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Managing and Approving Dependents Overview

This Job Aid provides the step-by-step instructions for an Agency Benefits Administrator to monitor
those dependents that are currently in an “Unapproved Dependent” status. Unapproved dependents are
not covered under the employee’s selected plan coverage and must be updated to a status of
“Approved Dependent” once the applicable supporting documentation is provided by the employee.
Review the dependents pending approval and follow up with the employee to ensure that the supporting
documentation is provided within the established timeframe.

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

e Additional dependents need to be enrolled

¢ Additional enroliments need to be completed

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

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

e Dependents need to be removed from the Health Plan enroliment because the documentation
was not received or did not meet the eligibility requirement

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

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

Revision Date Summary of Changes
9/1/2026 Updated to reflect the Cardinal system upgrades.
1/26/2026 New section added to Job Aid - Managing Dependent Personal Information.
3/1/2025 Updated the screenshots of the Search pages. Added reference information to the
Overview of the Cardinal HCM Search Pages Job Aid.

Rev 9/1/2026 Page 3 of 33



/;/ Cardinal Benefits Job Aid
V4 BN361 Managing and Approving Dependents

How to Approve a Dependent

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

e A Life Event manually created by a Benefits Administrator

e A Job Record (e.g., hire, re-hire, etc.)

¢ An Open Enroliment Event including the addition of dependents to coverage with supporting
documentation provided as a hard copy.

Step | Action

1. Navigate to the Unapproved Dependents 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: My Work > Audit Exceptions >
Unapproved Dependents

Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.
[€X+]

Unapproved Dependents
[ My Work

Audit Exceptions.

<

- ,
1= le] =)

Unapproved Dependents (155 Employee ID 1 Actions L Employee Name 1. Benefit Record Number 11 Dependent ID . Dependent Name 11

[ My Approvals 0101010101 © DOE. JOHN 1 03 Doe.Jo
Benefits Approval (@] DOE, JOHN

Benefits Document Filing DOE, JOHN

> Queries

0 Doe,J
0 Doe,J

> Links @) DOE, JOHN 0 01 Doe,Jo
0 Doe.J

DOE, JOHN
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Step | Action
3. Click the Employee ID link of the unapproved dependent.
o® Unapproved Dependents
[ My Work
I 155 rows
Audit Exceptions . | =| ‘ & ‘ ®
Unapproved Dependents -:Es] Employee ID 1 Actions 11 Employee Name 1. Benefit Record Number 11 Dependent ID 1. Dependent Name 11
- My Approvals |0101010101 I © DOE, JOHN ! 03 Doe.Jo
Benefits Approval . @ DOE, JOHN 0 03 Doe,Jo
Benefits Document Filing DOE, JOHN 0 03 Doedo
> Links @ DOE, JOHN 0 01 Doe.Jo
ZlCueris= DOE, JOHN 0 02 Doe.do
The On-Demand Event Maintenance page displays in a pop-up window.
On-Demand Event Maintenance X
Help|
JOHN DOE Person ID Ben Record 1
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 0 Event Date Status Class Event Status Update
Prepare Options Event Status
Enroll t Stat t
nroliment Statement Run Date Frequency
Deduction Frequency ' ' Annual Frequency
Election Entry Entered g of 0 Show Plans
i el - Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors pply
Confirmation Statement Run Date
Reprocess Process Indicator N
Normal Processing
I Return to Search I [ Notify l
4. Click the Event Status Update button.
Person ID Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID Event Date Status Class I Event Status Update I
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Step

Action

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

BenAdmin Event Status Update X
Help =
Empl ID JOHN DOE Ben Record 0
Event Status Update ® @ | 10f 7 v
Schedule ID  EMO0 O Address Eligibility Changed
Event Date 08/13/2026 Event Disconnected O MultiJob Indicator Changed
EventlD 2 O Job Eligibility Changed
. . O Event OQut of Sequence
Event Class BIR Birth or Adoption
O Finali
Event Priority 410 Finalize/Apply Defaults
Benefit Program  gp| Print Option I Print Both Forms v]
Process Status  Finalized - Enrolled *Process I Normal Processing VI

Action Source

Manual Event

*Event Status

I Closed to Processing

O Address Eligibility Changed

Schedule ID 257COV
EventDate  07/01/2025 Event Disconnected O MultiJob Indicator Changed
EventlD 0 O Job Eligibility Changed
EventClass OE Open Enroliment O Event Out of Sequence

