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National Medical Support Notice (NMSN) and QMCSO Overview

A National Medical Support Notice (NMSN) requires the employer group health plan to extend health
coverage to a child of an eligible participant. It is served upon the Agency by the entity requiring the
dependent coverage and requires that the information on the Rider is stored in Cardinal. A Qualified
Medical Child Support Order (QMCSO) is received by the Agency from the employee. Rider
information does not need to be stored in Cardinal.

When a National Medical Support Notice (NMSN) is received by an Agency, it is the responsibility of
the Agency Benefits Administrator (BA) to enter the Rider information and process the DSS/National
Medical Support Order event in Cardinal.

This Job Aid provides the step-by-step instructions utilized by the BA to process the NMSN in
Cardinal for each of the following scenarios:

e Processing the DSS/National Medical Support Order to Enroll Event when the dependent(s)
already exists in Cardinal

e Processing the DSS/National Medical Support Order to Enroll Event when the dependent(s)
does not already exist in Cardinal

e Processing a DSS/National Medical Support Order to Remove Event
Note: The same instructions apply when creating and processing a Qualified Medical Child Support
Order. However, it is not required that the Rider information be completed.

This Job Aid also contains sections that provide the step-by-step instructions utilized by the BA to
complete the following after the DSS/National Medical Support Order Event or Qualified Medical
Child Support Order Event is completed and finalized:

e Viewing the employee’s benefits information to validate accuracy
¢ Viewing/printing the Confirmation Statement for the employee
Navigation Note: Please note that there may be a Notify button at the bottom of various pages

utilized while completing the process within this Job Aid. This “Notify” functionality is not currently
turned on to send email notifications to specific users within Cardinal.
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Revision History

Revision Date Summary of Changes
9/1/2026 Updated to reflect the Cardinal system upgrades.
3/1/12025 Updated the screenshots of the Search pages. Added reference information to
the Overview of the Cardinal HCM Search Pages Job Aid.
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Validating the NMSN and Employee for Validity

The NMSN is sent by the court to the Agency outside of Cardinal. Prior to processing a DSS/National
Medical Support Order event, the Benefits Administrator (BA) must first review the NMSN to determine
if it meets the necessary legal requirements and validate that the employee is still employed by the
Agency and being paid. Additionally, the BA must coordinate with an Agency Payroll Administrator or
the Payroll Service Bureau to ensure that processing the NMSN event will not cause the employee to
go over their State or Federal withholding limitations. Questions regarding the validity of court orders
should be directed to the Office of Health Benefits (OHB).

This section of the Job Aid should be referenced prior to processing any DSS/National Medical Support
Order event within Cardinal. The steps included in this section of the Job Aid are based on the
following example scenario:

Scenario: A NMSN was received for an employee on 8/5/2026. The BA must verify that the employee
is still employed by the Agency and being paid.

Step | Action

1. Navigate to the Job Actions Summary page by clicking the Manage Human Resources
tile on the Cardinal HCM Homepage.

Manage Human Resources

fesveel

The Manage Human Resources page displays.

Manage Human Resources

Create Employee Modify Person Manage Job Add Jobs and Assignments Manage Position

& £y % o a3

Name Changes Return From Leave

EmgliD Name
Empl ID Name || oossszeooao somoos awsorer

uuuuuuuuuu
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Step | Action

2. Click the Manage Job tile.

Manage Job

%

The Manage Job Search Existing page displays.

Manage Job

Search Existing

~ Search Criteria

My Saved Searches ‘ v‘

Empl ID |begmswi1.h V‘ | ‘ Empl Record |: v| | |

Name |begmswith V‘ | ‘ Last Name |begin5wilh V| | |

HR Status |begmswith V‘ | V‘ Business Unit |begin5wilh v| | Q|

Department |begmswi1.h V‘ | Q‘ Business Title |begin5wﬂh v| | |

[ Include History

[ Clear l I Save Search l

Basic Search

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 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 ~
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Step | Action

Click the Include History checkbox option.

Include History

Search Clear

Click the Search button.

Search Clear

The Job Actions Summary page displays.

Job Actions Summary
JOHN DOE
10 Health Compiance Offcer Sr Create Job Action
181001 DEPT OF LASOR AND INDUSTRY | Active
Update/Display |  Include History
Job Actions Summary
HRY o
Effective  Payroll . . Tax
Action - Reports  Regulatory Business jop  Establishment Pay Employee  Employee Standard FullPart Ac
el jawsi  RLGn  LestUptadByiDaie  saws JobCode position oo e 2iNC3 Depertment Location [0 Company PayGrowp  GF,,  Lecaton  GRBCC,, T e Fre T P
Indicator <
Active Pay Rate DLIO04S0 18100 asi00 ol e M1 s
06102025 Change i GARDINAL_BATCH_HR 68034 usA Destof  DEPTOF ooul cLs s
Active Gompleted Heallh Deptof  Semimoninly Semi- 40.00 1.000000 FullTime St
0 o e 1610712025 Sompliance/Satety Gomphance inted  Labor  LABOR Deptof BT | abor and Glass monlhly Qlassifed  salaried
Primary Job i crease feer Officer S ates industry  INDUSTRY ad ISty industry  (SATFRIOT)  Classified alany s
Active Pay Rate DLIO04S0 18100 asi00 ol e M1 s
0611012024 ct AA_CARDINAL_BATCH_HR 69034 usa Deptof  DEPTOF poul cls s
ctive Feos Gompleted o ncersatety Healh unted o DeEoR Deptof Labor  Deptol  Semimontnly Semi- Classified 3 40.00 1.000000 FullTime St
0 Ctouide 0610812024 Somplan Compiance Soited Lo SR lofeaber Laborand Class mani i Salaried
Primary Job it Officer St sty INDUSTRY Ingustry  (SATFRIO7) Classfied s
Active, Fay Rate DLI00#50 feton 15100 Ul B sm s
121012023 Change 4 CARDINAL_BATCH_HR 69034 usA Destof  DEPTOF oou cLs s
Active Gompieted Health Deptof  Semimoninly Semi- 40.00 1.000000 Ful-Time St
Fr24 Dec pt y
0 Clotawigs 1200072023 Sempiance/Saely. Gompiance Ynied  Labor  LASOR DeptofLaBOr | anorand Class monihly Gassied  satarieg
Primary Job increase Officer St Industry  INDUSTRY ™ Industy  (SATFRIO7) Classfied o s
Active. Fay Rale DLI00450 feton 15100 oLl sm1 sm1 sv
061012023 ci AA_CARDINAL_BATCH_HR 69034 usa Deptor  DEPTOF poul cls s
ctive Gompieted Heal Semimonihly Semi- 40.00 1.000000 Ful-Time St
0 o4 e 081102023 ShnplanceiSael . Gompiance Sed Lator LR Deptof L30T Lanorana Class anthly Gassified  sataried
Primary Job jncreace Officer St Intusty  INDUSTRY ™ Ingusty  (SATFRIOT) Classified i 5
Active, DLI00450 fe10n 18100 oLl e w1 sv
0912412022 g:':“gg V_CONV_LOAD 69034 usA Deptaf  DEPTQF ool cLs s
Active Gompieted Healt Deptof  Semimoninly Semi- 40.00 1.000000 Ful-Tne St
0 Comversion 0972412022 Shmplance/Sael . Gompiance Sed Lator LR Deptof L30T Lanorana Class monthly Gassified  sataried
Primary Job Officer S et DUISTEY ™ Indus (SATFRIOT)  Classified i 5
a e .
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Action

Review the HR Status and the Payroll Status fields on the highest row of Job Data to
ensure that they both display a status of “Active”.

Job Actions Summary

Effective
Date /
Sequence

HR !
Payroll
Status /
Job
Indicator

Action /
Reason

La

06/10/2025

0

Active

Active

Primary Job

Pay Rate
Change

FY28
Statewide
Increase

AR
06/]

If the employee is no longer actively employed within the Agency or is not being paid, return
the NMSN to the court in accordance with established Agency business practices.

Once validated, notify the employee of the NMSN in accordance with established Agency

business practices.
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Processing a DSS/National Medical Support Order to Enroll Event (Dependent(s)
already in Cardinal)

This section of the Job Aid should be referenced when creating and processing a DSS/National
Medical Support Order to Enroll event when the dependent(s) requiring coverage per the NMSN are
already in Cardinal. The steps included in this section of the Job Aid are based on the following
example scenario:

Scenario: A NMSN was received for an employee on 8/5/2026 from a Virginia Court. The effective
date of the NMSN is 8/5/2026. The NMSN has already been validated and the BA has verified that the
employee is still employed by the Agency and being paid. This NMSN mandates that the employee
maintains Health Plan coverage for their one named child dependent on the order through their 18"
birthday (9/26/2034). The employee is currently enrolled in an “Employee + Child” plan and the named
dependent is currently covered. The BA needs to process this NMSN and mark the child dependent as
a NMSN Rider to ensure that the child dependent is not inadvertently removed from the coverage prior
to the mandated end date.

Generally speaking, the steps in this Job Aid can be used to create and process any DSS/National
Medical Support Order to Enroll event wherein the dependent(s) are already in Cardinal. Be sure to use
the actual dates and information from the NMSN when completing this process in Cardinal.

Step | Action

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

BN WorkCenter

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

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

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

Benefits WorkCenter
o &
~ My Work Benefit Event Entry
Audit Exceptions Find an Existing Value
~ Search Criteria
-~ My Approvals
Enter any information you have and click Search. Leave fields blank for a list of all values.
- Links |
) Recent Searches ‘ Choose from recent searches v| f [ Saved Searches | GChoose from saved searches v| f‘
Employee/Dep ation
Enroll in Benefits Empl ID | begins with vl ‘ | Benefit Record Number | = vl ‘ |
v
Enroliment Administration " Empl Record | _ v| ‘ | First Name | begins with vl ‘ |
‘On-Demand Event Process
Last Name | begins with v| ‘ | Business Unit | begins with v| ‘ |
Benefit Event
Department jins wit
Employee Event Details epartment | begins with v
Review Employee Stalements # Show fewer options

[ Case Sensitive [ Include History
> Queries
» Reports/Processes

0 Users can also access the Benefit Event Entry page using the following navigation 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 have and click Search. Leave fields blank for a list of all values.

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

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

EmplID | begins with v Benefit Record Number | = w
Empl Record | = - First Name | begins with w
Last Mame | begins with Business Unit | begins with
Department | begins with

# Show fewer options

[l Case Sensitive [ Include History

m Clear

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.
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Action

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

Note: Users can also search for the applicable employee using the various available fields if the

Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with V|I I

Click the Search button.

T e

The Benefit Event Detail page displays for the selected employee.

Benefit Event Detail
Employes s} Benefit Record Number 0O
Life Event @ | 1of1 v Wiew All
Life Event | v
Life Event Date Paperwork Receipt Date

Health Change

Current Cov. Level:

F3A Change

FSA Change Needed:

Future Cov. Level: AT

Change: V Change: bl

Special Processing Message (Health)

Special Processing Message (F5A) ‘

5. Click the Life Event dropdown button.
Life Event I :IE
Rev 9/1/2026
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Step

Action

The Life Event menu displays.

