/;/ Cardinal Benefits Job Aid
P 4 BN361 ORP Retiree Guide

ORP Retiree Guide Overview

The purpose of this Job Aid is to provide the complete step-by-step process for the two most common
ORP Retiree scenarios. These instructions include transactions completed both by a Human Resources
(HR) Administrator and a Benefits (BN) Administrator. The two scenarios covered in this guide are:

e Scenario 1: Employee has Self + Spouse coverage. The employee retires and both the
employee and spouse are under the age of 65.

e Scenario 2: Employee has Family coverage. The employee retires, is over 65, and the spouse is
not. Hire the youngest dependent as an employee and enroll in benefits. Note: The same steps
apply if the employee has Self + Spouse coverage and the employee is over age 65 and retires.
Hire the under-65 spouse as an employee and enroll in benefits.

The HR Administrator and the BN Administrator will need to work together closely to complete these
transactions.

Once the employee’s retirement is effective and active employment with the Agency has been
terminated, the Agency HR Administrator must change the Email Option Selection on the retiree’s
Personal Data record to “Employee Provided Email”. This can be done earlier, only if the retiree will be
using their time off (leave) until the date of their retirement. After the Email Option Selection is
changed, the HR Administrator should notify the retiree that the Cardinal credentials have changed and
that they will need to re-register in Okta with the personal email address that they provided. If the Email
Option Selection is changed too early, the retiree will lose access to Cardinal. This could potentially
impact their ability to fulfill their responsibilities to the Agency, and they will need to re-register through
OKTA using their personal email address.

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

Navigation Note: Please note that you may see 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.
7/15/2026 Notes added pertaining specifically to retirees declining medical coverage

permanently, including updates to Eligibility Field 5, no Election Entry, and no
updates to the Benefits Personal Data page.

3/23/2026 Baseline.
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Scenario 1 — Employee Retires (under 65) with Self + Spouse Coverage

Employee has “Self + Spouse” coverage. The employee retires and both the employee and spouse are
under the age of 65.

Retirement Process
First, the employee must be retired. This transaction is completed by an HR Administrator.

Step | Action

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

Manage Human Resources

829

The Manage Human Resources page displays.

Manage Human Resources

Add Jobs and Assignments

a

~®

Return From Leave

EmplID

2. Click the Manage Job tile.

Manage Job

%
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Step

Action

The Manage Job Search Existing page displays.

Manage Job

Search Existing

~ Search Criteria

My Saved Searches | v|

EmplID | begins with v | | |

Name |beg'|nswilh V| | |

HR Status |beg'|nswilh v| | v|

Department |beg'|nswilh V| | 0.|

O Include History

’ Clear l l Save Search l

Empl Record | = V| | |

Last Name |beg'|nswilh V| | |

Business Unit |beg'|nswilh v| | Q|

Business Title |beg'|nswilh V| | |

website in Job Aids under Learning.

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

employee.

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

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

Empl ID | begins with v |

Select the Include History checkbox option.

Include History

l Clear ] l Save Search

Click the Search button.
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Step | Action

The Job Actions Summary page displays for the selected employee.

Job Actions Summary
Create Job Ackion
Update/Display | Include History
Job Actions Summary
HR!
Effective  Payroll . : ,
Date / Status / Q:“““' Last Updated By / Date Status  JobCode Position Reports To geuyralmy 3“5;'““’ Department Location IE;‘””"""“‘*“' Company Pay Group
et ason egion ni
Indicator
Acive Position 18100 18100
1110172025 Change Usa RICH poul ou s
clive Position Completed Deplof  DEPT OF Deplof  Semimontnly
o Posi ©Uned  Labor  LABOR  Deploflaborand Deptoflavor |G Si
Primary Job \ypgate lates Wdusty  WDUSTRY andIndusty  odustry  (SATFRIOT)
Active 18100 18100
103072025 Dala usa RICH poul ou Sm
Active Change Compleled Deptof  DEPT OF Deptof  Semimonthl
o Data - United Labor  LABOR Depl of Labor and  Dept of Labor 500 © - 2Ermoniny
Primary dob Change SSm o oAND sy andindustry AN GRS o7)
Active 18100 18100
0772512025 2?‘2.@? usa RICH pou oy SM1
et Gompleted Deplof  DEPTOF
o e Intemal omplete - United Labor  LABOR  DeplofLaborand Deploflabor 'obicr  Semmonily
Primary Job Alignment States ey Mbustay andInBusty  ngusiy  (SATFRIOT)
Acive Pay Rate 18100 18100
061012025 Change R usa peotsr perror P pou ou Skt
opt o :
o Active s Compleled . United Labor  LABOR Deptof Laborand  Depl of Labor Lo T Semimanthly
; alewide Slates  and AND Indust and Indus
Prmary Job jncrease i Industry  INDUSTRY i Y industy (SATFRIOT)
Active Position 18100 18100
0310712025 Change usa o mocH poul ou s
>

If the Include History checkbox option was not selected, only the current row of data will
display.