Event Priority

800

Print Ointinn

O Finalize/Apply Defaults

[ Drint Canfrmatinn Carme Ao

N

5. Review the events listed and identify the event used to enroll the dependent(s).
Note: Most of the time, this process involves searching for a New Hire, recent life event, or
Open Enrollment event. In this example, it is a BIR (Birth or Adoption) Benefit Event. Once
the event is identified, it will need to be re-opened to approve the dependent(s).
Event Status Update @ @ I 10f7 v
Schedule ID  EM00 O Address Eligibility Changed
Event Date  08/13/2026 Event Disconnected O MultiJob Indicator Changed
EventID 2 O Job Eligibility Changed
Event Class O E-venit Out of Sequence
Event Priority 410 O Finalize/Apply Defaults
Benefit Program  gp| Print Option [ Print Both Forms vl
Process Status  Finalized - Enrolled “Process [ Normal Processing VI
Action Source Manual Event “Event Status [ Closed to Processing VI
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Step | Action
6. Click the Process dropdown button and select “Re-Enter”.
Event Status Update @ | Q | I
Schedule D EMOO [J Address Eligibility Changed
Event Date  08/13/2026 Event Disconnected [J MultiJob Indicator Changed
EventlD 2 [J Job Eligibility Changed
. . [J Event Out of Sequence
EventClass BIR Birth or Adoption
O Einali
Event Priority 410 Finalize/Apply Defaults
Benefit Program  gp| Print Option | Print Both Forms v ‘
Process Status  Finalized - Enrolled “Process | Normal Processing v‘
. Assign Benefit Program
Action Source Manual Event Event Status )
Elect Options
Normal Processing
Schedule ID PRFX25 Prepare Options
Event Disconnected
Event Date  (Q7/01/2026 .
Void
FventiD 0
7. Click the Event Status dropdown button and select “Open for Processing”.
Event Status Update @ | Q | I
Schedule ID  EMOO O Address Eligibility Changed
) O ) )
Event Date  08/13/2026 Event Disconnected MultiJob Indicator Changed
EventlD 2 O Job Eligibility Changed
. O Event Out of Sequence
Event Class BIR Birth or Adoption
O Finali
Event Priority 410 Finalize/Apply Defaults
Benefit Program  gp) Print Option | Print Both Forms v|
Process Status Finalized - Enrolled “Process | Re-Enter "|
Action Source Manual Event *Event Status | Closed to Processing v|
Closed to Processing
Schedule ID PRFX25
Event Disconnected
Event Date 07/01/2026
Evant ID n T JIJOU ENgIomy CITanmgeu
8. Click the OK button at the bottom of the page.
OK ‘ Cancel H Apply ‘
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Step | Action

The On-Demand Event Maintenance page redisplays.

JOHN DOE

Activity Date

Schedule/Prepare Activity

Event ID 2

Prepare Options

Enroliment Statement

Election Entry

Validate/Finalize

Confirmation Statement

EventDate 08/13/2026

[ Reprocess

Source

Pending Activities 0

Status

Run Date

08/13/2026

Entered 1 of 1

Errors 0

Run Date

I Process Indicator ‘R Q‘

[ Return to Search H Notify I

Finalized - Enrolled

Person ID Ben Record 0

Show Activities Action

Class BIR Event Status Update

Event Status Open for Processing

Frequency

Deduction Frequency

Show Plans

Show Errors

Annual Frequency

[J Finalize/Apply Defaults

Re-Enter

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

JOHN DOE

Activity Date

Schedule/Prepare Activity

Event ID 2

Prepare Options

Enroliment Statement

Event Date

Source

Pending Activities 0

Person ID Ben Record 0

Show Activities Action

0811372026

I Status  Finalized - Enrolled ICIass BIR

Event Status Update

Run Date

08/13/2026

I Election Entry

I Entered 1 of 1

Validate/Finalize

Confirmation Statement

Errors 0

Run Date

Event Status

Open for Processing

Frequency

Deduction Frequency

Show Plans

Show Errors

Annual Frequency

OFinalize/Apply Defaults

I Reprocess

Process Indicator ‘R Q|

Re-Enter

[ Return to Search H Notify ‘
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Step | Action

9. Click the Reprocess button.

Reprocess

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)

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

OK

The On-Demand Event Maintenance page redisplays.

