Searches | Choose from saved searches V| /

Empl Record | = w
Last Name | begins with v
Alternate Character Name | begins with
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17. Enter the retiree’s Employee ID in the Empl ID field.

Note: Users can also search for the applicable retiree using the various Name 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 |

18. Click the Search button.

19. The Search Results display.

~ Search Results
2 results - Empl D

1-2of2 W Wiew Al

- Alternate o
Empl First Last Second Middle
Empl I Record Name Mame Hame Last Hame Character Mame
Name

a JOHN JOHN DOE blank blank blark 3

DOE O {blank) {olank) {blank)

JOHM -~ . .

1 DOE JOHN DoE {blank) {olank) {blank) >

20. Click the Drill In (>) icon on the highest numbered job record row.

Alternate

Empl First Last Second Middle
Empl 1D Record Name, Name Name Last Mame Character Mame
Nama
a JOHN JOHN DOE blank blank blank »
DOE o {olank) (blank) {blank)
JOHM - . -
1 DOE JOHN DOE {blank) (blank) (blank) »
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The On-Demand Event Process page displays.

JOHN DOE Person ID Ben Record 0
Activity Date  02/01/2026 Source  Manual Event Empl Record 0
Schedule/Prepare Activity Pending Activities 1 Show Activities ] Action GEM
Event ID 0 Event Date Status Class l Event Status Updale
Prepare Options Event Status
Enrollment Statement Run Date Frequency

Deduction Frequency - Annual Frequency

Election Enfry Entered pof g Show Plans
I e Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator |N

MWormal Processing

[ Retumn to Search H Motify l

21. Click the Show Activities button.

|‘ Show Activities

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

*
Help
JOHN DOE Person 1D Ben @
Record
BAS Activity
E 1-10f1 v
Select Empl Record | Action EventDate |EventEffseq |EAS - COBRA Action

Manual
] 0 Event 02/01/2026 0| GEM B
o |

22. Click the OK button.

KN
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The On-Demand Event Process page redisplays.

JOHN DOE Person ID Ben Record 0
Activity Date  02/01/2026 Source  Manual Event Empl Record 0
Schedule/Prepare Activity Pending Activities 1 Show Activities l Action GEM
Event IDv 0 Event Date Status Class l Event Status Update
Prepare Options Event Status
Enroliment Staternent Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Entry Entered gof Show Plans
ke i Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator |N

MNormal Processing

l Retumn to Search H Motify ]

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

Schedule/Prepare Activity

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530) |

|

24, Click the OK button to close the message.

OK
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The On-Demand Event Process page redisplays.

JOHN DOE Person 1D Ben Record (]
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 5  EventDate (02/01/2026 Status  Prepared Class GEM Bvent Status Update

Prepare Options Event Status .
Open for Processing

l Enrollment Staterment l Run Date Frequency

® Deduction Frequency C© Annual Frequency

l Election Entry ] Entered pof o Show Plans

Show Ermors I Finalize/Apply Defaults

Validate/Finalize Ermors 0

Confirmation Statement Run Date

l Reprocess l Process Indicator
l Returmn to Search H Motify ]

25. Click the Election Entry button.

Mormal Processing

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

BenAdmin Data Entry

Event/ Participant Selection

Sched ID  EMOO

Option Election

Dependents / Beneficiaries

x

Help |

~  Available Plans and Options &

Empl ID
EventData 02/01/2026 Gain Eligibility Medicare/caid

JOHN DOE

Ben Record o

EventiD 5

Excess Credit Rollover To  Forfeit Excess Credits

Plan Type 10 : Medical

Option Code

K
COVA+ExDen+Out-of-ntwk+Vs&Hr (ACC5) (Self + Spouse)
Health Provider ID | D Previously Seen
Special Requirements
Dependents/Beneficiaries
Enroll All

Dependents/Beneficiaries

- Relationship to o Previously Covered —

D Name Employee Health Provider ID Person Type Age Limit Flag

05 Q | |JODCOE Spouse \:I O Spouse B

Plan Type AY : Health Premium Reward

26.

Plan Type 10 : Medical

Option Code || Q

Click the Option Code Look up icon in the Plan Type 10: Medical section
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The Look Up Option Code page displays in a pop-up window.

Look Up Option Code *
Help &
Search Results
View 100 1-49 0T 49 ~
Option | Option Benefit | Coverage
Code Type Plan Code
1 Option CHA 1
10 Option CHAZ |2
11 Option CHAZ |3
12 Option CHAZ |4
13 Option CHD 1
14 Option CHD 2
15 Option CHD 3
16 Option CHD 4
17 Cintinn CHOY 1
27. Select the applicable Option Code.
In this example, Option Code “1” is selected.

Option | Option Benefit | Coverage

Code Type Plan Code

1 Option CHA 1

10 Option CHAZ |2

11 Option CHAZ |3

12 Option CHAZ |4

13 Option CHD 1

The Plan Type 10: Medical section redisplays with the selected Option Code displayed.

Plan Type 10 : Medical

QOption Code

COVA Hiinwr + Prev Den (CHA) (Single)
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28. Before removing the spouse, make sure to record all the personal information for the new hire
process (e.g., Date of Birth, Full Name, Address, etc.).

Note: This information can be obtained from the Dependents / Beneficiaries page and then
returning to the Option Election page.

Event / Participant Selection Option Election Dependents / Beneficiaries

29. From the Option Election page, click the Delete Row (-) icon to remove the spouse in the
Dependent/Beneficiaries section.

Dependents/Beneficiaries

Relationship to - Previously Covered
Employee Health Provider ID Teen Person Type

®  al sonoe spouse ] o s ]

*ID Name Age Limit Flag

o Optionally, users can click the Enroll All button to remove the spouse.

Dependents/Beneficiaries

Enroll All

A Warning message displays in a pop-up window when the row is manually deleted.

Delete current’selected rows from this page? The delete will occur when the fransaction is saved.

| | oK | || Cancel

30. Click the OK button.

Cancel
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The Option Election page redisplays with spouse removed from the Dependents/Beneficiaries

section.