0. Click the Create Job Action button to add a new effective dated row.

Create Job Action

The Create Job Action page displays in a pop-up window.

Create Job Action @

Note: If 8 Payroll is currently in process for this employes, data will not be processed until next payroll.
Flzsse review the transaction specific defails and update the effective date cormractly on this page.

*Effective Date |usazﬁ.r2026 |

Effective Sequence |EI |

=Action | Q |

*Heason | Q |
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Step | Action
7. Update the effective date as needed using the Effective Date Calendar icon.
*Effective Date |05/26/2026 =]

Set the effective date to be one day after the employee’s last day worked. The effective date of
0 Termination transactions is generally the day immediately following the last day worked (or the
day after the employee’s last day on the payroll).

If an employee’s last day is “5/25/2026”, the effective date of the termination should be
“6/126/2026”. For further information on effective dating, see the Job Aid titted HR351 Overview
of Effective Dating. This Job Aid can be found on the Cardinal website in Job Aids under
Learning.

8. Click the Action field dropdown button and select “RET” (Retirement).

*Action I RET QI Retirement

*Heason | Q ‘

9. Click the Reason field dropdown button and select the applicable reason (“ORP” has been
selected for this example).

*Action |RET Q ‘ Retirement

*Reazon |ORP Q, | Retirement-ORP

For further information on Action Reasons, see the Job Aid titted HR351 Action Reason
0 Codes. This Job Aid can be found on the Cardinal website in Job Aids under Learning.

10. Click the Continue button.
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Step

Action

The Work Location page displays.

Note: After selecting the Action and Action Reason, the HR Status and Payroll Status fields
automatically update.

Retirement - Retirement-ORP

Active

Work Location Work Location

*Job Indicator | Primary Job

Salary and C;

® Visited
Effective Date 05/26/2026 Effective Sequence 0
Job Informatien . N
O Mot Startedt HR Status Inactive Payroll Status Retired

O Mot Started

Position Entry Date |06/01/1990

Payroll
© Mot Started
Position Managed Record No

Employment Data

Degpt of Labor and Industry

Date Created 06/13/2026

Override Details |[[]

Dept of Labor and Industry

O Mot Started Regulatory Region |USA Company |DLI
United States
Benefit Program
O Not Started Business Unit | 16100
Dept of Labor and Industry
Validate
O Mot Started Department | 15100 Department Entry Date |04/01/1555
DEPT OF LABOR AMD INDUSTRY
° iﬁ:’;’;ﬂz Location |RICH Establishment ID [DOLI

Q

Dept of Labor and Industry

Last Start Date 04/01/1988

Override Last Date Worked |_| |

Termination Date 05/25/2026

Last Date Worked |05/25/2026

11.

Validate that the HR Status displays as “Inactive” and the Payroll Status displays as “Retired”.

Work Location

Effective Date 06/20/2026

HR Status Inactive
*Job Indicator | Primary Job v

Effective Sequence 0

I Payroll Status Retiredl

12.

Click the Validate tab.

Work Location
@ Visited

Job Information
O Not Started

Salary and Compensation
O Not Started

Payroll
O Mot Started

Employment Data
O Mot Started

Benefit Program
O Not Started

Validate
@ Visited

Summary
O Not Started
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Step | Action

The Validate page displays.

Validate

Effective Date 05/26/2028 Effective Sequence O
Validation
Use tha VValidate button to werify the emtered data. This is an optional step but it is recommended to walidate detsils and review warning and emor messages

Messages

Currently there are no exceptions to be displayed.

13. | Review the Validate page and click the Validate button.

alidate

Note: Users should validate every transaction to review and address any warnings and/or
errors that may have occurred. Warnings can be bypassed, but errors must be addressed
before submitting. Select the Proceed with warning checkbox option if applicable.

~ Validation

Validation Messages

Validation Successful with warnings

Proceed with warning

The Validate page refreshes.

Validate
Effective Date 05/26/2026 Effective Sequence 0
Validation

Usze the Validate button to verify the entered data. This is an optional step but it is recommended fo validate details and review waming and emor messages

Mezsages

Validafion Successful
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Step | Action

14. | After validation, click the Summary tab.