JOHN DOQE

Activity Date

Schedule/Prepare Activity

Event ID 2

Prepare Options

Enroliment Statement

Event Date

Person ID
Source
Pending Activities 0 Show Activities
08/13/2026 Status Re-Enter Class

Event Status

Run Date Frequency

08/13/2026

[ Election Entry

} Entered q of 1 Show Plans

[ Validate/Finalize

} Errors 0 Show Errors

Confirmation Statement

Run Date

[ Reprocess

} Process Indicator

Normal Processing

{ Return to Search H Notify ]

Deduction Frequency

Ben Record

Action

0

BIR Event Status Update

Open for Processing

Annual Frequency

U Finalize/Apply Defaults
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Step | Action

@

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

JOHN DOE Person ID Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 2 EventDate 08/13/2026 |status Re—Ente] Class BIR [ Event Status Update
P Opti
repare Options I Event Status Open for Processing I
Enroliment Statement
Run Date Frequency
08/13/2026 ‘ Deduction Frequency ' Annual Frequency ‘
I Election Entry IEntered gof g Show Plans
i O Finalize/Apply Defaults
[ Validate/Finalize ] Emors 0 Show Errors PRIy
Confirmation Statement Run Date

[ Reprocess

]IProcess Indicator [N Q
Normal Processin

[ Return to Search H Notify ]

11. | Click the Election Entry button.

|

I Election Entry

The BenAdmin Data Entry page displays

with the Option Election tab displayed by default.

BenAdmin Data Entry X

Event/Participant Selection ~ Option Eletion  Dependents / Bencficiaries

Help

Sched ID  EM0O Empl ID
EventData 08/13/2026 Birth or Adoption

JOHN DOE

Ben Record 0 EventlD 2

Excess Credit Rollover To  Forfeit Excess Credits

~ Available Plans and Options &

(@]t [1o1~

Plan Type 10 : Medical

o
Option Code »
COVA Care + Expanded Dental (ACC2) (Self + Child)
Health Provider ID | OlPreviously Seen
Special Requirements
Dependents/Beneficiaries
Enroll All
Dependents/Beneficiaries
- Relationship to o Previously | Covered oo
D Name Employee Health Provider ID Person Type Age Limit Flag
01 Q| |Baby Doe Child [:] o Child E]
|

Event / Participant Selection | Option Election | Dependents / Beneficiaries

Rev 9/1/2026
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Step | Action

12. | Click the Dependents / Beneficiaries tab.

Event / Participant Selection Opticn Election Dependents / Beneficiaries

The Dependents / Beneficiaries tab displays.

BenAdrmin Data Entry =

Event § Pasticpant Siclection Cpton Election Depandents /| Benediciaries

Schedule 1D EMDD Employes ID JOHK DOE
Ewent D 7 Event Data Q8130026 Barth or Adogtion
Senefit Reond 0 Excess Credit Rollover To Forfet Excess Gredils

DependentBeneficiaries Currently on Record

Hame Relationship to Employes Dependent Beneficiary Type Date of Birth
Baby Doe Chikd Unappriyved Dependent QRMAR0HE
Change'Add Dependend Data

Elections Requiring $Supplemental Information

"y Mesdical Enroll (ependents

Reefresh

Event ! Particpan! Sefection

13. | Review the dependent(s) in the Dependent/Beneficiaries Currently on Record table. Note
that the dependent(s) currently have a status of “Unapproved Dependent”.

DependentiBeneficiaries Currently on Record

Name Relxtionship ta Employes Dependent Beneficiary Type Date of Birth

Baby Do Child II._InaE-E!mled Daqun{lent I (TR feteie o]

Change'ddd Dependent Data

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

DependentiBeneficiaries Currently on Record

HName Relationship ta Employes Dependent Beneficiary Type Date of Birth

Baby Doe Chikd Unepprgyed Depsendent TR el o]

Change'ddd Dependerd Data
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Step

Action

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

Dependent/Beneficiary X
Help
Name Address Personal Profile
JOHN DOE Person ID
Dependent/Beneficiaries @ | 1of1 v I View All
*Dependent/Beneficiary ID

Name History

1of1 v

[a]

| ViewAll ‘

“Effective Date |08/13/2026
*Format Type | English v

Name Baby Doe

Edit Name

[+]=]

Name

| Address | Personal Profile

15.

Click the Personal Profile tab.

Name

Address Personal Profile

The Personal Profile tab displays.

Dependent/Beneficiary ID 01 Baby Do

*Date of Birth
Birth Country \:\
Date of Death
Medicare Entitied Date

Dependent Proof

Ol Qualified Dependant

Personal History

*Effective Date |02/13/20268

Dependent/Beneficiary *
Help
Mame Address Personal Profile
JOHN DOE Person ID
Pergonal Profile @ | 1of1 W I iz All

Birth Location |

S Y

Riders/Orders exist

Riders/Orders.
Last Updated 08/18/2028

I view Al

=]

*Relationship to Employee | Child

*Dependent Benefici

y Type | Unapp d D

*Gender | Femala

Rev 9/1/2026
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Step | Action

16. | Ensure the applicable dependent is being viewed.

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

a

Personal History

*Effective Date [08/13/2026 []|

“Relationship to Employee | Child "|

“Dependent Beneficiary Type | Unapproved Dependent v

Approved Dependent

Beneficiary

“Marital Status | COBRA Dependent Only

None

QDRO Estate

QDRO Representative - Employee
QDRO Representative -Recipient
Unapproved Dependent

“Gender

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

- e

The Dependents / Beneficiaries tab redisplays with the updated Dependent Beneficiary Type.