BenAdmin Data Entry

Event/ Participant Selection Option Election

Dependents / Beneficiaries

Sched ID  EMOD Empl ID

Event Data  02/01/2026 Gain Eligibility Medicare/caid

JOHN DCE

Ben Record o EventID 5

Excess Credit Rollover To  Forfeit Excess Credits

~ Available Plans and Options @

@] [ozv

Plan Type 10 : Medical

Option Code

COVA HithAwr + Prev Den (CHA) (Single)

o

Health Provider ID |

O Previously Seen

Dependents/Beneficiaries

Special Requirements

Enroll All ]

Dependents/Beneficiaries

"D Name E;lg}goyr;hipm Health Provider ID ‘ SRR S;’I‘_':;ﬁqu Age Limit Flag ‘

31. Click the OK button.

’_ﬁ[ Cancel H Apply l
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The On-Demand Event Process page redisplays.

JOHN DOE Person 1D Ben Record 1]
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 5  EventDate 02/01/2026 Status  Entered Class GEM Event Status Update
Prepare Options Event Status -
Cpen for Processing
Enroliment Statement l
l Run Date Frequency
@® Deduction Frequency O Annual Frequency
l Election Eniry l Entered 4 o0f 5 Show Plans
; Sl . [ Finalize/Apply Defaults

l Validate/Finalize l Errors 0 Show Emors

‘Confirmation Statement Run Date
l Reprocess l Process Indicator

Mormal Processing

l Return to Search ] l Motify ]

32. Click the Validate/Finalize button.

Validate/Finalize

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530)

33.

OK

Click the OK button to close the message.
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The On-Demand Event Process redisplays.

JOHN DOE Person 1D Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 5 EventDate (2/01/2026 Status Finalized - Enrolled  Class  GEM Event Status Update

Prepare Options
- 2 Bvent Status Closed to Processing

Enrollment Statement Run Date

Frequency
Deduction Frequency ' Annual Frequency
Election Entry Entered 0 of 0 Show Plans
: T T Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
Confimation Statement Run Date
Reprocess Process Indicator |N

Mormal Processing

m[ Retum to Search ” Motify l
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Hire the Spouse as an Employee

Now that the retiree’s benefit election has been updated to “Single”, the Agency BA must now hire the
spouse as an employee in Cardinal.

Step

Action

1.

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

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

Benefits WorkCenter

Q&
> My Work
> My Approvals

I Links

Employee/Dependent Information

Update Dependent/Beneficiary

Review Benefits Attachment
Eenefits Summary
Enroll in Benefits
Enroliment Administration

Other Links

> Queries

> Reports/Processes

Users can also access the Update Dependent/Beneficiary page using the following path:

NavBar > Menu > Benefits > Employee/Dependent Information > Update
Dependent/Beneficiary

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

Update Dependent/Beneficiary
Find an Existing Value

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

') Recent Searches | Choose from recent searches v| / [ Saved Searches ‘ Choose from saved searches "| /
EmplID | begins with v Name | begins with v
Last Name ‘ begins with v| ‘ | Second Last Name ‘ begins with v| ‘ |
Alternate Character Name ‘ begins with v| ‘ | Middle Name ‘ begins with V| ‘ |

A Show fewer options.

[0 Case Sensitive O Include History 0 Correct History
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0 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.

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

Empl ID | begins with |

Note: Users can also search for the applicable retiree using the various Name 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.

3. Click the Search button.

Search Clear

The Search Results display.

~ Search Results
2results - EmplID

First

Last

Middle

Businass

£ o

Payroll

| wiewan

EmpliD 5T Name Name Hame Unit Company ez Status
JOHM o . .
DOE JOHN DCE (Dlank) 22800 WCU Active Active »
JOHN JOHN DoE lank 22800 wiCu Inacti Retired >
DOE O (Dlank) nactive eti
4. Click the Drill In (>) icon on the retirement job record row.
First Last Middle Business. Payroll
EmpliD LB Mame Name Hame Unit Company pHSEes Status
JOHN o . .
DOE JOHN OoE (blank} 236800 WiCu Aptive Antive >
JOHM o - .
DOE JOHN DoE {olank) 23800 WCu Inactive Retined >
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The Update Dependent/Beneficiary page displays for the selected retiree with the Name tab displayed
by default.

Name Adadress Personal Profile

JOHN DOE Person ID

Dependent/Beneficiaries IE' | | Vview Al
*Dependent/Beneficiary ID E\
Name History @ of 1 v I View All
Effective Date  01/01/1901 E

Format Type  English

i Return fo Search ” Notify ] Update/Display [ Include History H Correct History

Mame | Address | Personal Profile

5. Click the Personal Profile tab.

Name Address Personal Profile

The Personal Profile page displays.

Hame Address Personal Profile

JOHN DOE Person 1D

Personal Profile [a] | View Al

(=]
Dependent/Beneficiary ID 05 JO DOE

*Date of Birth Birth Location | ‘
BihCounty [ a grnsae [
Date of Death Riders/Orders exist

Medicare Entitled Date

RidersfOrders
Personal History @ I 10f1 I View All
*Effective Date | 01/01/1901 E
*Relationship to Employee ‘ Spouse vl
*Dependent Beneficiary Type ‘ Approved Dependent v|
*Gender ‘ Female v|
*Marital Status | Married v| Asof [01m1r1901
QOccupation |
FESusa
~ National ID
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6. Click the Show next row arrow until the Personal Profile for the spouse is reached.

| 1ofas || > ] 2|1 Viewan

7. Confirm that the information on this page is accurate for the spouse.

Note: This information will be used to hire the dependent (the spouse in this scenario) as an
employee.

8. Click the Address tab to review the Address information for the spouse.

Name Address Personal Profile

The Address page for the spouse displays.

Mame Address Perzonal Profile
Dependent/Beneficiaries @ | | View All
[
JOHN DOE Person 1D
Dependent/Beneficiary ID 05 Name JO DOE
Address History @ | 10f1 w I Wiew Al
[+
Same Address as Employee Address Type
Employee's Current Address
Country USA United States
Address 100 MAIN ST
RICHMOMD, VA 82999
Westmoreland
Phone Information
[=][a]
Same As Employee Phone Type Telephone Extenszicn | Preferred
— ]
9. Confirm that the information on this page is accurate for the spouse.

Note: This information will be used to hire the dependent as an employee (the spouse in this
scenario).
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10.

Navigate to the Create Employee page by clicking the Manage Human Resources tile on the
Cardinal HCM Homepage.

Manage Human Resources

foyicel

The Manage Human Resources page displays.

Manage Human Resources

Add Jobs and Assignments

a

-®

Return From Leave

11. Click the Create Employee tile.

Create Employee

2
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The Create Employee Search page displays.