Life Event

Life Event

Life Event D

Add To Existing Family Membership

Health Cha:
Begin Leave without Pay (LWOF)

Health Chg Birth/Adopiion

Current Cf Covered Child Lost Eligibilty
Change: DS35Mational Medical Support Order to Enroll

DSSMational Medical Support Order to Release

Special Death of a Child

Death of 2 Spouse

Dependent Care CostiCoverage Change

Special | Divorce

EE/Dep. Gained Eligibility - Medicare/Medicaid

EE/Dep. Gained Eligibility - Other Employer

E E EE/Dep. Lost Eligibility - MedicareMedicaid

EE/Dep. Lost Eligibility - Other Employer

Select the “DSS/National Medical Support Order to Enroll” list item.

Life Event I] DESMational Medical Support Crder to Enrol I'*-"‘I|

Click the Life Event Date Calendar icon and select the applicable date.
Note: This is the date of the NMSN (“08/05/2026” in this scenario).

Life Event Date

Click the Paperwork Receipt Date Calendar icon and select the applicable date.
Note: This is the date that the NMSN was received (“08/05/2026” in this scenario).

Paperwork Receipt Date | | ‘

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

Health Change Needed: v

Even if the Life Event does not require a change in the Health Plan Coverage Code for the
employee, select “Yes” as this Life Event will involve updating the information for a covered
dependent. If “Yes” is not selected, a Benefit Event will not be created.
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Step

Action

The Benefit Event Detail page refreshes.

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

Benefit Event Detail
JOHN DOE Employee D Benefit Record Number 0
Life Event @ | 1of1 ¥ Wiew Al
Life Event | DESMational Medical Support Order to Enrcll b4
Life Event Date | 0&8/05/2025 Paperwork Receipt Date | 08/05/2026
Health Change FSA Change
Health Change Needed: | Yas - FSA Change Needed:
Current Cov. Level: Family Future Cov. Level:
. v
Change: | v| Change:
Special Processing Message (Health)
A
Special Processing Message (F5A) ‘
e
Return to Search

10.

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

Future Cov. Level: il

The coverage levels available for selection are “Single, Employee”, “Employee + Spouse”,

“Employee + CH (Child)”, and “Family”. Please note that this does not actually change the

employee’s enroliment. This will be done when the DSS/National Medical Support Order to
Enroll event is processed.

11.

Click the Change dropdown button and select “Change an employee’s plan and/or add court
ordered dependent”.

Change: I > I‘

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

Action

12.

Complete the fields within the FSA Change section only if the employee is making any changes
to their Flex Spending Account(s) (Flex Spending Medical or Flex Spending Dependent Care) in
conjunction with the DSS/National Medical Support Order to Enroll Event. Otherwise, leave
blank.

FSA Change

FSA Change Needed: v

Change: et

13.

Click the Save button.

E | Return to Search

The Benefit Event Detail page refreshes.

Benefit Event Detail
JOHN DOE Employee D Benefit Record Number O
Life Event @ | 1of1 % Wiew Al
Life Event | DSS/National Medical Suppert Order to Enr b
Life Event Date | 02/05/2026 Paperwork Receipt Date | 02/05/2028
Health Change FSA Change
Health Change Neaded: fes b FSA Change Needed: Mo v
Current Cov. Level: Family Future Cov. Lewvel: Family b
Change: Change an employee's plan andfor add court ordered dependent. b Change: e

Special Processing Message (Health) | A DSS event will be created for you to make this benefit change. MOTE: National Medical Support Motises are sarved on the
enmployer requiring coverage for the dependents listed in the order. Select and complete Riders/Orders Exist on the dependent

profile.

Special Processing Message (F5A) ‘

Return to Search
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Step

Action

14.

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

Special Processing Message (Heaith) JA 0SS evanl will be crealed for you bo make this benefit change, NOTE: National Madical Suppert Nalices arg senved on the
employar raquinng coverage for the depandents ksted in the order. Sedect and complete Riders/Orders Exist on the depandent
prafile.

Special Processing Message (FSA)

The manual Benefit Event (DSS/National Medical Support Order to Enroll Event) is now
created.

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

15.

Next, this DSS/National Medical Support Order to Enroll Event must be processed.

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

Benefits WorkCenter
e )

> My Work

* My Approvals

~ Links

EmployeeiDependent Information -
Enroll in Benefits

Enrcllment Administration

©On-Demand Event Process

Benefit Event

Employes Event Detsils

Review Employes Statements

Other Links

> Queries

> Reports/Processes

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

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

Action

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

On-Demand Event Maintenance
Find an Existing Value

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

\T) Recent Searches | Choose from recent searches v| / [1 Saved Searches | Choose from saved searches

~| &

Empl1D | 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

[[] Case Sensitive

m Clear

16.

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

employee will have a unique Employee ID.

Empl ID | begins with v |

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

17.

Click the Search button.

Rev 9/1/2026
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Step | Action

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

JOHN DOE Person ID Een Record a
Activity Date /0172025 Spurce  Manual Event
Schedule/Prepans Activity Pending Activiies 1 Show Activities ‘ Action Das
Event ID [1] Ewvent Date  07/01/2026 Status  Prepared Class DS2 | Ewent Status Update
Prepare Options Event Status

Open for Processing

Enrollment Statemant
‘ Run Date Frequency

® Deduction Frequency O Annual Frequency

‘ Elzction Eniry Entered o of 1 Show Plans
Validate/Finalize Emors g Show Errors [ FinalizeiApply Defaults
Confirmation Statement Run Dats
‘ Feprocess | Process Indicator

MNormal Processing

E| Return to Search || Muotify |

18. Review the Activity Date field. For DSS/National Medical Support Order Events, this date will
auto-populate based on the Life Event date previously entered.

Scenario: The effective date is 09/1/2026, the 15t of the month following the paperwork receipt
date. Ensure that this date is accurate.

Activity Date | 08/0172028 I‘

0 The Source field will be “Manual Event”. The Action field will default to “DSS”.

Activity Date  09/01/2028 I Source  Manuzl Event I

| ESchedule/Prepare Activity | Pending Activities 9 | Show Activites | Action Das

19. Click the Show Activities button only if there is more than one activity. Since there is only one
activity in this scenario, proceed to the next step.

| Show Activities l
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Step

Action

20.

If the Benefits Administration process has already run since the time the manual event was
created, the Pending Activities field will display a “0”. In this case, proceed to Step 23. If the
Pending Activities field displays a “1”, click the Schedule/Prepare Activity button.

Schedule/Prepare Activity Pending Activities 1

@

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.

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

The On-Demand Event Process page redisplays.

JOHN DOE Person 1D Ben Record o
Activity Date Source
Schedule/Prepare Activity Pending Activities a Show Activities Action
Event |D 1 Event Date  08/01/2025 Status  Prepared Class DSS Event Status Update
Prepare Options Event Status

QOpen for Processing

| Enrcliment Statement Run Date

Frequency

® Deduction Frequency ) Annual Frequency

P —— I Finalize/Apply Default
W a/Finaliz Show Errors pply Defaults
Validate/Finalize Errors o Show Erro

Confirmation Statement Run Date
| Reprocess | Process Indicator

Momal Procassing

E| Return to Search || Motify |
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Step

Action

22.

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

Ewent ¥ 1 Event Date  09/01/2028 I Status  Prepared I Class DSS | Ewvent Status Update |

Prepare Options

E t Stat
ven us Cpen for Processing

| Enrollment Statemant

Fun Date Freguency

23.

Click the Election Entry button.

‘l Election Entry

Entered 0 of 1

default.

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

BenAdmin Data Entry

He
Event/ Participant Selection Option Election Dependents { Beneficiaries
Sched ID  EMOO Empl ID JOHN DOE Ben Record Q EventID 1
EventData  0R/01/2028 DSSMatl Med Support Motice Excess Credit Rollover To  Forfeit Excess Credits
“  Available Plans and Options @ @ I | 1o0f1 w

Plan Type 10 : Medical

L

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

Health Provider ID | O Previously Seen

Spedial Requirements

D d B

Enrall All

Dependents/Beneficiaries

o . Relationship to

Previously
Employee

Seen

Covered
Person Type

e o ]| o |ew |
ooee R

Health Provider ID

Age Limit Flag

(]

Ewvent / Participant Selection Option Election Dependents

Rev 9/1/2026
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Step | Action

24, First, review the current Health Plan enroliment and coverage code for the employee. If adding
the dependent as a NMSN Rider requires an update to the coverage code, click the Option
Code Look up icon (magnifying glass) within the Plan Type 10: Medical section and select the
applicable coverage code.

Scenario: The coverage code is already “Family” and does not to be updated.

~ Awailable Plans and Options & @ | [10f1 w

Plan Type 10 : Medical

Opfien Code

Health Provider ID | | O Previously Seen

o

COWA Cr+Exp DentVision&Hmg (ACC4) (Family)

25. Next, mark the child dependent as an NMSN Rider. Click the Dependents / Beneficiaries tab.

Ewent § Participant Selaction Option Election Dependents | Beneficiaries

The Dependent / Beneficiaries page displays.

BenAdmin Data Entry *
Help
Event / Parficipant Selection DOption Election Dependents | Beneficiaries
Schedule I EMOOD Employee ID JOHM DOE
EventID 1 Event Data  0@/01:2028 DESMat Med Support Motice
Bensfit Record 0 Excess Credit Rollover To Forfeit Excess Credits
Dependent/Beneficiaries Currently on Record
Hame Relationship to Employee Dependent Eeneficiary Type Date of Birth
JO DOE Spouse Approved Dependent 02231874
JACK DOE Child Approved Dependent ORI26/2018
JODOE Child Approved Dependent OB 1072000
Change'Add Depandent Datz
Elections Requiring Supplemental Information
10 Medical Enrall Dependents
Event s Participant Selection Ciption Election Diependents | Beneficiaries
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Step | Action
26. Review the Dependent/Beneficiaries Currently on Record section and verify that the child
dependent(s) on the NMSN is displayed.
Dependent/Beneficiaries Currently on Record
Name Ralatinnship to Employes Dependent Beneficiary Type Date of Birth
JO DOE Spouse Approved Dependant 021074
JACHK DOE Child Approved Dependent ORi2E2018
JO DOE Child Approved Dependent O 10r2000
ChangelAdd Depsndant Data
27. Click the Change/Add Dependent Data link.

Change/Add Dependent Dala

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

Dependent/Beneficiary *
Help
MName Address Perzonal Profile
JOHN DOE Person |D
Dependent/Beneficiaries IEI I Wiewr All
*Dependent'Beneficiary 1D
Name History of 1 W I ViewaAl

*Effective Date | 01/01/1801

*Format Type | English

v]

Name 0 DOE

Mame Address | Perzonzl Profile

[+][=]
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Name

Address

Personal Profile

Step | Action
28. Review the Display Name field and ensure that the record for the applicable child dependent is
displayed. Use the navigation arrows or the View All link within the Dependent/Beneficiaries
section as needed to locate the applicable child dependent.
Dependent/Beneficiaries \EI | Wi All
*Dependent/Eensficiary ID
Name History 10f1 » | Wiewal
*Effective Date E
29. Click the Personal Profile tab.

The Personal Profile page displays.

-
Medicare Entitled Diate

Dependent Proof

Perzonal History

Qualified Dependent

*Effective Date |01/01/1801

*Relationship to Employee | Child

*Dependent Beneficiary Type | Approved Dependent

*Gender | Male

*Marital Status | Single

Dependent/Beneficiary b4
Help
Mame Address Personal Profile
JOHN DOE Person D
Personal Profile @ | | izw Al
Dependent’Beneficiary ID 02 JACK DOE
*Date of Birth |00/2812018 Birth Location | |

S

RidersiCOrders exist

RidersiOrders.

1af1 w | view All

[+[=]
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Step

Action

30.