BenAdmin Data Entry X

Help

Event/ Participant Selection Option Election Dependents / Beneficiaries

Schedule ID  EMO00
EventlD 2
Benefit Record 0

Dependent/Beneficiaries Currently on Record

Employee ID
EventData  08/13/2026

Excess Credit Rollover To  Forfeit Excess Credits

Name

Baby Doe Child

Change/Add Dependent Data

Elections Requiring Supplemental Information

10 Medical

ip to Employ D iciary Type

Approved Dependent

Enroll Dependents

JOHN DOE
Birth or Adoption

Date of Birth

08/13/2026

Ewent / Participant Selection | Option Election | Dependents / Beneficiaries

Rev 9/1/2026
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Step | Action

19.
Dependent”, click the Option Election tab.

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

Event / Participant Selection Option Election Dependents / Beneficiaries

The Option Election tab displays.

BenAdmin Data Entry x
Help
Event/ Participant Selection  Option Election  Dependents / Beneficiaries
Sched 1D EM00 Empl ID JOHN DOE BenRecord 0 EventiD 2
EventData 08132026 Birth or Adoption Excess Credit Rollover To ~ Forfeit Excess Credits
~ Available Plans and Options © Qi
Plan Type 10 : Medical
OptionCode (35 Q
COVA Care + Expanded Dental (ACC2) (Self + Chikd)
Health Provider ID Previously Seen
‘Special Requirements
Dependents/Beneficiaries
Relationship to o Previously  Covered -

D Nam oo Health Provider ID &= it WY Age Limit Flag

o1 Q| Baby Doe Child Child -

+

Refresh
fic

20.
are listed. Click the Enroll All button.

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

Dependents/Beneficiaries

Enrall All

Dependents/Beneficiaries

Relationship to
Employee

Covered
Person Type

q . Previously
D Name Health Provider ID Seen

o1 Q| |Baby Doe Child O Child

=

Age Limit Flag

A Confirmation message displays in a pop-up window.

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

You have selected to mass enroll all eligible Dependents or Beneficiaries. To make room for these automatic enroliments, all existing individual enrollments will first be removed, along with any current election information.

21. Click the OK button.

OK

l Cancel

Rev 9/1/2026
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Step | Action

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

OK l Cancel H Apply l

The On-Demand Event Maintenance page displays.

JOHN DOE PersonID Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activiies Action
Event ID 2 EventDate 08/13/2026 Status  Entered Class BIR Fvent Status Update
Prepare Options Event Status .
Open for Processing
Enroll t Staty t
nrollmen emen Run Date Frequency
08/13/2026 Deducticn Frequency ' Annual Frequency
I Election Entry | I Entered  of Show Plans
i i CFinalize/Apply Defaults
I Validate/Finalize I Errors 0 Show Errors PRYY
Confirmation Statement Run Date
I Reprocess I Process Indicator |N Q |

Normal Processing

l Return to Search H Notify l

23. | Confirm that the Status field now displays as “Entered” and the Event Status field is still
“Open for Processing”.

JOHN DOE Person ID Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
EventID 2 EventDate 08/13/2026 I Status  Entered I Class BIR l Event Status Update
Prepare Options Event Status .
Open for Processing

24. Click the Validate/Finalize button.

Election Entry Entered q of 1

Validate/Finalize

Errors o]

Confirmation Statement Run Date
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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)

25.

Click the OK button.

]

The On-Demand Event Maintenance page redisplays.

JOHN DOE Person ID Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
EventID 2 EventDate 08/13/2026 Status Finalized-Enrolled  Class  BIR Event Status Update
Prepare Options
p - Event Status Closed to Processing
Enroll t Stat t
nroliment Statemen Run Date Frequency
08/13/2026 Deduction Frequency ' ' Annual Frequency
Election Entry Entered o of 0 Show Plans
i Finali - Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors PRl
Confirmation Statement Run Date
Reprocess Process Indicator N
Normal Processing
l Return to Search I l Notify l

Rev 9/1/2026
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Step | Action

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

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

Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 2 EventDate (08/13/2026 I Status Finalized - Enolled | Class BIR Event Status Update
Prepare Options
£ ? Event Status Closed to Processing
Enroll t Stat t
nroliment Statemen Run Date Frequency
08/13/2026 Deduction Frequency ' ' Annual Frequency
Election Entry I Entered o of 0 I I Show Plans
= o Finalize/Apply Defaults
Validate/Finalize Errors o Show Errors PRy
Confirmation Staterent Run Date
Reprocess Process Indicator |N
Normal Processing
I Return to Search ] I Notify ]

27. | Click the Close button (X) to close the window.