Create Employee

Personal Details

12.

*National ID |

Enter the dependent’s SSN in the National ID field.

13. Click the Search button.

Search

displayed by default.

The Create Employee page displays with the Person Details tab (Step 1 of 3: Person Data)

Create Employee

@ 2 3
Person Data Job Data Summary
0, ~ Person Details a
~
Person Detais
Name
Gontact *Effective Date |03/01/2026
Information
10} FormatType | English v
Regional Praposed
o
‘Checklist
Validation
View Name
Personal Information
it Counry [U5A a S
United States
Exclude Contact Information? |
Biographical Details

14. The Effective Date field defaults to today’s date. Update this date to the applicable date of the
new hire (dependent) as needed.
*Effective Date | 02/01/2028 @
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The Effective Date cannot be greater than today’s date when creating or modifying a person
0 in Cardinal. For further information on Effective Dating, see the Job Aid titted HR351 Overview
of Effective Dating. This Job Aid can be found on the Cardinal website in Job Aids under
Learning.

15. Optionally, click the Name Prefix dropdown button and select the applicable prefix.

Name Prefix W

16. Enter the dependent’s first name in the First Name field (required).

*First Name

17. Optionally, enter the dependent’s middle name or middle initial in the Middle Name field.

Middle Name I ||

0 Do not add a period behind the middle initial.

18. Enter the dependent’s last name in the Last Name field (required).

*Last Name

0 Do not include suffixes (Jr, Sr, or IV) in the Last Name field.

19. Click the Name Suffix dropdown button and select the applicable suffix as needed.

Name Suffix I vI

View Mame

20. Optionally, click the View Name link to view how the name will be displayed.

Name Suffix | v|

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

Note: After reviewing, click the “X” button to close the pop-up window and adjust the name fields if

needed.

Name

Display Name Jo Doe
Formal Name .Jo Doe
PSFormat Display Name DoeJo

PSFormat Formal Name Deoe.Jo

21. Scroll down to the Personal Information section and click the Date of Birth Calendar icon to

select the dependent’s date of birth (required).

this data is not reported.

Perzonal Information

*Date of Birth | ] |

Birth Country |USA Q|
United States

Note: The Birth Country field defaults to “USA”. This can be updated but is not required as

22. Click the Add Biographical Details button.

Biographical Details

If no data is entered, the default values will be saved upon selecling the Next button.

Add Biographical Details

The Biographical Details page displays in a pop-up window.

Cancel Biographical Details
*Effective Date |02/01/2026
*Highest Education Level | Not Indicsted
*Marital Status | Unknown s
Marital Status Date
Language Code
Alternate ID
Full-Time Student ||

*Gender | Unknown

)

7]

The Effective Date field within this section defaults to the effective date selected above. Do
0 not change.
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23.

Click the Marital Status dropdown button and select the dependent’s legal marital status.

*Marital Statug | Unknown »

When a selection is made in the Marital Status field, the Marital Status Date updates to the
Effective Date above. Do not change.

Marital Status Date | 02/01/2026 &

24.

The Language Code, Alternate ID, and Full-Time Student fields are not currently tracked or
used in Cardinal.

25.

Click the Gender dropdown button and select the dependent’s gender.

Note: This field is a required field for benefits and payroll purposes and must provide the
dependent’s legal gender. This is not to be confused with the optional Preferred Gender field
located on the VA Person Info section.

*Gender | Unknown

26.

Click the Done button.

27.

Scroll down to the National ID section.

National ID

[+] |
| *Country 1l *National ID Type 11 National ID 11 Primary 1D T ‘
‘ USA Social Security Number Yes ‘
The National ID field auto-populates.

National ID

[+] |
| *Country 1l *National ID Type 11 National ID 11 Primary 1D T ‘
‘ UsA Social Security Number Yes ‘
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28. Click the Contact Information tab or use the scroll bar to scroll to the Contact Information
section.

!'9_\4-

Person Details

Contact
Information

G

Regional

L=
-

Checkdst

E

A Person Info

&

\shidation

The Contact Information section displays.

;9\" + Contact Information o
Parson Details
Addresses

Mo data exists.

Contact
Add Address
G
Regional Phone
o Mo data exists.
p=

Checkdist Add Phone

D Email

WA Persen Info

Mo data exists.

f" Add Email
‘sEdation

Email Option Selection

® Agency Provided Email
O Pending Agency Provided Email

O Employee Provided Email

1.Agency Provided Email and Employee Provided Email must be a valid email address thatis unique to the employee, except:
2.When no email address is available, select applicable email option and ALWAYS use noemail@virginia.gov

29. Click the Add Adress button in the Addresses section.

Addresses

Mo data exists.

Add Address
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The Add Address page displays in a pop-up window.

E Canesl i

Address Detail

Add Address

Address Type Home

*Effective Date | 02/01/2025

o

Address 1 |

Address 2 |

Address 3 |

City |

County |

The top section of the Add Address page auto-populates. Do not change.
An Address Type of “Home” is required for healthcare extract file requirements.

If the mailing address and the home address are the same, only enter the home address. Do
not duplicate the same address information.

Address Type Home

*Effective Date |02m1;2c|25 |
Country |USA Q|
*Status
30. Enter the dependent’s address information using the applicable fields in the Address Detail
section.
Address Detail
Address 1 |
Address 2 ‘
Address 3 |
City |
see [ al
posal ||
County \
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The Address 1, City, State, and Postal are required fields. The employee’s personal data
0 cannot be saved if any of these fields are blank.

Click the Done button once the applicable Address Detail information has been entered.

32.

The Addresses section redisplays.

Addresses

Address Type Effective Date Address
Home

02/01/2028
GURRENT

100 MAIN ST RICHMOMD, ' 82020

Click the Add Phone button in the Phone section.

Phone

Mo data ewists.

Add Phone

The Phone Number page displays in a pop-up window.

Phone Number

*Number | |

Extension | |

Preferred |_| |

33.

*Type || Mobile '

Click the Type dropdown button and select the type of phone number being entered.
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34.

Enter the dependent’s phone number in the Number field.

“Type | Mobile v|

*Number | 555/555-5555

It is not necessary to enter dashes. When tabbing out of the field, the appropriate phone
0 number format will auto-populate.

35.

Select the Preferred field toggle to identify the dependent’s preferred phone number.