Verify that the correct child dependent is displayed and then click the Riders/Orders link.

Riders/Orders

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

Dependent/Beneficiary Riders *
Riders/Orders @ | 1of1 W I view all
*Plan Type \:\ *Sequence I:\ E\
=5tart Date End Date
State \:\ Status ®pactive  Olnactive
Exception Type | Court Order W Court Order Number | |
Comment &
31. Click the Plan Type Look up icon and select the applicable plan type.
Scenario: “Medical’ is being selected as the employee is currently enrolled in a Medical +
Expanded Dental Plan.
"Plan Type Q
32. Enter “1” in the Sequence field.
*Sequence
33. Click the Start Date Calendar icon and select the applicable start date based on the dates
provided in the NMSN (“08/05/2026” in this scenario).
*Start Date I
34. Click the End Date Calendar icon and select the applicable end date if an end date is provided

in the NMSN (“09/26/2034” in this scenario).

Note: This field prevents the dependent from inadvertently being removed prior to the end date
provided by the NMSN. The same process would apply to a QMCSO.

End Date I‘
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Step | Action
35. Click the State Look up icon and select the applicable State that issued the NMSN (Virginia in
this scenario).
State | Q
36. Verify that the Active radio button option is selected.
Shafuie O Inactive
37. The Exception Type field defaults to “Court Order”. Do not update.
Exception Type | Court Order
38. Enter the NMSN Number in the Court Order Number field (‘“ACRVA123” in this scenario).
Court Order Number
39. Enter comments in the Comment field to include the date the NMSN was received and the
address and contact information for the issuing entity.
40. Click the OK button.
=N
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Step

Action

The Personal Profile page redisplays.

Dependent/Beneficiary

Help 4
Name Address Personal Profile
JOHH DOE Person ID
Personal Profile @ | I Wiz Al
DependentBeneficiary ID 02 JACK DOE
*Date of Birth | 0252016 Birth Location | |
Diate of Death Riders!Crders exist
Medicare Entitled Date

Riders/Orders.

Dependent Proof

Qualified Dependent

Personal History [a] S | vews
e ot [+
R———————— :
41. | Verify that the Riders/Order exist checkbox option is selected (read-only).
Riders/Orders exist
42. Repeat Steps 27 — 41 for any additional child dependents that need to be marked as NMSN
Riders.
43. Scroll down to the bottom of the page and click the OK button.
B
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Step | Action

The Dependents / Beneficiaries page redisplays.

BenAdmin Data Entry

Event / Parficipant Selection ‘Option Election Dependents ! Beneficiaries

Heip)

Schedule ID EMOO Employee D

Changefddd Dependent Data

Elections Requiring Supplemental Information

10

Oyption Election

Medical Enroll Dependents

Event / Participant Selection Dependents / Beneficiaries

JOHM DOE

EventID 1 Event Data 02/01/2028 DESMatl Med Support Motice
Benefit Record 0 Excess Credit Rollover To Forfeit Excess Credits
Dependent/Beneficiaries Currently on Record
Mame Relationship to Employes Dependent Beneficiary Type Date of Birth
JODOE Spouse Approved Dependent D2r231874
JACK DOE Child Approved Dependent OR2602018
JODOE Child Approved Dependent 0B'10/2000

Refresh

In this scenario, the child is already enrolled in the health plan.

@

44. Click the Option Election tab.

Ewvent ! Paricipant Selection Option Election Dependents | Beneficiaries
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Step | Action

The Option Election page redisplays.

BenAdmin Data Enfry

Event / Patticipant Selection Option Election Depandents / Beneficiaries

Sched ID  EMOO

Hedj

Empl ID JOHN DOE

EventData (0R/01/2026 DSSMatl Med Support Motice

~ Available Plans and Options &

Ben Record 0
Excess Credit Rollover To

EventlD 1
Forfeit Excess Credits

Plan Type 10 : Medical

Option Code

I

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

Health Frovider ID | D Previously Seen

Special Requiremsants

Dep B

Enrall All
DependentsiBeneficiaries

Relationship to o Previously Covered s

D Name ‘ Employee Health Provider IO See Person Type Age Limit Flag ‘
e ] o =
sooce T —] v | E
|

Event/ Paricipant

Ootion Election | Dependents [

45.

Bl

Scroll down to the bottom of the page and click the OK button.
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Step | Action

The On-Demand Event Process page redisplays.

JOHN DOE Persomn DY Ben Record 4]
Activity Date Source
Schedula/Frapane Activity Pending Activities 0 Show Activities Action
Event D 1 EventDate 001/2025 Status  Entersd Class DSS Event Status Update
Prepare Cptions Event Status

Open for Processing

Enroliment Statemeant |
‘ Run Date Frequency

® Deduction Frequency O Annual Frequency

‘ Election Entry Entered  of Show Plans
ol date/Finaliz Sheny E CIFinalize/Apply Defaults
| Validate/Finalize | Errors 2 Show Emors
Confirmation Statement Run Date

‘ Reprocess | Process Indicator
Momal Processing
E | Return to Search | | Motify |

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

Schedula/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 1 EventDate 020172028 Status  Entered Class _DSS Evert Stafus Update
Prepare Options Event Status
' ‘Open for Processing
[ ]

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

Validate/Finalize

Errors

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)  H

-
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Step | Action

47. Click the OK button to close the message.

OK

The On-Demand Event Process page redisplays.

JOHM DOE Persan 1D Ben Record o
Activity Date Source
Schedule/Prepane Activity Pending Activities i} Show Activities Action
Event 1D 1 EventDate [0Q01/2026 Status Finalized - Enrolled  Class  DS3 Event Status Update
Prepare Cptions Ewvent Stat
e - vent Status Closed to Processing
Enrcliment Etatement Run Date Frequency
Deduction Frequency  Annual Frequency
Election Entry Entered a of o Show Flans
Walidate/Finalize Emers o Show Errors Finalize/Apply Defaults
Confirmation Statement Run Date
Reprocess Process Indicator | M

Mormal Processing

| Return to Search || Muotify ‘

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

This process is now complete. Refer to the Viewing the Employee’s Benefit Information section
of this Job Aid to validate accuracy. Refer to the Viewing/Printing a Confirmation Statement if a

printed copy of the Confirmation Statement is needed for the employee or the NMSN Issuing
Entity.

—
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Processing a DSS/National Medical Support Order to Enroll Event (Dependent(s)
not already in Cardinal)

This section of the Job Aid should be referenced when creating and processing a DSS/National
Medical Support Order to Enroll event when the dependent(s) requiring coverage per the NMSN are
not already in Cardinal. The steps included in this section of the Job Aid are based on the following
example scenario:

Scenario: A NMSN was received for an employee on 8/30/2026 from a North Carolina Court. The
effective date of the NMSN is 8/5/2026. The NMSN has already been validated and the BA has verified
that the employee is still employed by the Agency and being paid. This NMSN mandates that the
employee maintains Health Plan coverage for their one named child dependent on the order through
their 18" birthday (9/10/2031). The employee is currently enrolled in a “Single” plan, and the named
dependent is not currently covered. The BA needs to process this NMSN to enroll the child dependent
in coverage and mark the child dependent as an NMSN Rider to ensure that the child dependent is not
inadvertently removed from the coverage prior to the mandated end date.

Note: Generally speaking, the steps in this Job Aid can be used to create and process any
DSS/National Medical Support Order to Enroll event wherein the dependent(s) are not already in
Cardinal. Be sure to use the actual dates and information from the NMSN when completing this
process in Cardinal.

Step Action
1. Navigate to the Benefit Event page by clicking the BN WorkCenter tile.
BN WorkCenter
é +. 8
l.i[_.'.

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.
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Step Action

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

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

roles.
Benefits WorkCenter
G &
« My Work Benefit Event Entry
Audit Exceptions Find an Existing Value

 Search Criteria
~ My Approvals

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

\T) Recent Searches | Choose from recent searches

VL

Employee/Dependent Information

[-] Saved Searches ‘ Choose from saved searches

Enroll in Benefits

Empl ID | begins with v| ‘ Benefit Record Number ‘ = v‘ ‘

Enroliment Administration

W Empl Record | = v‘ ‘

First Name | begins with | ‘

Business Unit ‘ begins with v| ‘
Benefit Event

©n-Demand Event Process
Employee Event Details ‘

Last Name | begins with vl ‘

Department | begins with vl ‘

Review Employee Stalements #~ Show fewer options

[ Case Sensitive [ Include History

> Queries

> Reports/Processes

path:

Event

Users can also access the Benefit Event Entry page using the following navigation

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

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

Benefit Event Entry
Find an Existing Value

~ Search Criteria

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

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

[-] Saved Searches | Choose from saved searches

v| &#

EmplID | begins with
Empl Record | = w

Last Name | begins with

Department | begins with

~ Show fewer options

Benefit Record Number | = L4
First Name | begins with
Business Unit | begins with

[ Case Sensitive [ Include History
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Step Action

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

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

Empl ID | begins with V|I I

4. Click the Search button.

-

The Benefit Event Detail page displays for the selected employee.

Benefit Event Detail
Employes D Benefit Record Number 0
Life Event @ | 1cf1 W Wiew Al
Life Event | v
Life Event Date Paperwork Receipt Date
Health Change FSA Change
Health Change Needed: F3A Change Needed:

Current Cov. Level: Future Cov. Level: hd

Change: " Change: b

Special Processing Message (Health)

Special Processing Message (F5A) ‘

Return to Search

5. Click the Life Event dropdown button.

Life Event hdl
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Step Action

The Life Event menu displays.

Life: Event

Life Event

Life Event D

Add To Existing Family Membership

Health Cha:
Begin Leave without Pay [LWOP)

Health Chg Birth/Adoption

Current Cf Covered Child Lost Eligibikty
Change: DS5Mational Medical Support Order to Enrall

DE5Mational Medical Support Order to Release

special Death of a Child

Death of 2 Spouse

Dependent Care Cost/Coverage Change

Special § Divorce

EE/Dep. Gained Eligibiity - Medicare/Medicaid

EE/Dep. Gained Eligibility - Other Emplayer

E E EE/Dep. Lost Eligibility - MedicareMedicaid

EE/Dep. Lost Eligibility - Other Employer

6. Select the “DSS/National Medical Support Order to Enroll” list item.
Life Event I] DESMational Medical Support Order to Enrol I'*-l"||
7. Click the Life Event Date Calendar icon and select the applicable date.

Note: This is the date of the NMSN (“08/05/2026” in this scenario).

Life Event Date

8. Click the Paperwork Receipt Date Calendar icon and select the applicable date.
Note: This is the date that the NMSN was received (“08/30/2026” in this scenario).

Paperwork Receipt Date
9. Click the Health Change Needed dropdown button and select “Yes”.
Health Change Needed: b ||

Even if the Life Event does not require a change in the Health Plan Coverage Code for
o the employee, select “Yes” as this Life Event will involve updating the information for a
covered dependent. If “Yes” is not selected, a Benefit Event will not be created.
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Step

Action

The Benefit Event Detail page refreshes.

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

Benefit Event Detail
JOHN DOE Employee V] Benefit Record Number
Life Event @ 1 1of1 w 1 View All
Life Event | D35/Mafional Medical Support Order to Enroll w
Life Event Date |08/05/2026 Paperwork Receipt Date | 05/05/2028
Health Change FSA Change
Health Change Needed: Yes i F5A Change Needed:
Current Cov. Level: Single Future Cov. Level:
Change: | v| Change: ~
Special Processing Message (Health)
P
Special Processing Message (FSA) ‘
A
m Retum to Search

10.