On-Demand Event Maintenance %

Help &
JOHN DOE Person ID Ben Record 1 I|

28. | Refresh the list by clicking the Refresh button at the top of the Benefits WorkCenter.

Benefits WorkCenter

—
if:’ Unapproved Dependents

~ My Work

0 The dependent is removed from the list and the count is reduced. Repeat the process as
needed.
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How to Remove an Unapproved Dependent

If no documentation is provided or the documentation does not meet the eligibility requirements for the
dependent(s) that were added to their plan coverage, the applicable Benefit Event will need to be re-
opened and reprocessed in order to remove the dependent(s) from the Health Plan enrollment election.
This Benefit Event could have been triggered by:

e A Life Event manually created by a Benefits Administrator

e A Job Record (e.g., hire, re-hire, etc.)

¢ An Open Enroliment Event including the addition of dependents to coverage with supporting
documentation provided as a hard copy.

Step | Action

1. Navigate to the Unapproved Dependents 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: My Work > Audit Exceptions >
Unapproved Dependents

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

Benefits WorkCenter
o &

Unapproved Dependents

- My Work
155 rows

Audit Exceptions . ‘ :‘ ‘ @| |E‘

Unapproved Dependents (_1?5} Employee ID 7 Actions 1. Employee Name 1 Benefit Record Number 1. Dependent ID 1L Dependent Name 1

[ My Approvals DOE, JOHN 1 03 Doe.Jo
Benefits Approval © DOE, JOHN 0 03 DoeJo
Benefits Document Filing o DOE, JOHN 0 o Dos.Jo

> Links ® DOE, JOHN 0 o1 Doe,Jo

> Queries DOE, JOHN 0 02 Doe,Jo
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Step | Action

3. Click the Employee ID link of the unapproved dependent.

Unapproved Dependents

155 rows

=l [e] 3
Employee ID 1 Actions Tl Employee Name 1 Benefit Record Number 11 Dependent ID 11 Dependent Name 1
© DOE, JOHN 1 03 Doe.Jo
] DOE, JOHN 0 03 Doe.Jo
(@] DOE, JOHN 0 03 Doe Jo
© DOE, JOHN 0 01 Doe Jo
) DOE, JOHN 0 02 Doe Jo

The On-Demand Event Maintenance page displays in a pop-up window.

On-Demand Event Maintenance X
Help|
JOHN DOE Person ID Ben Record 1
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 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 o of 0 Show Plans
r , Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors PPl
Confirmation Statement Run Date
Reprocess Process Indicator N
Normal Processing
[ Return to Search I [ Notify ]

4. Click the Event Status Update button.

JOHN DOE Person ID Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
EventID Event Date Status Class Event Status Update

Rev 9/1/2026 Page 19 of 33
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Step

Action

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

BenAdmin Event Status Update X
Help =
Empl ID JOHN DOE Ben Record 0
Event Status Update ® @ | 10f 7 v
Schedule ID  EMO0 O Address Eligibility Changed
Event Date 08/13/2026 Event Disconnected O MultiJob Indicator Changed
EventlD 2 O Job Eligibility Changed
. . O Event OQut of Sequence
Event Class BIR Birth or Adoption
O Finali
Event Priority 410 Finalize/Apply Defaults
Benefit Program  gp| Print Option I Print Both Forms v]
Process Status  Finalized - Enrolled *Process I Normal Processing VI

Action Source

Manual Event

*Event Status

I Closed to Processing

O Address Eligibility Changed

Schedule ID 257COV
EventDate  07/01/2025 Event Disconnected O MultiJob Indicator Changed
EventlD 0 O Job Eligibility Changed
EventClass OE Open Enroliment O Event Out of Sequence

Event Priority

800

Print Ointinn

O Finalize/Apply Defaults

[ Drint Canfrmatinn Carme Ao

N

5. Review the events listed and identify the event used to enroll the dependent(s).
Note: Most of the time, this process involves searching for a New Hire, recent life event, or
Open Enrollment event. In this example, it is a BIR (Birth) Benefit Event. Once the event is
identified, it will need to be re-opened to remove the dependent(s).
Event Status Update @ @ I 10f7 v
Schedule ID  EM00 O Address Eligibility Changed
Event Date  08/13/2026 Event Disconnected O MultiJob Indicator Changed
EventID 2 O Job Eligibility Changed
Event Class O E-venit Out of Sequence
Event Priority 410 O Finalize/Apply Defaults
Benefit Program SAL Print Option [ Print Both Forms vl
Process Status  Finalized - Enrolled “Process [ Normal Processing VI
Action Source Manual Event “Event Status i Closed to Processing vl
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Schedule ID EMO00
Event Date 08/13/2026
EventID 2