Preferred

36.

Click the Done button once the Phone Number information has been entered.

The Phone section redisplays.

Phone
Type 1. Mumber 1, Extension Tl Preferred 11
Mobile 555/555-5555

-

Additional phone numbers can be added for the dependent as needed by clicking the Add
0 button (+) and then repeating Steps 32-36.

Phone

+

37. Click the Add Email button in the Email section.

Email

Mo data exists.

Add Email
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The Email Address page displays in a pop-up window.

Email Address m

Preferred Mo

*Email Address |

38. Click the Email Type dropdown button and select “Personal”.

*Email Type | Personal »

39. Enter the email address in the Email Address field

*Email Address ‘

When no email address is available, use noemail@virginia.gov. This can be replaced with a
0 personal email address once it is obtained.

The personal email address for the dependent must be unique and cannot be the same as the

retiree’s email address. The system will display an error upon validation if a duplicate email
address is entered.

40. Click the Done button.

The Email section redisplays.

Email

Email Option Selection

® Agency Provided Email

) Pending Agency Provided Email
' Employee Provided Email

1.4gency Provided Email and Employee Provided Email must be a valid email address that is unigue 1o the employes, except
2\When no email address is available, select applicable email option and ALMEY'S use noemail@virginia.gov

Type 7L Email Address 7L Preferred 7L
Personal JoDoe@zesmail.com s
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41. Select the Employee Provided Email radio button option in the Email Option Selection
section.

Email Option Selection

C Agency Provided Email

O Pending Agency Provided Emali

@ Employee Provided Email

1.Agency Provided Email and Employee Provided Email must be a valid email address that iz unigue to the employee, except
2.When no email address is available, select applicable email option and ALWAY'S use noemail@virginia.gov

42. Click the Regional tab.

=]
nl—
Person Details

Contact
Information

G

Regional

2]
i

Checkfist

El

‘A Person Info

o

‘alidation

The Regional section displays.

-+ Regional a

~USA

Ethnic Group

1 row
Regulatory Region Ethnic Group Primary
| | 0o
United States
Work Status

Mo data exists.

Add Work Status

D Smoker History
1 row

Smoker T, Smoker Status Date TL

Ho v

~ CheckList

Select Checklist Code
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The information in the Regional section is used for reporting purposes and should be entered
if provided.

The Regulatory Region field defaults to “USA”. Do not change.

The Ethnic Group field is optional, but can be entered if provided by the dependent. It may
also be filled out by the dependent in Employee Self-Service.

43.

Click the Add Work Status button in the Work Status section.

Work Status
Mo data exists.

| Add Work Stalus

The Veteran section is also optional and can be entered if the dependent provided their
military service and service documentation.

Veteran

Military Status. | v|

Military Discharge Date

44. Click the Done button.
45. Click the VA Person Info tab and click the Expand button to view the VA Person Info section.

Q,
F

Checklist

A » VA Person Info

A Persan Info

The VA Person Info section displays.

~ VA Person Info

Linked Participant EmpllD o] |

Preferred Gender w

Power OFf Attorney

Preferred Pronoun w
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46. Enter the Employee ID of the employee (the retiree in this scenario) to be linked to the
dependent in the Linked Participant EmplID field and tab out of the field.

Linked Participant EmpllD Q

The VA Person Info page redisplays with the Click here to add Other Linked Participant Details link
displayed.

~ VA Person Info

Linked Panli_ﬂlijlig Q | Click here to add Cther Linked Participant Details
Preferred Gender ‘ V‘
Power Of Attorney |
Preferred Pronoun | v |

If more than one dependent needs to be linked, refer to the Job Aid titled BN361 Linking
0 Dependents and Retirees, located on the Cardinal website in Job Aids under Learning.

47. Click the Validation tab.

!'9_\4-

Person Details

Contact
Information

G
Regional
2
Checkist

J:__:l

‘& Persen Info

o

“alidation
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The Validation section displays.

~ Validation

Validation Messages

D Currently there are no exceptions to be displayed.

48. Click the Next button on the right side of the page at the top.

Create Employee

@ 2 :

Perzon Data Job Data Summary

I Mext » I

This is the step where information entered for the employee’s Personal Data is validated. If
0 there is any missing required information, Cardinal will generate an alert.

Note: Do not click the Back button in the browser to go back, as all information that has been
entered will be lost.

Review the message and go to the sections where the missing information is captured and
enter the required information.
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The Create Employee (Step 2 of 3: Job Data) page displays with the Work Location tab displayed by
default.

Create Employee

Date Created 08/12/2026

JO DOE
1 "/;\ 3
Person Data Job Data Summary
[ Step 2 of 3: Job Data ~
Wark Locatian
~ Work Location
&
Joih It
- *Effective Date |02/01/2025 Effective Sequence \:\
E *Action m Reason b
= e v] | |
Corpa HR Status Active Payroll Status  Active
(‘a #lob Indicator | Primary Job % Status
Payral
= Postonumter [ a verise Dot (]
Empiayment
D Position Ma d
&
United States.
e Business Unit 23800 Q
Wirginia Commonwealth Univ
o
#

Last Start Date 02/01/2026

49.

Create Employee

Jo Doe

Cardinal will auto-assign the Employee ID Number for the dependent. Make note of the
assigned Employee ID Number for future use.

Note: This number is located at the top of the page below the dependent’s name.

50.

*Effective Date |02/01/2025

The Effective Date field defaults to the date entered on the Personal Information page.
Update to the first of the month of eligibility.

@

*Action

Hire

The Action field defaults to “Hire” and no other selections are available.
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51.

Click the Reason dropdown button and select the applicable retiree type. In this example,
“Hire ORP Ret” has been selected.

Reason | Hir ORP Ret W

Users may see a notification message displayed in a pop-up window. In this case, review the
message, confirm the effective date is correct, and then click the OK button.

Confirm that the effeclive date malches the Job Begin Date on the New Hire papenvork.
Confirm that the effective date matches the Job Begin Date on the Mew Hire paperwork. Otherwise, correction by the Cardinal PPS Team would be required

52.

Enter the retiree Position Number in the Position Number field (‘Company Code + Retiree
Type + 00”).

In this example, “VPIORPO00” has been selected.

Position Number |VFIORFOD E.'t||

The remaining position related fields on this page will auto-populate once the Position Number
is entered and tab out of the Position Number field.

53.