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

Future Cov. Level: hd

The coverage levels available for selection are “Employee + CH (Child)”, “Employee +
Spouse”, “Family”, “Single, Employee”, and “Waive Coverage”. Please note that this
does not actually change the employee’s enrollment. This will be done when the Life

Event is processed.

11.

Click the Change dropdown button and select the applicable list item (“Change an
employee’s plan and/or add court ordered dependent” in this scenario).

Change: I Change an employee’s plan and/or add court ordered dependent. VI

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

12. Complete the fields within the FSA Change section only if the employee is making any

changes to their Flex Spending Account(s) (Flex Spending Medical or Flex Spending

Dependent Care) in conjunction with the DSS/National Medical Support Order to Enroll
Event. Otherwise, leave blank.

FSA Change

FSA Change Needed: bl

Change:

13. Click the Save button.

E | Return to Search

The Benefit Event Detail page refreshes.

Benefit Event Detail
JOHN DOE Employee D Benefit Record Number 0
Life Event @ | Tof1 v | View All
Life Event D3S/National Medical St

dical Support Crder to Enroll ~
Life Event Date |08/05/2026

Paperwork Receipt Date | 02/05/2026
Health Change

FSA Change
Health Change Needed: | V&S v FSA Change Needed: No v
Current Cov. Level: Single Future Cov. Level: s
Change: Change an employee's plan andfor add court order ~ Change: A

Special Processing Message (Health) | A DSS event will be created for you to make this benefit change. NOTE: Mational Medical Support Notices are served on the

employer requiring coverage for the dependenis listed in the order. Select and complete RidersfOrders Exist on the dependent

profile.

2
Special Processing Message (FSA) ‘
2

m Retum to Search
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Step Action

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

Special Processing Message (Health) | A DS event will be created for you bo make this benefit change. NOTE: Mational Maedical Support Nolices are served on the
employar requinng coverage for the dependents ksted in the order. Sedect and complete Riders!Orders Exist on the dependent
prafile

Special Processing Message (FSA)

0 The manual Benefit Event (DSS/National Medical Support Order to Enroll Event) is now
created.

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

15. Next, this DSS/National Medical Support Order to Enroll Event must be processed.

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

Benefits WorkCenter
o

> My Work

* My Approvals

« Links

EmployeeiDependent Information
Enroll in Benefits

Enrollment Administration

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
o navigation path:

NavBar > Menu > Benefits > Manage Automated Enrollment > Events > On-
Demand Event Process
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Step Action

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

On-Demand Event Maintenance
Find an Existing Value

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

\T) Recent Searches | Choose from recent searches V| / [1 Saved Searches | Choose from saved searches V| /
EmplID | pegins with v Empl Record | = w
Name | begins with Last Name | begins with

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

# Show fewer options

[[] Case Sensitive

m Clear

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

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

16. Enter the 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 |

17. Click the Search button.
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Step Action

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

JOHN DOE

Activity Date  0W01/20285

Schedule/Prepare Activity

| Return to Search | | Motify

Source  Manual Event

Pending Activities

Ferson ID

Show Activities | Action

Ben Record

D55

a

Class [S53 |

Ewent Status Update

Event ID a Event Date  07/01/2025 Preparsd
Prepars Options Ewvent Statu
e = Dpen for Processing
| Enroliment Statemsant Run Date E
regquency

® Deduction Frequency O Annual Frequency

Mormal Processing

| Election Entry Entered [ Show Plans
APr— " [ Finalize/Apply Defaults
Validste/Finalize Errore o Shaowr Errors
Confimation Statement Run Date
| Feprocess ‘ Process Indicator

18. Review the Activity Date field. For DSS/National Medical Support Order Events, this
date will auto-populate based on the Life Event date previously entered.

effective date for the event.

Activity Date | 0&/01/2025 I

Scenario: The effective date is 09/1/2026, the 15t of the month following the paperwork
receipt date. Ensure that this date is accurate.

Note: It the paperwork receipt date happens to fall on the 15 of the month, that is the

Activity Date 020172025

| Schedule/Prepare Activity

| Show Activities | Action

Dss

The Source field will be “Manual Event”. The Action field will default to “DSS”.

ISDurce Marnuzl Event I

| Pending Activities 1

19. Click the Show Activities button only if there is more than one activity.

Show Activities
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Step Action

20. If the Benefits Administration process has already run since the time the manual event
was created, the Pending Activities field will display a “0”. In this case, proceed to
Step 23. If the Pending Activities field displays a “1”, click the Schedule/Prepare
Activity button.

Schedule/Prepars Activity Pending Activities 1

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

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

The On-Demand Event Process page redisplays.

JOHN DOE Persan ID Ben Record 1]
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 2 EwventDate  09/01/2026 Status  Prepared Class DSS Event Status Update
Prepare Options Event Status

Cpen for Processing

Enrollment Statement Run Date Frequency

Deduction Frequency ' Annual Frequency

l Election Entry ] Entered o of 1 Show Plans

. - — I Finalize/Apply Defaults
l Valid ate/Finalize ] Errors 0 Show Errors
Confirmation Statement Run Date
l Reprocess ] Process Indicator

Mormal Processing

E’ Retum to Search H Mofify ]
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Step Action

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

JOHN DOE Person 1D Ben Record [i}
Activity Date Source
Schedule/Prepare Activity Pending Activities ] Show Activities Action

.
EventID 2 EventDate (09/01/2026 I Status  Prapared Class DSS Event Stalus Update

Prepare Options Event Status .
Cpen for Processing

23. Click the Election Entry button.

Election Entry

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

BenAdmin Data Entry x
Help
Event/ Participant Selection Option Election Dependents / Beneficiaries
Sched 1D EMOD Empl ID JOHN DOE Ben Record 0 EventiD 2
EventData 09/01/2026 DSSiNatl Med Support Hotice Excess Credit Rollover To  Forfeil Excess Gredils
~ Available Plans and Options & @ I [10f1 v

Plan Type 10 : Medical

L
opton Cade

COVA Gr+Exp Den+VisionHmg (ACC4) (Single)

Health Provider ID ‘ O Previously Seen

Special Requirements

Dependents/Beneficiaries

Enrell All

Dependents/Beneficiaries

Relationship to
Employee

Y L J »° (-]

Health Provider ID F’es"im's‘y Covered

Name Person Type

Age Limit Flag

Event/ Parficipant Selection | Option Election | Dependents / Beneficiaries

24. First, add the new dependent(s). Click the Dependents / Beneficiaries tab.

Ewent § Participant Selection Option Election Dependents | Beneficiaries
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Step Action

The Dependents / Beneficiaries page displays.

BenAdmin Data Entry *
Help
Event/ Participant Selection Option Election Dependents | Beneficiaries
Schedule ID  EMOD Employee ID JOHN DOE
Event Data  09/01/2026 D5SMall Med Support MNotice

EventiD 2

Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits

Dependent/Beneficiaries Currently on Record
D dent Beneficiary Type Date of Birth

Name Relationship to Employ

ChangefAdd Dependent Data

Elections Requiring Supplemental Information

10 MMedical Enroll Dependenis

Event / Parficipant Selection | Option Election Dependents / Beneficiaries

25. Click the Change/Add Dependent Data link.

Change/Add Dependent Data il

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

DependentiBeneficiary %
Help
Name Address Personal Profile
JOHN DOE Person ID
Dependent/Beneficiaries \EI | 10f1 W | View All
*Dependent/Beneficiary 1D
Name History @ 1 1of1 w | Wiew Al

*Effective Date | 09/01/2026 B
*Format Type | English w
Name Edit Hame

Mame | Address | Personal Profile
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Step Action

For DSS Medical Support Order Events, the Effective Date field defaults to the Life
o Event date previously selected (15t of month following the date that the NMSN was
received, which is “08/30/2026” in this scenario). The Dependent/Beneficiary ID field
will default to “01” for the first dependent and increment by 1 for each additional
dependent subsequently added.

26. Click the Edit Name button.

| Edit Name |

The Name page displays in a pop-up window.

Name *
Help
English Name Format
Name Prefix
*Firzt Name | |
Middle Name | |
*Last Name | |
Name Suffix
Display Name
Formal Name
Name
[ Ok ” Cancel ” Refresh Name l
27. At a minimum, enter the dependent’s first and last names in the corresponding fields.

The Name Prefix, Middle Name, and Name Suffix fields are optional but should be
entered as applicable.

*First Name

Middle Name

*Last Name
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Step Action

28. Click the Refresh Name button.

DK | | Cancel II Fefrezh Name

The Name page refreshes.

Name *
Help
English Name Format
Name Prei
*First Name |Jasun |
Middle Name | |
*Last Name |Doe |
Name Suffix

Display Name Jason Doe
Formal Name  Jason Doe

Name DoeJason

I OK ] I Cancel ] I Refresh Hame ]

The Display Name, Formal Name, and Name fields will populate based on the name
0 information entered.

29. Click the OK button.

DK Cancel | | Fefrezh Name
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Step Action

The Name page redisplays.

Dependent/Beneficiary X
Help
Name Address Personal Profile
JOHN DOE Person ID
Dependent/Beneficiaries @ | 10f1 v | View Al

*Dependent/Beneficiary ID

Mame History @ 1 10f1 v | View All

*Effective Date |09/01/2026 E

Mame Jason Dos Edit Name

Name | Address | Personal Profile

30. Click the Address tab.

Mame | Address Personal Profile

The Address page displays.

Dependent/Beneficiary *
Help
MName Address Perscnal Profile
Dependent/Beneficiaries @ | 1of1 w | Wiew Al
JOHN DOE Person ID
Dependent/Beneficiary ID 1 Name Jason Doe
Address History @ | 10f1 w | View Al

*Effective Date |09/01/2026 E
[ Same Address as Employee Address Type

Address

Country | USA Q| ynited States

Address Edif Address

Dhang Infarmatinn
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Step Action

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

e Selecting the Same Address as Employee checkbox option
or

e Selecting the applicable Address Type using the dropdown button provided and
then clicking the Edit Address button

Address History @ | 10f1 w | View Al
*Effective Date |09/01/2026 E
I [ Ssame Address as Employee I Address Type |
Address
Country | USA Q | ynited States
Address Edit Address

The Address page refreshes.

Dependent/Beneficiary *
Help

Hame Address Perzonal Profile

Dependent/Beneficiaries @ | 10f1 w | Wiew Al

JOHN DOE Person ID

DependentiBeneficiary ID 01 Name Jason Dog

Address History @ | 1of1 w | View Al

*Effective Date |09/01/2026 E
Same Address as Employee Address Type

Employee's Current Address

Country USA United Siates

Address 100 MAIN ST
RICHMOND, VA 98899

Phone Information

o The address information auto-populates in the Employee’s Current Address section.
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32. Click the Personal Profile tab.
Hame Address | Perzonal Profile I
——
The Personal Profile page displays.
Dependent/iBeneficiary %
Help &
Mame Address Personal Profile
JOHN DOE Person 1D
Personal Profile @ | Tof1 w I View All |
Dependent/Beneficiary ID 01 Jason Doe
*Date of Birth Birth Location | |
sencowrry [ a s [ Q)
Date of Death RidersiOrders exist
Medicare Entitied Date Riders/Crders
Personal History @ | Tof1 v I View Al ‘
*Relationship to Employee | v‘
*Dependent Beneficiary Type | v‘
*Gender | Unknown v‘
“Marital Status | Single v] As
O Emoker As of
Occupation |
rEBusa
*~ National 1D
[=1r o |

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

33. Click the Date of Birth Calendar icon and select the dependent’s date of birth
(“09/10/2013” in this scenario).
*Date of Birth
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Step Action

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

*Relationship to Employee I v ”

35. Click the Dependent Beneficiary Type dropdown button and select “Approved

Dependent”.
*Dependent Beneficiary Type | Approved Dependent b |
36 Click the Gender dropdown button and select the dependent’s gender (“Male” in this
scenario).