Event Disconnected

Event Class BIR Birth or Adoption
Event Priority 410

Schedule ID PRFX25

Event Disconnected
Event Date 07/01/2026

EventID 0

Step | Action
6. Click the Process dropdown button and select “Re-Enter”.
Event Status Update @ | Q | I
Schedule D EMOO [J Address Eligibility Changed
Event Date  08/13/2026 Event Disconnected [J MultiJob Indicator Changed
EventlD 2 [J Job Eligibility Changed
. . [J Event Out of Sequence
EventClass BIR Birth or Adoption
O Finali
Event Priority 410 Finalize/Apply Defaults
Benefit Program  gp| Print Option | Print Both Forms v ‘
Process Status  Finalized - Enrolled “Process | Normal Processing v‘
. Assign Benefit Program
Action Source Manual Event Event Status )
Elect Options
Normal Processing
Schedule ID  PRFX25 Prepare Options
Event Disconnected
Event Date  (Q7/01/2026 .
Void
FventiD 0
7. Click the Event Status dropdown button and select “Open for Processing”.
Event Status Update @ | Q | I

Benefit Program  gp) Print Option | Print Both Forms v|
Process Status  Finalized - Enrolled “Process | Re-Enter V|
Action Source Manual Event *Event Status | Closed to Processing v|

O Address Eligibility Changed
[J MultiJob Indicator Changed
O Job Eligibility Changed
O Event Out of Sequence

[ Finalize/Apply Defaults

Closed to Processing
Disconnected from Job Record

Open for Processing

Void

T JIJOU ENgIomy CITanmgeu

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

OK ‘ Cancel H Apply ‘
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The On-Demand Event Maintenance page redisplays.

JOHN DOE

Activity Date

Schedule/Prepare Activity

Event ID 2

Prepare Options

Enroliment Statement

Election Entry

Validate/Finalize

Confirmation Statement

EventDate (08/13/2026

[ Reprocess

ouuILe

Pending Activities 0

Status Fi

Run Date

08/13/2026
Entered 1 of 1
Errors 0
Run Date

I Process Indicator ‘R Q‘

[ Return to Search H Notify I

Show Plans

Person ID Ben Record 0

Show Activities Action

Event Status Update

inalized - Enrolled  Class BIR

Event Status Open for Processing

Frequency

Deduction Frequency ' Annual Frequency

S BT O Finalize/Apply Defaults

Re-Enter

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

JOHN DOE

Activity Date

Schedule/Prepare Activity

Event ID 2

Prepare Options

Enroliment Statement

Event Date

Source

Pending Activities 0

Person ID Ben Record 0

Show Activities Action

08/13/2026 | status

Finalized - Enrolled I Class BIR Event Status Update

I Election Entry

Validate/Finalize

Confirmation Statement

Run Date
08/13/2026
IEntered 1 of 1
Errors 0
Run Date

Event Status

Open for Processing

Frequency

Deduction Frequency

Show Plans

Show Errors

Annual Frequency

O Finalize/Apply Defaults

I Reprocess

Process Indicator ‘R Q|

Re-Enter

I Return to Search H Notify I
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Step | Action

9. Click the Reprocess button.

Reprocess

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)

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

OK

The On-Demand Event Maintenance page redisplays.

JOHN DOE

Person ID Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 2 EventDate 08/13/2026 Status Re Enter Class BIR Event Stalus Updale

Pi Opti
repare Options Event Status Open for Processing

Enroliment Statement Run Date

Frequency
08/13/2026 Deduction Frequency Annual Frequency
[ Election Entry ] Entered 1 of 1 Show Plans
[ Validate/Finalize ] Errors 0 Show Errors U Finalize/Apply Defaults
Confirmation Statement Run Date

[ Reprocess ] Process Indicator
[ Return to Search H Notify ]

Normal Processing
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Step | Action

@

that the Election Entry button is enabled.

The Status field now displays “Re-Enter”. The Event Status field still displays as “Open for
Processing”. The Process Indicator field now displays an “N” for Normal Processing. Notice

Person ID

Enroliment Statement

JOHN DOE Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 2 EventDate 08M32026 [statss rotne] Class BIR [ Event Status Update
Prepare Options

I Event Status Open for Processing I

I Election Entry

[ Validate/Finalize

Confirmation Statement

Run Date Frequency
08/13/2026 ‘ Deduction Frequency ' Annual Frequency ‘
IEntered 1 of 1 Show Plans
] Errors 0 SR OWIETONS O Finalize/Apply Defaults
Run Date

[ Reprocess

]IProcess Indicator [N Q
Normal Processin

[ Return to Search H Notify ]

11.