Click the Job Information tab.

B

Work Location

[&

Job Information

e

Salary and
Cempensstion

&

Payroll

[

Employment
Diata

2
-
Bensfit Program

E

COV Specific

2

Valdation
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The Job Information section displays.

~ Job Information

Supervisor Supervisor Name
S0C CD Supervisor Posn
Job Code |CRPHED Job Entry Date |02/01/2026
ORP Retires

Supervisor Level |E

Employes

Reports To view Current Incumbents Reports Ta Manager

RegularTemporary | Regular FulliPart | Part-Time

Regular Shift | Mot Applicable v 5hift Rate \:\
Classified Ind | Classified Shift Factor \:\

Standard Hours

Standard Hours |20.00 Work Period | Waekly b

Adds to FTE Actual ]

FTE |0.500000 Count?

Encumbrance Owverride

> USA

54. Click the Employee Class dropdown button and select the applicable Employee Class. In this
example “ORPRetiree” has been selected.

Employes Class | ORPRetirea W

55. Click the Salary and Compensation tab.

B

Werk Location

[&

Jok Infarmation

e
Salary and
Compsneation

5

Payroll

2

Employment
Data

2
=

Bensfit Program

B

COV Specific

&

Wabdation
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The Salary and Compensation section displays.

~ Salary and Compensation

Salary Plan
Salary Admin Plan
Grade Grade Entry Date
Step Step Entry Date
Includes Wage
Progression Rule

Compensation

Compensation Rate 0.0000005

*Frequency | Annual L
Comparative Information
Change Amount 0.0000005% USD Frequency Annusl
Change Percent 0.000 Comparison Ratio
Pay Rates
Annual usD Daily usD
Monthly usD Hourly usD

Default Pay Components

Pay Components

Mo Pay Componenis exists.

Add Pay Component

56. Click the Frequency Look up icon and select “M” (Monthly).

*Frequency MQ

Monthhy

57. Click the Default Pay Components button.

Default Pay Components

58. Click the Calculate Compensation button.

Calculate Compensation
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59.

Click the Payroll tab.
B}

WWork Location

@

Job Information

e

Salary and
Compensation

@
Payroll

5

Employment
Data

2
=

Benefit Program

‘alidation

The Payroll section displays.

~ Payrall

*Payroll System | Payrall for Morth America Vl

Payroell for North America

Pay Group | C{|

Employes Type | D_|

Tax Location Code | O.|
GL Pay Typ= | |

Edit ChartFialds

Absence System

Other L

Holiday Schedule |

Combination Code

60. Click the Pay Group Look up icon and select “MNP” (Non-Payroll).
Pay Group | MMP 8]}
Mon-Payraoll
61. Enter the applicable Tax Location Code in the Tax Location Code field.
Tax Location Code H CLI
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@

Other fields in the Payroll for North America section auto-populate based upon the selected

Pay Grou

p. Do not change.

Employees Type |S

Tax Location Code |DBT

Payrell for North America

Pay Group |MNP

Maon-Payrafl

Salaried

Henrico

GL Pay Type |

Holiday Schedule |MOHOL o}
LOCALITY

62.

Click the Benefit Program tab.

B

Work Location

[a

Job Information

e

Salary and
Compensation

&
Payroll

c

Employment
Data

=

Benafit Frogram)|

B!

COV Specific

c

\alidation
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The Benefit Program section displays.

~ Benefit Program

Eenefit Record Number 0

*Benefits System | Benefits Adrministration

Benefits Employee -
A | Status Active

Rate

Enter or update the ACA Eligibility details from the related actions in Job Actions Summary.

Benefits Administration Eligibility

Eligible Field 1

Eligible Field 3 :I
Eligible Field & \:I
Eligible Field 7 \:I
Eligible Field 3 :I

Benefit Program Participation Details

Effective Date 1 Benefit Program %1

02/01/2026 PSX

T USD

Eligible Field &

1 row

REYEY

{Currency Code 1L

Sy deliverad 2mpty Ben Pgm UsD

63. Scroll down to the Benefits Administration Eligibility section and complete the following

fields:

¢ Eligible Field 2 (e.g., “007008000” for ORP)

e Eligible Field 3 (“N”)

e Eligible Field 8 (“12-12")

e Eligible Field 9 (e.g., “LS-GB”)
Eligible Field 1 Eligible Field 2 I C!kl
Eligible Fie[dSI El Eligible Field 4 | Ql
Eligible Field 5 | O_| Eligible Field &
Eligible Field 7 | Q| Eligible FieIdB|| Oll
Eligible Field 3 I QI

For more information pertaining to Eligible Fields, see the Job Aid titted BN361 Overview of
the Eligibility Configuration Fields located on the Cardinal website in Job Aids under
Learning.
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64.

Click the Validation tab.
B

Work Location

(@

Job Infermation

e

Salary and
Compensation

@

Payroll

.

Employment
Data

2
[ =3

Benefit Program|

E

COW Specific

&

‘Validation

The Validation section displays.

« Validation

Validation Messages

Currently there are no exceptions to be displayed.

65. Click the Next button.
® @ s
Person Data Job Data Summary
< Previous “ Next > I
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The Validation Messages section displays.

Validation Messages

[ Proceed with warni ng

Validation Succassful with warnings

4 rows
EEYEY

Message Severity 1L Message Text 1L
1 Warmning Waming — date out of range. (15,8)
2 Waming Waming — Head count of 620 exceeds madmum head count of 1 for position. {1000,158)
2 Waming WWaming — Compensation Frequency has besn updated. (1010,284)
4 Waming Waming — Compensation Rate is zero. (1000,31)

66. Review the Validation Messages section and click the Next button.

Next »

Note: Users should validate every transaction to review and address any warnings and/or
errors that may have occurred. Warnings can be bypassed, but errors must be addressed
before submitting (the Validation Messages section will display an Error message and the
validation will fail). Select the Proceed with warning checkbox option if applicable.

~~ Validation

Validation Messages

Validation failed

3 rows

(][]

Message Severity 1. Message Text 71

1 Waming “Warning -- Update Elig fields 2, &, 9 (Health, Confract/Pays, Status/Code) and revalidate.
2 Waming ‘Warning -- Compensation Frequency has been updated. (1010,264)
3 Enor Eligibility Group is a required field when Pay System is PMA or Pl and using Absence Management. (1000,1361)

Validation Messages

I Proceed with warning I

Validation Successful with warnings
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The Create Employee Step 3 of 3: Summary page displays.