*Gender | Unknown Vv I

37. The Marital Status field defaults to “Single”.

*Marital Status I Single v I

38. Click the vertical scrollbar to scroll down on the page to the National ID section.

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

¥ National ID

i H Q 1-10f1 v [ view Al
*Country *National ID Type Description National ID Primary ID
‘USA Q | ‘PR Q | Social Security Number | ‘ | + [ —

40. Scroll back up to the top of the page.

41. Click the Riders/Orders link.

Riders/Orders
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The Dependent/Beneficiary Riders page displays in a pop-up window.
Dependent/Beneficiary Riders *®
Help
Employee ID Dependent/Beneficiary ID 01
Riders/Orders @ | 10f1 v I View Al
*Plan Type E *Sequence D E\
*Start Date End Dats
State \:\ Status ® Active Clnactive
Exception Type | Court Order ~ Court Order Number | ‘
Comment =
p:
B

42. Click the Plan Type Look up icon and select the applicable plan type (“Medical” in this
scenario as the employee is currently enrolled in a Medical + Expanded Dental, Vision
and Hearing plan).

*Plan Type Q

43. Enter “1” in the Sequence field.

*Sequence

44, Click the Start Date Calendar icon and select the applicable start date based on the
dates provided in the NMSN (“08/05/2026” in this scenario).

*Start Date l

45, Click the End Date Calendar icon and select the applicable end date if an end date is
provided in the NMSN (“09/10/2031” in this scenario).

Note: This field prevents the dependent from inadvertently being removed prior to the
end date provided by the NMSN. The same process would apply to a QMCSO.

End Date || 09/10/2031

Rev 9/1/2026 Page 47 of 84



4/ Cardinal Benefits Job Aid

V4 BN361 National Medical Support Notice (NMSN) and
QMCSO Administration

Step Action

46. Click the State Look up icon and select the applicable State that issued the NMSN
(North Carolina in this scenario).

State ﬂC t"."|I North Carolina

47 Verify that the Active radio button option is selected.

® Active O Inactive

Status

48. The Exception Type field defaults to “Court Order”. Do not update.

Exception Type | Court Order v

49. Enter the NMSN Number in the Court Order Number field (‘“ACRNC123” in this
scenario).

Court Order Number | ACRNC123

50. Enter comments in the Comment field to include the date the NMSN was received and
the address and contact information for the issuing entity.

51. Click the OK button.

=
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Step Action

The Personal Profile page redisplays.

Dependent/Beneficiary *
Help &
HName Address Personal Profile
JOHN DOE Person D
Personal Profile EI | 1of1 v I View Al |
DependentiBeneficiary ID 01 Jason Doe

*Date of Birth |09/10/2013 Birth Location ‘ |
Date of Death Riders/Orders exist
Medicare Entitled Date Riders/Orders

Dependent Proof
[ Qualified Dependent
Personal History \EI | 1of1 v | ViewaAl |

*Effective Date | 09/01/2026 E
*Relationship to Employee ‘ Child V|
*Dependent Beneficiary Type ‘ Approved Dependent v|
*Gender ‘ Male v|

“Marital Status ‘ Single v| As | ‘
of

52. Verify that the Riders/Order exist checkbox option is selected (read-only).

DRiderstrders exist

53. Scroll down to the bottom of the page and click the OK button.

Ok | Cancel || Apply |
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Step Action

The Dependents / Beneficiaries page redisplays.

Dependent/Beneficiaries Currently on Record

Name Relationship to Employee Dependent Beneficiary Type Date of Birth

Jason Doe Child Approved Dependent 0902013

ChangelAdd Dependent Data

Elections Requiring Supplemental Information

10 IMedical Enroll Dependents

Event / Parficipant Selection | Option Election Dependents / Beneficiaries

BenAdmin Data Entry *
Help
Event / Parlicipant Selection Option Election Dependents / Beneficiaries
Schedule ID EMOO Employee ID JOHN DOE
EventlD 2 Event Data  09/01/2026 D55Mall Med Support Notice
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits

child dependent(s) on the NMSN is displayed.

54. Review the Dependent/Beneficiaries Currently on Record section and verify that the

Dependent/Beneficiaries Currently on Record

Name Relati hip to Empl Dependent Beneficiary Type Date of Birth

Jason Doe Child Approved Dependent 0971042013

{Changefadd Dependent Data

marked as NMSN Riders.

55. Repeat Steps 24 — 54 for any additional child dependents that need to be added and

enroll the child dependent(s).

56. Click the Option Election tab to update the employee’s coverage code selection and

Event / Parlicipant Selection Option Election Dependents / Beneficiaries
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Step

Action

The Option Election page displays.

BenAdmin Data Entry

Event/ Parficipant Seleclion Option Election Dependents / Beneficiaries

Help

Sched ID  EMO0O Empl ID
Event Data  09/01/2026 DSS/Natl Med Support Noficz

JOHN DOE BenRecord 0 EventiD 2

Excess Credit Rollover To  Forfeit Excess Credils

~ Available Plans and Opticns &

Plan Type 10 : Medical

D
option G

COVA Gr+Exp Den+\Vision&Hmg (ACC4) (Single)

Special Requirements

DependentsiBeneficiaries

Enroll All

Dependents/Beneficiaries

e Health Provider ID

L J] @

L] Name

[ @

Previously | Covered
e

Person Type Age Limit Flag

Event / Parficipant Selection | _Oplion Election | _Dependents / Beneficiaries.

@] [ae

57.

Select the applicable Medical Plan and coverage code. Click the Option Code Look up
icon (magnifying glass) within the Plan Type 10: Medical section.

Plan Type 10 : Medical

Option Code |41 Q

COVA Cr+Exp Den+Vision&Hrng (ACC4) (Single)

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

Look Up Option Code X
2 Option ACCl |3 -
29 Option ACC1 1
34 Option ACC2 2
33 Option ACC2 1
35 Option ACC2 3
36 Option ACC2 4
37 Option ACC3 1
39 Option ACC3 X
38 Option ACC3 2
40 COption ACC3 4
41 Option ACC4 1
44 Option ACC4 4
43 Option ACC4 3
42 Option ACC4 2
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Step Action

58. Select the same Benefit Plan that the employee is currently enrolled in but with the new
Coverage Code by clicking the corresponding link in the Option Code column (Benefit
Plan. In this scenario, Option Code “43” Benefit Plan “ACC4” with Coverage Code “3” is
selected.

43 Option ACCH 2

The Option Election page redisplays.

BenAdmin Data Entry x
Help
Event/ Participant Selection ‘Option Election Dependents / Beneficiaries
SchedID  EMOO Empl ID JOHN DOE Ben Record 0 EventID 2
Event Data  00/01/2026 DSS/Nati Med Support Motice Excess Credit Rollover To  Forfeil Excess Credits
~ Available Plans and Options @ 1 [10f1 &

Plan Type 10 : Medical

o

‘COVA Cr+Exp Den+Vision&Hrng (ACC4) (Self + Child)

Special Requirements

Dependents/Beneficiaries

Enroll All

Dependents/Beneficiaries

“ID Name Eﬂzﬂ]"y’;’“"“’ Health Provider ID oD g:}'_ﬁ:‘%w Age Limit Flag
(Y | o (]
[ o< | IR
Event / Paricipant Selection | Option Election Dependents /
59. Next, enroll the dependent(s) in the selected Medical Plan by either:
o Clicking the Enroll All button if all dependents will be enrolled (applicable for this
example)
or

¢ Adding the applicable dependents individually using the ID Look up icon within
the Dependents/Beneficiaries section. Additional rows can be added in this
section by clicking the Add Multiple Rows icon (+...)

Dependents/Beneficiaries

I Enroll Al I

DependentsiBeneficiaries

D Name Relationship to Health Provider Previously Covered
Employee ID Seen Person Type

| a] ° -]

Age Limit Flag
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Step Action

The Option Election page refreshes.

BenAdmin Data Entry

Event [ Participant Selection Option Election

Dependents / Beneficiaries

Help

Sched ID EMOO EmplID

Event Data  09/01/2026 DSS/Natl Med Support Notice

JOHN DOE

BenRecord 0 Event ID

Excess Credit Rollover To  Forfeil Excess Credits

2

~ Available Plans and Options

@] e

Plan Type 10 : Medical

COVA Cr+Exp D

(ACC) (Self + Child)

DependentsiBeneficiaries

Special Requirements

Enroll All

Dependents/Beneficiaries

. Relationship to - Previously Covered
1D Name Employee Health Provider ID ‘ Seen Person Type Age Limit Flag
Q| sason D en ] o |om ‘ |

[+ 7

Event/ Parlicipant Selection | Option Election | Dependents / Beneficiaries

60.

Scroll down to the bottom of the page and click the OK button.

o

The On-Demand Event Process page redisplays.

JOHN DOE
Activity Date

Schedule/Prepare Activity

EventID 2 Event Date  09/01/2026
Prepare Options
Enrollment Statement Run Date

l Election Entry
I Validate/Finalize ] Errors
Confirmation Statement Run Date

I Reprocess

l Retum to Search ” Motify ]

Source

Pending Activities

] Entered q 0of 1

1]

Person ID
0 Show Activities
Status  Enfered Class
Event Status
Frequency

Deduction Frequency

Show Planz

Show Errors o

] Process Indicator

Mormal Processing

Ben Record 0

Action

Dss Event Stalus Updale

Cpen for Processing

Annual Frequency

Finalize/Apply Defaults
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Step Action

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

Event ID 2 Event Date  09/04/2026 Status  Entered Class DES I Event Stalus Update l
— =
Prepare Options Event Status )
Open for Processing

Enrollment Statement Disc Do,

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

Validate/Finalize Errors 0

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)

!

62. Click the OK button to close the message.

OK
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Step Action

The On-Demand Event Process page redisplays.

JOHN DOE Person ID Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
o
EventID 2 EventDate 03/01/2026 Status Finalized - Enrolled  Class DSS Bvent Status Update
Prepare Options Event Status .
Closed to Processing
Enrollment Statement
Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Entry Entered g of o Show Plans

i inal W Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors PRY
Confirmation Statement Run Date
Reprocess Process Indicator | M

Mormal Processing

l Retum to Search H Mofify l

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

display as “Closed to Processing”.

EventID 2 EventDate 09/M/2026 | status Finalized - Enrolled | Class  bss l Event Status Update ]

Prepare Options Event Status )
Closed to Processing

section of this Job Aid to validate accuracy. Refer to the Viewing/Printing a Confirmation
Statement section if a copy of the Confirmation Statement needs to be printed for the
employee.

0 This process is now complete. Refer to the Viewing the Employee’s Benefit Information
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Processing a DSS/National Medical Support Order to Remove Event

This section of the Job Aid should be referenced when creating and processing a DSS/National
Medical Support Order to Remove Event.