Click the Election Entry button.

I 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

Help
Dependents / Beneficiaries

Sched ID  EMOO

Empl ID
EventData  08/13/2026 Birth or Adoption

JOHN DOE Ben Record 0

Excess Credit Rollover To

EventiD 2
Forfeit Excess Credits

~ Available Plans and Options ®

T1of1 v

[a]1

Plan Type 10 : Medical

optonCode

o

COVA Gare + Expanded Dental (AGG2) (Self + Child)

Health Provider ID l

O Previously Seen

Dependents/Beneficiaries

Special Requirements

Enrall All

Dependents/Beneficiaries

- Relationship to . Previously | Covered .
D Name Employee Health Provider ID Person Type Age Limit Flag
Q| |Baby Doe Child :] o Child E]

01

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

12. | Check the Option Code to see if the Coverage Level needs to be changed after removing
the dependent(s) (e.g., “Family” to “Self & Spouse”, “Self & Spouse” to “Single”).

~ Available Plans and Options ® [a]r [1or1 v

Plan Type 10 : Medical

Option Gode [35 Q|
" COVACare + Expanded Dental (ACG?) (Seff + Child)

Health Provider ID. | | OPreviously Seen

13. | In the Dependents/Beneficiaries section, click the Delete button (-) to remove the
dependent that was not approved.

Dependents/Beneficiaries

r Relationship to o Previously | Covered e
D Name Employee Health Provider ID s Person Type Age Limit Flag

‘ow Q‘ ‘BahyDoe ‘cm\d “ | | [u} ‘cm\d ‘ “T|

B

A Confirmation message displays to ensure you want to delete this dependent.

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

| 0K || CEI"ICE||

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

oK ‘

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

[ OK [ Cancel H Apply l
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The On-Demand Event Maintenance page redisplays.

JOHN DOE
Activity Date Source

Schedule/Prepare Activity Pending Activities

EventID 2 Event Date  08/13/2026
Prepare Options
Enrollment Statement Run Date

[ Election Entry | l Entered 4 of

[ Validate/Finalize l Errors 0

Confirmation Statement Run Date

i Reprocess l Process Indicator

l Return to Search H MNotify l

08/13/2026

Person ID Ben Record 0
0 Show Activities Action
Status Entered Class BIR Event Status Update

Event Status Open for Processing

Frequency

Deduction Frequency ' Annual Frequency

1 Show Plans

v S OFinalize/Apply Defaults

LY

Normal Processing

16. | Confirm that the Status field now displays as “Entered” and the Event Status field is still
“Open for Processing”.
JOHN DOE Persen ID Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
EventID 2 Event Date  08/13/2026 I Status Entered I Class BIR l Event Status Update
Prepare Options I Event Status Open for Processing I
17. | Click the Validate/Finalize button.
Election Entry Entered ; of ;
Validate/Finalize Errors 0
Confirmation Statement Run Date
Rev 9/1/2026 Page 26 of 33



Cardinal Benefits Job Aid

V4 BN361 Managing and Approving Dependents

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)

18. Click the OK button.

=

The On-Demand Event Maintenance page redisplays.

JOHN DOE Person ID Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities ] Show Activities Action
Event ID 2 EventDate 08/13/2026 Status Finalized - Enrolled  Class  BIR Event Status Update
Prepare Options
> > Event Status Closed to Processing
Enroll t Stat t
nrollment Statemen: Run Date Frequency
08/13/2026 Deduction Frequency ' Annual Frequency
Election Entry Entered o of 0 Show Plans
i /Finali \ Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors PRl
Confirmation Statement Run Date
Reprocess Process Indicator |N

Normal Processing

l Return to Search H Notify l
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19. | Confirm that the Status field now displays as “Finalized-Enrolled” and the Event Status field
is now “Closed to Processing”.

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

JOHN DOE Person ID Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event D 2 EventDate 08/13/2026 | status Finaiized - Envotiea | ciass IR Event Status Update
Prepare Options
: : I Event Status Closed to Processing
Enrollment Statement Run Date Frequency
08/13/2026 Deduction Frequency ' Annual Frequency
Election Entry IEmered 0 of 0 I I Show Plans
1 " Finalize/Apply Defaults
Validate/Finalize Etrors o Show Errors PRlY

20. | Click the Close button (X) to close the window.

On-Demand Event Maintenance X
Help &
JOHN DOE Person 1D Ben Record 1 m

21. | Refresh the list by clicking the Refresh button at the top of the Benefits WorkCenter.