Create Employee

JO DOE : @ @

Person Data Job Data Summary

=] -

Step 3 of 3: Summary
Summary of Changes

«+Personal Data

Field Label Proposed Information
Effective Date 020172028
Display Name JODOE
Date of Birth 02/05/1251
Birth Country USA-United States.
Effective Date 020172026
Effective Date { Gender 02/01/2026 | Female
Effective Date / Highest Education Level 02/01/2028 /Mot
Indicated
Effective Date ! Marital Status 02/01/2028 J Mamied
National ID Type Socisl Sscurity Mumber
National ID Type | National I Social Security Mumber £

67. Review the Summary of Changes section, and then click the Submit button.

(e

The Submit Confirmation page displays.

Submit Confirmation

VErnplcvyee Relationship for Jo Doe has been successfully created.

Jo Doe

Create Person Chacklist
Idzntification Data
Emergency Contacis
Dizabilities

| Go To Manage Human Resources |

As a reminder, Cardinal has auto assigned the Employee ID Number for the dependent. Make
0 note of the Employee ID Number in the Empl ID field for the next steps.
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68. Click the Go To Manage Human Resources link on the Submit Confirmation page.

Identification Data
Emergency Contacts
Dizabilties

Craate Parson Chacklist ‘

I Go To Manage Human Resources I

The Manage Human Resources page displays.

Manage Human Resources

Create Employee Modify Person Manage Job Add Jobs and Assignments Manage Position
EA £y s 880,

Name Changes Return From Leave
Name

69. Click the Modify Person tile.
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The Modify Person Search Existing page displays.

Modify Person

Search Existing

~ Search Criteria

My Saved Searches [ v]

Empl ID ‘beginswnh v| | |

Name ‘beginswilh v| | |

Last Name ‘DEQII‘ISWHD V| | |

O Include History

[ Clear l l Save Search l

70. Enter the Employee ID for the dependent in the Empl ID field.

Empl ID | begins with V| ‘

71. Click the Search button.

The Modify Person page displays, Step 1 of 2: Person Data, with the Person Details tab displayed
by default.

Modify Person
Jo Doe @
2
Person Data Summary
& Step 1 of 2: Person Data o
e Dt ep 1 of 2: Person Da
~ Person Details
Cantact
Infamiation Names
e [+] |
Reagicral
| Format Type Effective Date Display Name Formal Name |
English
A Ferean e 03/01/2028 Jo Doe Jo Doa ‘
cummenT
=)
Vel Personal Information
*Date of Birth |05/2311854 Years 62 Months 2
Unted States,
Excluds Contact
Date ot Death inrmonon?
Bicgraphical Details
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72. Click the VA Person Info tab.

E_:.

Parson Details

Contact
Information

@
Regional

E

& Person Info

=

‘aldation

The VA Person Info section displays.

.> VA Person Info

73. Click the VA Person Info link to expand the section.

» VA Person Info

The VA Person Info section expands to show all the fields in this section.

~ WA Person Info

Linkad Participant EmpliD ey Click here to add Other Linkad Participant Detsils

Preferred Gender w

Power Of Attormey | |

Preferred Pronoun -

74. Validate that the retiree’s Employee ID is populated in the Linked Participant EmplID field. If
not, enter the retiree’s Employee ID.

VA Person Info

Linked Participant EmpIIDI| o I Click hera to add Other Linkad Participant Details
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75. Click the Validation tab.

Ra-

Person Details

Contact
Information

@
Regional

Q.
=
Chechkfist

E

& Persen Info

o

“shidation

The Validation section displays.

L Validation

Validation Messages

Currently there are no exceptions {o be displayed.

0 Validation messages may appear that include warnings and errors. If a Validation warning

message appears, review the warning and make updates as needed or proceed with warning.
Error messages must be addressed prior to saving.

~ Validation

Validation Messages
Validation Successful with warnings

Proceed with warning

76. Click the Next button.

Mext »
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The Modify Person Step 2 of 2: Summary page displays the Summary of Changes.

Meodify Person

Jo Doe
® ®

Perzon Data Summary

sam

Step 2 of 2: Summary

_Surn mary of Changes

Mo Summary to display.

77. Click the Submit button.

< Previous m

The Submit Confirmation page displays.

Submit Confirmation

“Pelscm Data for Jo Doe has been successfully submitted.

Jo Dos

Identifization Data
Disabilities
Emergency Contacts

3o To Manage Human Resources
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The Benefits Personal Data Page
Before enrolling the spouse in Medicare Benefits, the Agency BA must complete the information shown

on the Benefits Personal Data page.

Step | Action

1. Navigate to the Benefits Personal Data page using the following path:

NavBar > Menu > Benefits > Employee/Dependent Information > Benefits Personal Data

The Benefits Personal Data Find an Existing Value Search page displays.

Benefits Personal Data

Find an Existing Value

Mew Window | Help

~ 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| / [1 saved Searches | Choose from saved searches V| /

Search by: | Empl 1D | begins with E
~ Show more options
O Include History

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

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

Note: Users can also search for the applicable employee using the various Name 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 |

3. Click the Search button.

[ [
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The Benefits Personal Data page displays for the spouse.

JODOE

Benefits Personal Data

Highly Compensated Employee
*Highly Compensated Last Year

Benefits Personal Data - Date Sensitive

*Effective Date | 02/01/2028

[ Medicare A Indicator
I Medicare B Indicator

[ Medicare D Indicator

| Return to Seanch || Muoify |

Person D
Mot Eligible for the Plan A
| 1of1 w | Wisw Al
-]
Alternate Medicare Number I:I
HIPAA Medicare Elig Reason | v|

Click the Effective Date Calendar icon in the Benefits Personal Data — Date Sensitive
section and select the first day of the month in which the spouse is Medicare eligible.

*Effective Date I

Medicare Number ‘

The Medicare Number field will be entered by the Agency BA when received, and dashes are

not accepted in the field.

Note: Prescription coverage may be delayed until the Medicare Number is provided.