The steps included in this section of the Job Aid are based on the following example scenario:

Scenario: A NMSN was received for an employee on 8/12/2026 from a Virginia Court. The effective
date of the NMSN is 8/10/2026. The NMSN has already been validated, and the BA has verified that
the employee is still employed by the Agency and being paid. This NMSN is releasing the mandated
coverage for the named child dependent. The employee is currently enrolled in a “Family” plan, and the
named dependent is currently covered. The court has deemed that this child dependent is not the
employee’s biological child and the child will be removed from coverage.

Note: Generally speaking, the steps in this Job Aid can be used to create and process any
DSS/National Medical Support Order to Remove event. Be sure to use the actual dates and information

from the NMSN when completing this process in Cardinal.

Step Action

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

—
BN WorkCenter

ez

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.

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

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

Benefits WorkCenter

o
[+ My Work Benefit Event Entry

Audit Exceptions Find an Existing Value

- My Approvals > Se

[ Links.
© Recent Sesrches | Chooss rom recent searches V] # 7 ssveassarcnes [ Ghases rom saved searis V4
Employes/Dependsnt Information
Enpitd [oogmeom v] [ | Bencfit Record Number 1
el Rosors [ Frsttome [beaiveni v [ ]
wstrams (gt ] [ cusnees nt [bmgmonn o] [

 Show fewer options

Rev 9/1/2026 Page 56 of 84



fy Cardinal Benefits Job Aid
/

BN361 National Medical Support Notice (NMSN) and
QMCSO Administration

Step Action

0 Users can also access the Benefit Event Entry page using the following navigation
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
Enfer any information you have and click Search. Leave fields blank for a list of all values.
{‘D Recent Searches | Choose from recent searches v| f [-] Saved Searches | Choose from saved searches v| f
EmplID | begins with v Benefit Record Number | = w
Empl Record | = ~ First Name | begins with
Last Name | begins with v| ‘ | Business Unit ‘ begins with v| ‘ |
Department | begins with w
~ Show fewer options
[ Case 3ensitive O Include History
=
’ . .
3. Enter the employee’s Employee ID in the Empl ID field.

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

Empl ID | begins with "|

4, Click the Search button.

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

Benefit Event Detail

Employes

Life Event

Life Event |

Benefit Record Number O

[a] Tofl v

Life Event Date

Health Change

Current Cov. Level:

Change:

Special Processing Message (Health)

Paperwork Receipt Date

F3A Change
FSA Change Needed:

Future Cov. Level:

Change:

Special Processing Messags (FSA) ‘

Retrn to Seareh

Refer to the Processing a DSS/National Medical Support Order to Enroll Event

(Dependent(s) not already in Cardinal) section of this Job Aid and complete Steps 5 —
14, but select “DSS/National Medical Support Order to Release” for Step 6.

. feematianal Madical Sunnnrt Cirdar 0 Balasco
Life Event D3S3/National Medical Support Order to Release v
The Benefit Event Detail page refreshes.
Benefit Event Detail

JOHN DOE Employes D Benefit Record Number 0
Life Event IEI | 1of1 w “iew All
Life Event | O eease v
Life Event Date | 0&/10 Paperwork Receipt Date | D&12/2025
Health Change F3A Change
Health Change Needed: v FSA Change Neaded: No W
Current Cov. Level: Family Future Cov. Level: | Smpioyes + CH v
Change: e - ¥

Special Processing Message (Health)

Change:

A MSR event will be created for you o make this benefit change. NOTE: Mational Medical Support Notices are served on the

employer requiring or releasing cavarage for the dependants listed in the ordar. I releasing coverage, do not forget to update the
end date in the RidersiOrders section of the dependant profile.

Special Processing Message (FSA)

Rewm i Searen
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Step

Action

The manual Benefit Event DSS/National Medical Support Order to Release Event (MSR)
is now created. Next, this event must be processed. Use the following navigation path in
the WorkCenter: Links > Enrollment Administration > On-Demand Event Process

Benefits WorkCenter

> My Work

*> My Approvals

w Links

Employee/Dependent Information
Enroll in Benefits

Enrollment Administration

o &

On-Demand Event Frocess

Benefit Event

Employes Event Dietails

Review Employee Statements

Other Links

* Queries

> Reports/Processes

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

navigation 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.

@ Recent Searches | Choose from recent searches v| f [1 Saved Searches | Choose from saved searches v| /

EmplID | pegins with Empl Record | = w
Name | begins with Last Name | begins with

Second Last Name | begins with v

~ Show fewer options

[ Case Sensitive

m Clear

Alternate Character Name | begins with v
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Step Action

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

7. Enter the 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 ~

8. Click the Search button.

= -

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

JOHN DOE PersonlD Een Record a
Activity Date  02/01/2025 Source  Manuzl Event
Schedule/Prapars Activity Pending Activities 1 Show Activities | Action MSR
Event ID¥ a Event Date Status Class | Bvent Status Update
Prepare Options Event Status

‘ Enrollment Statemant

Run Date

Frequency
® Deduction Frequency ) Annual Frequency
Validate/Finalize Errors Show Errors [ FinalizeiApply Defaults
Confirmation Statement Run Dats
‘ Reprocess ‘ Process Indicator

Mormal Procassing

E| Return to Search || Motify |
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Step Action

9. Review the Activity Date field. For DSS/National Medical Support Events, this date will
auto-populate based on the Life Event date previously entered. Ensure that this date is
accurate. In this scenario, the effective date is “09/01/2026”.

I Activity Date  02/01/2025 I Source  Manuzl Event
| Schedula/Prepare Activity ‘ Pending Activities q ‘ Show Activities ‘ Action MER
Event ID 1] Event Date Status Class | Event Status Update

0 The Source field will be “Manual Event”. The Action field will default to “MSR”.

Activity Date  08/01/2025 I Source  Manual Event I
| Schedula/Prepare Activity ‘ Pending Activities q ‘ Show Activities ‘ Action MER
Ewvent ID 1] Event Date Status Class | Ewent Status Update
10. Click the Show Activities button only if there is more than one activity.
| Show Activities I
11. If the Benefits Administration process has already run since the time the manual event

was created, the Pending Activities field will display a “0”. In this case, proceed to Step
14. Since the Pending Activities field displays a “1”, click the Schedule/Prepare
Activity button.

Schedule/Prepare Activity Pending Activities 1

schedules and prepares the activity. This button will be disabled if the Benefits
Administration process has already run.

0 Clicking the Schedule/Prepare Activity button will launch an automated program that

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) |

-
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Step Action

12. Click the OK button to close the message.

OK

The On-Demand Event Process page redisplays.

JOHN DOE Person 1D Ben Record o
Activity Date Source
Schedule/Prepare Activity Pending Activities a Show Activities Action
Event |D 5 Event Date  09i01/2025 Status  Prepared Class MsSR Event Status Update
Prepare Options Event Status Open for Processing
| Enrcliment Statemant | Run Date Frequency

® Deduction Frequency O Annual Frequency

| Election Entry

Entered o of 1 Show Plans
Validate/Finalize Emors Show Ermors CIFinalizelApply Defaults
Confirmation Statement Run Date

| Reprocess | Process Indicator
| Return ta Search || Motify |

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

Momal Pracessing

Activity Date Source
Schedule/Frapare Activity Pending Activities 0 Show Activities. Action
Event 1D 5 Event Date  (2/01/2026 Status  Prepared Class  MSR Ewvent Sfatus Update
Prepare Cotions
f Event Status Open for Processing
| Enrcllmant Shofomont |

14. Click the Election Entry button.

I Election Entry I Entered pof 4
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Step Action

displayed by default.

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

Event Participant Selection Option Election Dependznts | Beneficiaries

BenAdmin Data Entry

Sched ID EMOO Empl ID JOHN DOE

EventData  0Q/01/2026 Medical Support Order - Remove

~  Available Plans and Options &

Plan Type 10 : Medical

Opton Cods

Health Provider ID |

COVA Cr+Exp Den+VisiongHmg (ACC4) (Family)

Ben Record Q EventlD §

Excess Credit Rollover To  Forfeit Excess Gredits

O Previously Seen
Specisl Requirements
Dependents/Beneficiaries
Dependents/Beneficiaries
1D Name gﬂ;:i";ﬂ’ip O Health Provider ID F”g::‘" g:.":;f“?wpe Age Limit Flag
JEREMY DOE Child \:I o Child
JODOE Child :I a Child

L[]

15.

Dependents / Beneficiaries tab.

First, update the NMSN Rider information for the named child dependent. Click the

Ewent § Participant Selection

Option Election

Dependents { Beneficiaries
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Step Action

The Dependent / Beneficiaries page displays.

EenAdmin Data Entry

Event/Participant Selection Dption Election Dependents f Beneficiaries

Schedule ID EMOO Employee D
EventlD & Event Data  00/01/2028
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits

Dependent/Beneficiaries Currently on Record
Hame Relationship to Employes Depandent Beneficiary Type
JEREMY DOE Child Approved Dependent
JO DOE ExSpouss Unapproved Dependent
JO DOE Child Approved Dependent

Change’Add Dependent Data

Elections Requiring Supplemental Information

0

Kedical Enrall Dependents

JOHN DOE

Medical Support Order - Remove

Date of Birth

0232013

022411820

122002007

Refresh

16.
child dependent(s) on the NMSN is displayed.

Review the Dependent/Beneficiaries Currently on Record section and verify that the

Dependent/Beneficiaries Currently on Record

Name Relationship to Employes Dependent Beneficiary Type Date of Birth
JEREMY DOE Child Approved Dependent 022013
JO DOE ExSpouse Unapproved Dependent 032411880
JO DOE Child Approved Dependant 1202072007

17. Click the Change/Add Dependent Data link.

Change/Add Dependent Datal
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Step Action
The Dependent/Beneficiary page displays in a pop-up window with the Name tab displayed by
default.
Dependent’/Beneficiary *
Help
Name Address Personal Profile
JOHN DOE Person |0
DependentiBeneficiaries @ | Wigw Al
*Dependent/Bensficiary ID
Name History f1 W | Wiew Al
Mama Address | Personzl Profile
18. Review the Name field and ensure that the record for the applicable child dependent is
displayed. Use the navigation arrows or the View All link within the
Dependent/Beneficiaries section as needed to locate the applicable child dependent.
Dependent/Beneficiary #
Help
Name Address Perzonal Profile
JOHN DOE Person |0
DependentiBeneficiaries @ | Wiew Al
*DependentBeneficiary ID
Name History v I Viewa)
Mame Address | Personzl Profile
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Step

Action

19.

Click the Personal Profile tab.

Hame Address

| Perzonal Profile I

The Personal Profile page displays.

Mame Address. Personal Profile

Dependent/Beneficiary

JOHN DOE

Personal Profile

Dependent/Beneficiary 1D 01

*Date of Birth
Birth Country I:I
pate ofDeath
Medicare Entitled Date

Dependent Proof

Personal History

*Effective Date |01/01/1801

Qualified Dependent

Person ID

JEREMY DOE

& GG verns

Birth Location | |

- —

*Relationship to Employee | Child

Riders!Orders exist

RidersiOrders.

of 1 w I Wiew Al

[+

v]
*Dependent Beneficiary Type | Approved Dependent v|
*Gender | Male V|

*Marital Status [ Single wl A | izl

20.

| Riders/Orders |

Verify that the correct child dependent is displayed and then click the Riders/Orders link.
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Step Action

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

Dependent/Beneficiary Riders x
Hzlp
Employee ID DependentBeneficiary ID 01
Riders/Orders @ | 1of1 W | Wizw Al
e Medical a
State Status ® Active Crinactive
Wirginia
Exception Type | Court Order b Court Order Number |ACH\.’A123 |
Comment E—‘l
P
21. Click the End Date Calendar icon and select the date of the NMSN Release

(“08/10/2026” in this scenario).