Benefits WorkCenter

QG

W

Unapproved Dependents

~ My Work

0 The dependent is removed from the list and the count is reduced. Repeat the process as
needed.
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Managing Dependent Personal Information

If a Benefit Event has been finalized and the dependent is enrolled, changes can be made by re-
opening the Benefit Event and making the necessary changes. For more information on re-opening and
reprocessing a Benefit Event, refer to the Job Aid titted BN361 Re-opening and Reprocessing a
Benefit Event. This Job Aid is located on the Cardinal website in Job Aids under Learning. Updates
will be sent to the Vendors on the Daily Change file.

If no Benefit Event is available, changes must be made on the Update Dependent/Beneficiary page.
All updates will be sent to the Vendors on the Monthly Reconciliation File which is sent on the first
Monday of each month.

In this scenario, there is no Benefit Event available to make the changes.

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 HCM WorkCenters located on the Cardinal website in Job Aids under Learning.

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
c& New Window | Help
[ My Work Update Dependent/Beneficiary
Audit Exceptions . Find an Existing Value
. My Approvals ~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values
Benefits Approval i
hd 1) Recent Searches | Choose from recent searches. v 7 [ Saved Searches | Choose from saved searches v £
Benefits Document Filing
EmplID | begins with v Name | begins with v

- IO | beg J | [bsg I |
Employoe/Depondent Information Last Name | begins with v | | | Second Last Name | begins with v| | |

Update DependentiBeneficiary I Altemate Character Name: | begins with ] | | Middlo Name [ begins with v | |

Review Benefils Attachment ~ Show fewer options

Benefits Summary [ Case Sensitive (O Include History [ Correct History
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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

vl &

) Recent Searches | Choose from recent searches

Empl 1D ‘ begins with V| ‘ ‘

LastName | begins with v| |

Alternate Character Name ‘ begins with V| ‘ ‘

~ Show fewer options

(0 Case Sensitive O Include History [0 Correct History

kI Saved Searches | Choose from saved searches

MNew Window | Help

v £

Name | begins with V‘ | |

Second Last Name | begins with V‘ | |

Middle Name | begins with | | |

Aids under Learning.

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid
titted Overview of the Cardinal HCM Search Pages located on the Cardinal website in Job

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

employee will have a unique Employee ID.

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

Empl ID | begins with ~

4, Select the Correct History checkbox option.

[ Case Sensitive

. -

[ Include History I Correct History I

5. Click the Search button.

[ Case Sensitive

[ Include History Correct History
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Step

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

displayed by default.

Name Address Personal Profile
JOHN DOE Person ID
‘ Dependent/Beneficiaries |€| | 10of1 » I ViewAll ‘
*Dependent/Beneficiary ID |?‘ ‘i‘
Name History |§| | Tof1 v | ViewAl ‘
*Effective Date |08/132026 []| |E‘ |E|
*Format Type | English V‘
[ Return to Search ] I MNotify l I Update/Display ] [ Include History l Caorrect History
Name | Address | Personal Profile
0 As an example, the steps below outline the process for a name change.
6. Click the Add a new row (+) icon in the Name History section to add a new effective dated row.
‘ Name History |E| | 1oi1 v | ViewAl ‘

*Effective Date [08/132026 []|

*Format Type | English V‘

Name Baby Doe

=

The Name History section redisplays with the new effective dated row.

Name History

*Effective Date |08/19/2026 [ |

*Format Type ‘ English V|

Name Baby Doe

‘Z| |E| View Al

(+[=]

(4]

7. The Effective Date defaults to today’s date.

“Effective Date l 08/19/2026

Update the Effective Date field as needed.
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8. Click Edit Name button.

Edit Name

The Name page displays in a pop-up window.

Name X

Help
English Name Format

Name Prefix [:]

*First Name |Baby ‘

Middle Name | |

“Last Name |Doe ‘

Name Suffix |

Display Name Baby Doe
Formal Name Baby Doe

Name Doe Baby

I OK H Cancel I [ Refresh Name ‘

9. Update the Name fields as needed. For this example, “Smith” has been entered in the Last
Name field as an update.

*First Name |J0 |

Middle Name |A |

“Last Name | SMITH |

10. Click the OK button.

oK Cancel H Refresh Name
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The Update Dependent/Beneficiary page redisplays with the Display Name field updated in the Name

History section.

Name Address Personal Profile
JOHN DOE Person ID
Dependent/Beneficiaries |Q| | of 1 v | View All
*Dependent/Beneficiary ID |01 | ‘ + ‘
Name History ‘Q‘ I [tof2 v| | > [ 1] 1 Viewan
“Effective Date |08/19/2026 [1] [+ -]
*Format Type ‘ English V|
Name JO SMITH {....EditName
I Return to Search I I Notify l Update/Display l I Include History Correct History
Name | Address | Personal Profile

11. Click the Save button.
[ Return to Search l l Notify ]
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