*Effective Date

Medicare Number

5. Select both the Medicare A Indicator and the Medicare B Indicator checkbox options.
Note: The Medicare D Indicator is not used in Cardinal and should not be selected.
3 Medicare A Indicator
& Medicare B Indicator
[ Medicare D Indicator
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For End Stage Renal Disease, the Medicare A, B, and/or D Indicator checkbox options will not
0 be checked. OHB is establishing the record for End Stage Renal Disease (ESRD).
6. Click the HIPAA Medicare Elig Reason dropdown button and select either “Age” or “Disability”
as the applicable HIPPA Medicare eligibility reason.
Note: The HIPAA Medicare eligibility reason of “End Stage Renal Disease” is only to be used
by OHB when the employee is in a Non-Medicare Plan and Medicare is Primary.
HIPAA Medicare Elig Reason
Disability
End Stage Renal Disease
7. Click the Save button.
l Return to Search l l Motify l
8. Click the Home button in the top right corner of the page to return to the Cardinal HCM

Homepage, and then click the BN WorkCenter tile to navigate to the On-Demand Event
Process page.

BN WorkCenter
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Once the spouse has been hired into Cardinal and linked with the retiree, and Benefits Personal Data
has been updated, the spouse is now eligible for Medicare benefit enrollment. The Agency BA will now
navigate to the On-Demand Event Process page and process the New Hire (HIR) benefit event for
the spouse to enroll the spouse in Medicare.

BN361 Employee Set Up for Medicare

Step

Action

1.

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

On-Demand Event Process

Benefits WorkCenter

> My Work
> My Approvals

b Links

Enroll in Benefits

Employee/Dependent Information

Enroliment Administration

Q&

On-Demand Event Process

Benefit Event

Other Links

> Queries

> Reports/Processes

Employee Event Details

Review Employee Statements

@

Users can also navigate to the On-Demand Event Process page using the following path:

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

Event Maintenance

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

~ Search Criteria

On-Demand Event Maintenance

Find an Existing Value

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 #

Empl 1D | pegins with

Name | begins with v| |

# Show fewer options

[ Case Sensitive

m Clear

Second Last Name | begins with +

[] Saved Searches | Choose from saved searches

V4

Empl Record | = -

Last Name | begins with v| |

Alternate Character Name | begins with
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2. Enter the spouse’s Employee ID in the Empl ID field.

Note: Users can also search for the applicable employee using the various Name 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 |

3. Click the Search button.

The On-Demand Event Process page displays.

Jo Doe Person 1D Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 3 Show Activities Action
Event ID 0 Event Date Status Class Event Status Update
Prepare Options Event Status

Enroliment Statement Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Entry

Entered 0 of 0 Show Plans
P T . Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator | M

Mormal Processing

’ Retum to Search

4. Click the Show Activities button.

[ Motify l

Activity Date Source Empl Record 0

Schedule/Prepare Activity Pending Activities 3 | Show Activiies | Action
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The BAS Activity page displays in a pop-up window.

X
Help
Jo Doe Person D Ben g
Record
BAS Activity
5 i BAS -
elect Empl Record | Action Source | Event Date Event Effseq Action COBRA Action
Benefils
O 0 Person 02/01/2026 0| MsSC E\
Manual
O ] Event 02/01/2026 0 |HR2 B
Job Data
[m] Change 02/01/2026 0 |HIR E\

“ Cance!

Benefits Personal Data may trigger an “MSC” event. Events should be processed in the
0 following order: “HR2”, “HIR”, and the “MSC” event last.

5. Click the Select checkbox option for the “HR2” Benefit Event.

Select Empl Record | Action Source | Event Date Event Effseq E:lison COBRA Action

Benefils .
O 0 Persan 020142026 0| MSC EI

I s : ; ! 7 H :
nEf:rﬁa Eoz.rm:zuzs nEan El

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

O 0 ‘éﬂr?;;a 020172026 0 |HIR E'
6. Click the OK button.

................
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The On-Demand Event Process page redisplays.

Activity Date  02/01/2025

ESchedule/Prepare Activity

Event 1D a Event Date

Prepare Cptions

Enroliment Statement

Election Entry

Validate/Finalize

Confirmation Statemeant

Reprocess

Person ID Een Record 0
Source Manual Event
Pending Activities 3 Show Activifies Action HRZ
Status Class Event Status Update
Event Status
Run Date Frequency
Deduction Frequency ' Annual Freguency

w Plar

Entered o of a Show Plans
e Finalize/Apply Defaults

Errore o Show Emors
Run Dat=

Process Indicator
Momal Processing

| Return to Search || Muotify |

7. Click the Schedule/Prepare Activity button to manually run the Benefits Administration

process for this Benefit Event.
This will process and close the HR2 Benefit Event.

I Schedule/Prepare Activity

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530)

8. Click the OK button to close the message.

OK
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The On-Demand Event Process page redisplays.

Jo Doe Person ID Ben Record 0

Activity Date Source Empl Record o

Schedule/Prepare Activity Pending Activites 2 Show Activities ] Action

Event ID 1 EventDate 02/01/2026 Status  Prepared Class HR3 l Event Status Update

Prepare Options Event Status .
Open for Processing
Enroliment Statement Run Date Frequency
Deduction Frequency ' Annual Frequency
Election Entry Entered o of o Show Planz
: S Ehe CIFinalize/Apply Defaults

Validate/Finalize Errors 0 Show Errors

Confirmation Statement Run Date

l Reprocess ] Process Indicator
El Retumn to Search H Mofify ]

9. Click the Show Activities button.

MNormal Processing

Show Activities

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

X
Help
Jo Doe Person 1D Ben g
Record
BAS Activity
o] e
Select Empl Record | Action Source | Event Date Event Effseq g:l?cn COBRA Action
Benefils
O [i] Person 02/01/2026 0 |MSC E\
Job Data
(] 1] Change 02/01/2026 0 |HIR E\

“ Cancel
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10. | Click the Select checkbox option for the “HIR” Benefit Event.
. BAS .
Select Empl Record | Action Source | Event Date Event Effseq Action COBRA Action
Benefils ,
O ] Person 02/01/2026 0 | MSC E\
P libpaa § i N 1B Bivniins)
: i Change :02{0112026 : 0 :HIR : i ; E\
H H H H H H H H
11. | Click the OK button.
- =
The On-Demand Event Process page redisplays.
Jo Doe Person D Ben Record 0
Activity Date  02/01/2026 Source  Job Data Change Empl Record 0
Schedule/Prepare Activity Pending Activities 2 Show Activities ] Action HIR
Event ID 1 EventDate (02/01/2026 Status  Prepared Class HR2 [ Event Status Update
Prepare Options Event Status Open for Processing
Enroliment Statement Run Date Frequenc‘,r
Deduction Frequency ' Annual Frequency
Election Entry Entered o of 0 Show Plans
Validate/Finalize Errors 0 Show Errors [CIFinalize/Apply Defaults

Confirmatfion Statement Run Date

I Reprocess ] Process Indicator
w’ Retum to Search ” Motify ]

12. | Click the Schedule/Prepare Activity button.