Note: This field prevents the dependent from inadvertently being removed prior to the
end date provided by the NMSN. The same process would apply to a QMCSO.

End Date
22. Select the Inactive radio button option.
Status Active ® |nactive
23. Enter applicable comments pertaining to the NMSN in the Comment field. Do not

overwrite the previous comments.

Comment § MMSH received on 8M12/2025 from Henrico County Courthouse effective 811002028, |‘

24. Click the OK button.

“
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Step Action

The Personal Profile page redisplays.

Mame Address Personal Profile

Dependent/Beneficiary

Helo 4

JOHN DOE

Personal Profile

Dependent'Beneficiary I o1

*Date of Birth | 06/20/2013

Birth Country

Date of Death

i

Medicare Entitled Date
Dependent Proof

GQualified Dependent

Personal History

*Effective Date |01/0111901

JEREMY DOE

PersoniD
[a] G100 vews

Birth Location | |

Riders!Qrders exist

Riders/Orders.

10f1 w | Wiew Al
[+]=]

DRiders;Orders exist

*Relationship to Employee |Chi|c' v|
*Dependent Beneficiary Type | Aporowed Dependent v|
*Gender | Male v|
*Marital Status | :.:ghi — v| A
25. Verify that the Riders/Order exist checkbox option is not selected (read-only).

{ OK

| Cancel || Apply |

26. Scroll down to the bottom of the page and click the OK button.
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Step Action

The Dependents / Beneficiaries page redisplays.

BenAdmin Data Entry

Help
Event/ Participant Selection Cetion Election Dependents { Beneficiaries

Schedule ID EMOO Employee ID JOHN DOE

Event Data  0Q/071/2026
Excess Credit Rollover To

EventiD 5 Medical Support Order - Remave
Forfait Excess Credits

Benefit Record 0

Dependent/Beneficiaries Currently on Record

Name to 3! iary Type | Date of Birth
JEREMY DOE Child Approved Dependant 0612012013
JO DOE ExSpause Unzpproved Dependent 031241880
JO DOE Child Approved Dependent 1212002007

Change/Add Depandent Dats

Elections Requiring Supplemental Information
10

Madical

Enroll Dependents

Event/ Participant Selection

Cption Election | _Dependents | Beneficiarizs

27. Click the Option Election tab.

Ewent ! Participant Selection Option Election Dependents / Beneficiaries

The Option Election page displays.

BenAdmin Data Entry

Heln
Event / Participant Selection Option Election Dependents / Beneficiaries

Sched ID  EMOO Empl ID JOHN DOE Ben Record o EventlD §
EventData  0/01/2026 Medical Support Order - Remove Excess Credit Rollover To  Forfeit Excess Credits

~ Available Plans and Options (&

Plan Type 10 : Medical

w
COWA CrExp Den+\isiondHma (ACC4) (Family)
Health Provider ID | OPreviously Seen
Special Requirements
Dependents/Beneficiaries
Dependents/Beneficiaries
D Name E;‘;:::’;i"'p O Health Provider ID F’E;’:::E"' gz.":;fﬁwe Age Limit Flag

o1 Q JEREMY DOE Child \:I o Child

[m] Child

)

nt [ Parficipant Selection

Option Elecfion |  Dependents f Beneficiaries.
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Step Action

28. Next, update the employee’s elected Medical Plan and coverage code as needed.

Scenario: The child dependent will be removed from coverage. Therefore, the coverage
code needs to be updated. Click the Option Code Look up icon and select the
applicable coverage code (“Self + Child” in this scenario).

Plan Type 10 : Medical

b
Option Code {

(COVA Cr+Exp Den+\ision&Hmg (ACC4) (Seff + Child)

Health Provider ID | | O Previcusly Seen

Special Requiremants

29. If the coverage code does not need to be updated, proceed to Step 30.

If the dependent is not being removed from coverage, proceed to Step 32.

30. If the child dependent is being removed from coverage, click the corresponding Delete
Row icon (-).
Dependents/Beneficiaries
o Name Employee | | |HeattnProviderp | PO ILoSe Age Limit Fiag
1 a] serewvoos o 1 o |ow
sosos 1] o fow E

A Warning message displays in a pop-up window.

Delete currentiselected rows from this page? The delete will occur when the transaction is sawved.

| (82 | | Cancel

31. Click the OK button.
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Step Action

The Option Election page refreshes.

Ewent / Participant Selection ‘Option Election

BenAdmin Data Entry

Dependents [ Beneficiaries

Sched ID  EMOD Empl ID

EventData 0Q/01/20258 Medical Support Order - Remove

~  Available Plans and Options &

Plan Type 10 : Medical

Option Code

JOHN DOE

Excess Credit Rollover To  Forfeit Excess Credits

COVA Cr+Esp Den+\VisiongHmg (ACC4) (Seif + Child)

Health Provider ID |

[ Previously Sesn

Dependents/Beneficiaries

Enroll All

Dependents/Beneficiaries

Relationship to
Employee

Ewant / Participant Selection

Ciption Election

Previously
Seen

1] ©®

Health Provider IO

Ben Record o

Event|D &

o

Special Requirements

Covered
Person Type

Child E\

Age Limit Flag

Dependents /

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

32. Scroll down to the bottom of the page and click the OK button.

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

JOHN DOE Person D Ben Record ]
Activity Date Source
ESchedule/Prepare Activity Pending Activities 0 Show Activities Action
Event 1D 5 Event Date  00/01/2026 Status  Entered Class  MSR Ewvent Status Updata
Prepare Options. Event Status

Open for Procassing

| Enrcllment Statement

Run Date Frequency

(® Deduction Frequency C' Annual Frequency

1 Show Plans

Show Emors

| Election Entry

Entered 1 of

| Validate/Finalize [ Final izefApply Defaults

| Errors o

Confimation Statement Run Date

| Feprocess | Process Indicator
| Return to Search || Muodify |

Mormal Processing

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

Activity Date Source

‘Echedule/Prapare Activity Pending Activities i} Shaoer Activities Action

Event ID 5 Event Date (00172026 Status  Entered Class  MSR Event Status Update

Prepara Options Event Status - . I
Open for Processing
[ ]

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

Validate/Finalize Errors 0

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) |

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

OK

The On-Demand Event Process page redisplays.

JOHN DOE Person 1D Een Record o
Activity Date Source
Schedule/Prapare Activity Pending Activities 0 Show Activities Action
Event ID 5  EventDate 02/01/2026 Status Finalized - Enrolled  Class  MSR Event Stztus Update

Prepare Cptions Event Status
il - Closed to Processing

Enrollment Statement Run Date Frequency
Deduction Frequency ' Annual Frequency

Validate/Finalize Show Ermors Finalize!Apply Defaults

Ermrors o
Confirmation Statement Run Date
Reprocess Process Indicator |M

Mormal Processing

| Return to Search || Motify |

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

Activity Date Source
Schedule/Prepare Activity Pending Activities a Show Activities Action
Event I §  EventDate 0Qi01/2026 I Status Finalized - Enrolled | Class  MSR Event Status Update
Prepare Options Ewvent Stab
: vemt StatuE Closed to Processing

Rev 9/1/2026 Page 73 of 84



y Cardinal Benefits Job Aid
/

BN361 National Medical Support Notice (NMSN) and
QMCSO Administration

Processing QMCSO Information

For a Qualified Medical Child Support Order (QMCSO) that is received by the Agency from the
employee, select the “Judgment, Decree or Order to Add Child or Judgment” or “Decree or Order to
Remove Child” on the Benefit Event Entry page. A Medical Support Order - Add (MSA) or Medical
Support Order — Remove (MSR) event would be created.

Follow all steps in the above scenarios to create and process the event. It is not required that the Rider
information be completed on the Dependents/Beneficiaries tab.

Life Event ’?| \_1| | 4 | | 3of3 w View All
Life Event Judgment, Decree or Order o Add Child ~ | + |
Life Event D gz::: E;: g:gﬂse = Paperwork Receipt Date :|

Dependent Care CosYCoverage Change -
Health Chal 2verce FSA Change

EE/Dep. Gained Eligibility - Medicare/Medicaid
EE/Dep. Gained Eligibility - Other Employer
EE/Dep. Lost Eligibility - Medicare/Medicaid .

Health Cha ¢ bep. Lost Eligibilty - Other Employer FSAChange Needed: | V|
Employment Change: SAL FTIQT to PT
Employment Change: SAL PT to FT/QT
Enrollment in Marketplace Exchange Health Plan - Change: v
HIPAA Qualitying Event

Judgment, Decree or Order to Remowve Child

| Leave of Absence - Returmn from Leave

Special | | eave of Absence - Waive for Non Payment

Lost Eligibility for Gov't Plan

Marriage

Move Affecting Eligibility for Health Plan L &
Other Employer OE/Plan Change A
Special Processing Message (FSA)

Current C Level: =

Change:

Refer to the Viewing the Employee’s Benefit Information section of this Job Aid to validate accuracy.
Refer to the Viewing/Printing a Confirmation Statement if a copy of the Confirmation Statement needs
to be printed for the employee.
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Viewing the Employee’s Benefits Information

After completing a manual Benefit Event, the Benefits Administrator should view the employee’s
benefits information to ensure accuracy. This can be completed at any point after the Benefit Event has
been finalized.

Step Action

1. Navigate to the employee’s Benefits Summary page from the BN WorkCenter.

Benefits WorkCenter

G
> My Work
* My Approvals

- Links

Employee/Dependent Information

Ipdate DependentBensficiary

Review Banafits Attachmant

Benefits Summary

Enroll in Benefits
Enrollment Administration

Other Links

> Queries

» Reports/Processzes

Users can also access the Benefits Summary page using the following navigation path:
o NavBar > Menu > Benefits > Review Employee Benefits > Benefits Summary

The Benefits Summary Search page displays.

~ Search Options

Empl ID {begins with) :

Empl Record = :

Name (begins with) :

Last Name (begins with) :
Business Unit (begins with) :

Cepartment Set D= | Q |

Department = | D,l

Search
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Step Action

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

3. Click the Search button.

= -

The Search results display.

Select Employees

JOHN DOE W)
Job Title Eeneflt Record Number Laet Nama Eusinags Unit
CompliancefSafety Oficer IV ) DOoE 18100
Dapartmant
18100
4. Click the Select icon at the end of the applicable row.
Select Employees 1 row
JOHN DOE ':\’,:'
Job Tils Eeneflt Record Number Lagt Nama Eusinazs Unit
‘Compliance/Safaty Oficar IV o DoE 18100
Departmant
12100
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Step Action

The Benefits Summary page displays.

JOHN DOE Person 1D o
Gomgliance/Safety Officer IV

. N Benefit Record Number O
Retum to Select Employes

Benefits Summary | Deduction Summary
Ta view benefits s of anather dale, enter the date and select Refresh,

Benefits On | 08/15/2025 @
Primary Empl Record 0
Benefits System Benefits Adminisiration
Benefit Program SAL  Salaried Employee Benefit Pgm
Benefits Status Actve

Benefit Plans

Medical Imputed Life 403(b)

Flan COVACr+Exp DentVision&Hmg Plan Imputed Life Insurance Income Coverage Waived
Coverage Family Coverage SalaryX 2
Coverage Begin 10101/2022
2 Dependents
Coverage Begin 020112017
Coverage Begin 07/01/2022
Review Review
Section 457 VRS Hb Vol Defined Contr Flex Spending Medical
Plan 457 Fian 24 pay period EE Plan Hybrid 4.00% VDC wiER Match Pledge Waived
Coverage S50 Bafore Tax Coverage 4% Before Tax
Goverage Begin 07/01/2025
Coverage Begin 08101/2025 Coverage Begin 00/2512022
Review Review
Flex Spending Dependent Care ‘ Employee Retirement DB ‘ Hybrd Blend ER Rt
v

the employee to ensure accuracy.

Review the information and reconcile against the benefits enrollment form submitted by

Note: If the benefits termination date is in the future, users will need to change the date
in the Benefits On field on the Benefits Summary page and click the Refresh button.

[ Benefits Summary | Deducticn Summary |

To view benefits as of another date, enter the dale and select Refresh. I

Benefits On IOQFO:I.I‘ZDZS I

Primary Empl Record 0

Benefits Systemn Benefits Administration

Benefits Status Aclive

Benefit Program SAL Salaried Employee Benefit Pgm

Aids under Learning.

If any data entry errors are identified, 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
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Step Action

Click the Deduction Summary

tab.

Benefits Summary

Deduction Summary

The Benefit Deduction Summary page displays.

JOHN DOE Person ID =
Compliance/Safety Officer IV 3
Return to Select Employee Benefit Record Number 0
Benefits Summary Deduction Summary
Payrell System Payroll for North America
Pay Group SM1 Semimonthly Class (SATFRIO7)
Payroll Status Active
Latest Deductions
‘ Plan Type 1. Benefit Plan 7L DednCode 1. Description 7.  Class Tl Coverage Base T, Last Deduction 1. Pay Period End T ‘
‘ 10 ACC4 CVACRE COVACARE Before-Tax 241.00 01/09/2026 ‘
‘ Nontaxable Benefit 1089.50 01/09/2026 ‘
23 IMPLIF IMPLIF Imp Life Taxable Benefit 180000.00 19.50 01/09/2026
49 457P24 DEFCMP Def Comp Before-Tax 50.00 01/09/2026
Nontaxable Btax Benefit 20.00 01/09/2026
aw HVG400 HYBVDG HYB VDG Before-Tax 149.85 01/09/2026
‘ Nontaxable Btax Benefit 93.66 01/09/2026 ‘
‘70 HVRMDB HVRMDB HVRMDB Before-Tax 3746.33 149.85 01/09/2026 ‘ v
. , . . f .

7. Review the employee’s pay group, payroll status, and deductions information to ensure
accuracy. If any issues are identified, coordinate corrective action with an Agency HR
Administrator and/or an Agency Payroll Administrator.

JOHN DOE Person ID

Compliance/Safety Officer IV .

Return to Select Employee Benefit Record Number 0

Benefits Summary | Deduction Summary
Payroll System Payroll for North America
Pay Group SM1  Semimonthly Class (SATFRIO7)
Payroll Status Active
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Viewing/Printing a Confirmation Statement

After completing the benefits enroliment change, the employee should receive an email with their
Confirmation Statement after the next Benefits Administration process runs. However, if the employee
does not have an email defined in Cardinal yet, or did not receive the email, the Agency BA can follow
the steps in this section to view and print a Confirmation Statement for the employee.

Step Action

1. Navigate to the Review Employee Statements 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 > Enroliment
Administration > Review Employee Statements

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

roles.
Benefits WorkCenter
G w Search Options
I+ My Work
Employee ID {begins with) :

Audit Exceptions o Emnl Record

My Approvals Name (begins with) :

Links Last Name (begins with) :
Employee/Dependent Information -

Enroll in Benefits

Enroliment Administration
(On-Demand Event Process
Eenefit Event

Employee Event Details

Review Employee Statements

Queries

Reports/Processes
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Step Action

The Review Employee Statements Search page displays.

~ Search Options

Employee ID (begins with) |

Empl Record = |

|
|
Name (begins with) ‘ ‘
|

Last Name (begins with) |

[ Search H Clear l

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

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

Employee ID (begins with)

4, Click the Search button.

Search | Clear ‘

The Review Employee Statement Search page refreshes with the search results at the bottom of
the page.

~ Search Options

Employee ID (begins with) ‘ ‘
Empl Record = ‘ ‘

Name (begins with) ‘ ‘
|

Last Name (begins with) ‘

Select Employees

E

2=
2 =2l3

JOHN DOE

Job Title
Compliance/Safety Officer IV
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Step Action
5. Click the Select button on the applicable row.
Select Employees 1 row
| ]
)
JOHN DOE \/
Jab Title
Compliance/Safety Officer IV
The Benefits Statements page displays for the selected employee.
JOHN DOE Person ID
Compiiance/Satety Officer IV
Retum to Select Employee Benefit Record 0
Benefits Statements
« Filters.
Event Year
Benefits Statements
11 rows
Event Date 11 Issue Date 1. Seq b Enroliment Event Ti Statement Type T4
08/01/2026 08M7/26 7-43.58AM 0 Medical Support Order - Remove Confirmation Statement >
0710112025 05/28/25 9:51:32AM 0 COVA Open Enroliment July 2025 Submitied Enroliment >
07/01/2025 05/28/25 9:18:28PM 0 COVA Open Enroliment July 2025 Confirmation Statement >
07/01/2024 05/09/24 12:04:47TPM 0 COVA Open Enroliment July 2024 Submitted Enrollment >
0710112024 05/09/24 9:51.31PM 0 COVA Open Enroliment July 2024 Confirmation Statement >
07/01/2023 05/08/23 11:44:00AM 1] July 2023 COV OE ‘Bubmitted Enroliment 3
07/01/2023 05/08/23 7:45:50PM o July 2023 COV OE Confirmation Statement >
07/01/2023 05/04/23 9:28:23AM 1 July 2023 COV OE ‘Submitted Enroliment > |
|
H “ { H t]
6. Click the Statement Type dropdown button and select “Confirmation Statement”.
Statement Type I vI
7. Click the Apply button.
Statement Type | Confirmation Statement v |
Apply Reset
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Step Action

The Review Employee Statements page refreshes.

JOHN DOE Person ID
‘Compliance/Safety Officer IV

Retumn to Select Employse Benefit Record 0

Benefits Statements

~ Filters.

Event Year

Enrollment Event ‘ v|

Statement Type | Confirmation Statement v

Benefits Statements

6 rows
Event Date 11 Issue Date 11 Seq T4 Enroliment Event . Statement Type 7L
090172026 08/17/26 7-43:56AM 0 Medical Support Order - Remove Confirmation Statement >
07/0172025 05/28/25 9:18:28PM 0 COVA Open Enrollment July 2025 Confirmation Statement >
07/0172024 05/09/24 9:51:31PM 0 COVA Open Enroliment July 2024 Confirmation Statement >
0710172022 05/08/23 7:45:50PM 0 July 2023 COV OE Confirmation Statement >
0710112023 05/04/23 7:47.27PM 0 July 2023 COV OE Confirmation Statement >
104032022 10/05/22 4:00:04PM 0 Divorce Confirmation Statement >
8. Click anywhere in the corresponding row for the applicable Benefit Event.
=N K H ” “wry H
Scenario: “Medical Support Order — Remove” (Seq Number “0”) will be opened.
Benefits Statements
6 rows

Event Date T} Issue Date 11 Seq Tl Enrollment Event 11 Statemnent Type T

09/01/2026 08/17/26 T:43:56AM [} Medical Support Order - Remove Confirmation Statement >

07i01/2025 05/28/25 9:18:28PM 0 COVA Open Enrollment July 2025 Confirmation Statement >

07/04/2074 0500124 0513181 0 COVA Onen Enrollment July 2074 Confirmation

The Benefits Statement page displays for the applicable Benefit Event.
Benefits Statement x
Statement Type Cenfirnation Statement Description Medical Support Order - Remove -
Enrollment Effective Date 09/01/2026 Statement Issue Date 08/17/2026 7:43AM
This statement confirms your Event Maintenance benefit selections and pay period costs, ion. If an error has been made in recording your elections, please contact your benefits administrator. These coverages will

remain in effect until the next Benefits Open Enrollment or you experience a change in family status or emD\uymem snuanun Flease keep the statement for your records.

Sections

> Personal Information

> Cost Summary

> Election Summary

> Dependen{ Enroliments.
L
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Step

Action

Statement Sections

Expand All

Click the Expand All button to view the detailed information.

The Benefits Statements page refreshes with the sections expanded.

Benefits Statement

Statement Type Confirmation Statement

Enroliment Effective Date 09/01:2026

This stalement confirms your Event Maintenance benefit seleclions and pay period costs, dependent information, and beneficiary information. If an erfor has been made in recarding your elections, please contast your benefits administrator. These coverages will remain in eflect
untl the next Benefits Open Enrallment or you experience a change: in family status of employment situafion. Please keep the: statement for your records.

Description Medical Support Order - Remove

Statement Issue Date 0/17/2026 7:43AM

Statement Sections

+ Personal Information

This is your personal information curently on file. It is important thal the data shown is complete and comrect. If this information is not correct, update the information through the Personal Information or cortact your Benefils Administrator.

Contact Information

Name JOHN DOE

Email Address

\+Cost Summary

This is @ summary of the cost of your benefits. Delails are in the Elecion Summary section.

Your Cost Annually

Full Cost

Employer Cost

$4,140.00

5414000

517,856.00

- Election Summary
The following is 2 summary of your elections. Sefect the Dependent or Beneficiary hyperiink to viewr the information associated with each benefit

Remember: These coverages will remain in effect unfl the next Benefits Open Enrollment or if you experience a change in family status or employment situation

Benefit Plan Coverage Base Your Cost Annually
COVA Gr+Exp Den+Vision&Hrg Emp+Ghild 5414000
Flex Spending Medical Waive
Flex Spending Dependent Gars Waive
Flex Spending Admin Fee Waive

- Dependent Enroliments

The following is a summary of your dependent enroliment.
COVA Cr+Exp Den+Vision&Hrng
Name Relationship Dependent Type
JO DOE Child Approved Dependent
E

10.

Review the information as needed. Use the vertical scrollbar to scroll down and view all
of the information.

11.

Print View

Click the Print View button.
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/

BN361 National Medical Support Notice (NMSN) and
QMCSO Administration

Step Action

The Confirmation Statement opens as a PDF document. If the Confirmation Statement does not
display, check to see if pop-ups are allowed from the website.

Dept of Labor and Industry CONFIRMATION OF 2026 ELECTIONS
Salaried Employee Benefit Pom MEDICAL SUPPORT ORDER - REMOVE

Statement Issue Date: 08/17/2026
JOHN DOE Employee ID:
This staternent confirms your recent benefit elections. These coverages will remain in effect until you experience a change in family status or
in your employment situation. If an error has been made in recording your elections, please contact your benefits administrator. Please keep a
copy of this form for your records.
PERSONAL INFORMATION
Home Address 100 MAIN ST, RICHMOND, VA 99999
Email Address
ELECTION SUMMARY
Benefit Coverage Coverage Begin Date Your Cost Annually
COVA Cr+Exp Den+Visiond&Hmg Self + Child 09/01/2026 5 4,140.00
Flex Spending Medical Waiv 07/01/2025 $0.00
Flex Spending Dependent Care Waive 07/01/2025 £0.00
Flex Spending Admin Fee Waive 07/01/2022 £0.00
HEALTH DEPENDENTS
Name Date of Birth  Relati if Dependent Approval Status
JO DOE 12/20/2007 Child Approved

Dependent
12. Save and/or print the document as needed.
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