Clicking the Schedule/Prepare Activity button will launch an automated program that
schedules and prepares the activity. This button will be disabled if the Benefits Administration
process has already run.

Mormal Processing

I Schedule/Prepare Activity |
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A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530) |

|

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

OK

The On-Demand Event Process page redisplays.

Ja Doe Person 1D Ben Record 0
Activity Date  02/01/2026 Source Benefils Person Empl Record 0
Echedule/Prepare Activity Pending Activities 1 Show Activities ] Action .
Event ID 2 Event Date  02/01/2028 Status Prepared Class HIR [ Event Status Update
Prepare Options Event Stat
! 2 ven us Open for Processing
Enrollment Statement l
l Run Date Frequency
® Deduction Frequency ) Annual Frequency
l Election Entry l Entered g of 1 Show Plans
. S . [ Finalize/Apply Defaults
Validate/Finalize Errors o Show Errors
Confirmation Statement Run Date

l Reprocess l Process Indicator
[ Retum to Search H Motify l

14. | Click the Election Entry button.

Mormal Processing

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

by default.

BenAdmin Data Entry X

Event/ Participant Seleclion Option Election

Dependents / Beneficiaries

Help

Sched ID EMOD Empl ID Jo Doe

Event Data  02/01/2026 Initial Enrollment

Excess Credit Rollover To  Forfeit Excess Credits

Ben Record o EventlD 2

~ Available Plans and Options @

[ [eiv

Plan Type 10 : Medical

“
Option Code \j\
Health Provider D | D Previously Seen
Special Requirements
Dependents/Beneficiaries
Enroll All ]
Dependents/Beneficiaries
Relationghip to - Previously Covered
D Name Employee Health Provider ID Seen Person Type Age Limit Flag
[ 9 L] o -]
|

Event / Parficipant Selection | Option Election

Dependenis / Beneficiaries

15.

Click the Option Code Look up icon in the Plan Type 10: Medical section.

Plan Type 10 : Medical

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

Look Up Option Code x
Help

l|Search Results

View 100

Option | Option Benefit | Coverage
H Code | Type Plan Code

104 Option MODV |1

a7 Option 650V 1
i 96 Option G65MO |1

a7 Option ABE 1

W Waive Optn | (blank) | (blank)

o If the Over 65 Benefit Plans do not populate, ensure the Medicare information was accurately
entered.

If the information is incorrect, update as needed and then complete an “Open” / “Assign Benefit
Program” to the HIR Event to pick up the change.

For additional information on re-opening and reprocessing Benefit Events, see the Job Aid titled
BN361 Re-opening and Reprocessing a Benefit Event located on the Cardinal website in
Job Aids under Learning.

16. | Select the applicable Option Code.

In this example, Option Code “57” is selected.

Option | Option Benefit | Coverage
Code | Type Plan Code
104 Option MODV |1

57 Option 65DV 1

96 Option 65MO 1

97 Option ABS 1

W Waive Optn | (blank) | (blank)
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The Plan Type 10: Medical section redisplays with the selected Option Code displayed.

Plan Type 10 : Medical

Option Code

Health Provider ID | O Previously Seen

Advan6s + RX + Den&Vision (650V) (Single)

17. Click the OK button.

’_ﬁl Cancel H Apply ]

The On-Demand Event Process page redisplays.

Jo Doe Person ID Ben Record 0
- Activity Date  02/01/2026 Source  Benefits Person Empl Record 0
Schedule/Prepare Activity Pending Activities 1 Show Aclivities ] Action
Event 1D 2 EventDate 02/01/2026 Status Entered Class  HIR ’ Eent Stalus Dpdate
Prepare Options Event Status Open for Processing
’ Enrollment Statement l Run Date Frequency

® Deduction Frequency O Annual Frequency

N - . O Finalize/Apply Defaults
’ Validate/Finalize l Errors 0 Show Emrors
Confirmafion Statement Run Date

’ Reprocess ] Process Indicator
l Retum to Search ” Motify ]

18. Click the Validate/Finalize button.

Mormal Processing

Validate/Finalize
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A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530)

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

OK

The On-Demand Event Process page redisplays.

Jo Dog

Activity Date  02/01/2026 Source Benefils Person

Schedule/Prepare Activity Pending Activities 1

Event D 2 Event Date  02/01/2026
Prepare Options
Enroliment Statement Run Date
Election Entry Entered g of 0
Validate/Finalize Errors 0
Confirmation Statement Run Date

Reprocess Process Indicator |

l Retum to Search l [ Motify l

Status Finalized - Enrolled  Class  HIR l

Person ID Ben Record (]

Empl Record 0

Show Activifies l ]
Action MSC

Event Status Update

Event Stat
vent status Closed fo Processing

Frequency

Deduction Frequency

Show Plans

Show Errors

Annual Frequency

Finalize/Apply Defaults

MNormal Processing

20. | Click the Schedule/Prepare Activity button for the “MSC” event if applicable.
Clicking the Schedule/Prepare Activity button will launch an automated program that
schedules and prepares the activity. This button will be disabled if the Benefits Administration
process has already run.
I Schedule/Prepare Activity I
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A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530) |

L
|
21. | Click the OK button to close the message.
OK
The On-Demand Event Process page redisplays.
Jo Doe Person 1D Ben Record ]
Activity Date Source Empl Record 1]
Schedule/Prepare Activity Pending Activities 0 Show Activities Action

Event ID 0 Event Date Status Class Event Status Update

Prepare Options Event Status

Enrollment Statement Run Date Frequency

Deduction Frequency ' Annual Freguency

Election Entry Entered 0 of 0 Show Plans
s - = Finalize/Apply Defaults
Valid ate/Finalize Errors 0 Show Errors
Confirmation Statemeant Run Date
Reprocess Process Indicater |M

Hormal Processing

E l Retum to Search l ’ Motify l

0 The spouse has been hired, linked to the retiree, and enrolled in Medicare.
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