Work Location
@ Visited

Job Information
O Not Started

Salary and Compensation
O Not Started

Payroll
O Not Started

Employment Data
O Not Started

Benefit Program
O Not Started

Validate
@ Visited

Summary
@ Visited

The Summary page displays.

Retirement - Retirement-ORP

Work Location Summary
@ Visited

Job Information Effective Date 05/26/2026 Effective Sequence 0
© Not Started

Summary of Changes

Salary and Compensation

O Not Started Field Label Proposed Current Information
Infermation
Payroll Position Number DLI00315-DLIO00SS DLI00315-DLI000SS
© Not Started
HR Status @ Inactive Active
Employment Data
© Mot Started Payroll Status ® Retired Active u
Benefit Program N
O Not Started Termination Date @ 05/25/2026 Not Available
. Last Date Worked ® 05/25/2026 Not Available
Validate
@ Visited
Summary Changes Made @
® Visited

15. | Review the Summary of Changes section and click the Submit button.

< Previous m‘
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Step | Action

The Submit Confirmation page displays confirming the change.

Submit Confirmation

“The Retirement for has been successfully created.

For entering or updating AGA related details go to Job Actions Summary and select the related action ACA Eligibility Details.

Job Actions Surnmary Go To Search Resulis

Now the Agency HR Administrator should hire the employee into the ORP retirement position
0 using a new employment instance.

16. | Click the Home button to navigate back to the Cardinal HCM Homepage.

O Q : @
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ORP Retiree New Hire
Next, the retiree is hired into the ORP Retirement position using a new employment instance. This

transaction is completed by an HR Administrator.

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

Manage Human Resources

foyigel

The Manage Human Resources page displays.

Manage Human Resources

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

(% 8/ E%} = 8{%}%

Name Changes Return From Leave

Name

2. Click the Add Jobs and Assignments tile.

Add Jobs and Assignments

Rev 9/1/2026 Page 12 of 100



Cardinal Benefits Job Aid

V4 BN361 ORP Retiree Guide

Step | Action

The Organizational Relationships Search Existing page displays.

Organizational Relationship

Search Existing

~ Search Criteria

My Saved Searches | vl

Empl1D | begins with | | |

Name |heg'|nswilh V| | |

Last Name |beg'|ns.wilh V| | |

l Clear ] [ 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 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.

The Organizational Relationship page displays for the applicable employee.

Qrganizational Relationship

[ Add Organizational Relationship

~ Relationship - Employee

Instance Nbr 0

HR Status Inactive Payroll Status Retired
Last Hire Date 04/01/1983 Termination Date 05/25/2028
Assignments
Employment Record / Job Indicator HomeiHost Effective Date Business Unit Department HR Status / Payroll Status Start Date / Termination Date
o 18100 18100 Inacfive 04/0111938
Home 05/26/2026 WManage Job
Primary Job Dept of Labor and Industry DEPT OF LABOR AND INDUSTRY  Retired 05/25/2026

Rev 9/1/2026 Page 13 of 100



4/ Cardinal Benefits Job Aid

V4 BN361 ORP Retiree Guide

Step | Action

5. Click the Add Organizational Relationship button.

Add Organizational Relationzhip

The Add Organizational Relationship page displays in a pop-up window.

Add Organizational Relationship

® Employee

Empl ID

*Effective Date |51'26.f2¢]2EL |

Action Hire

Action Reason | v|

6. The Effective Date field defaults to the current system date. Click the Calendar icon to
change the effective date to be the same date as the retirement action previously completed
by the HR Administrator in the Retirement Process section of this Job Aid, or the first of the
month following the termination date.

“Effective Date |51262026 |

Action Hire

Action Reason | v|

7. The Action field defaults to “Hire” and cannot be changed.

*Effective Date |51'26."2025 |

Action Hire

Action Reason | V|

8. Click the Action Reason dropdown button and select “Hir ORP Ret”.

*Effective Date |usmemzs |

Action Hire

Action Reason I Hir ORF Ret vI

For further information on Action Reasons, see the Job Aid titted HR351 Action Reason
0 Codes. This Job Aid can be found on the Cardinal website in Job Aids under Learning.
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Step | Action

9. Click the Continue button.

The Add Employee Relationship page dis
section displayed by default.

plays, Step 1 of 2: Job Data, with the Work Location

Add Employee Relationship

@

Job Data

2

Summary

»

B Step 1 of 2: Job Data
Wioric Location
~Work Location
@&
ok Iniospaliy *Effective Date |05/26/2028 Effective Sequence \:I
= *Action Reason | Hir ORP Rel ~|
Salary and
Compensation HR Status Active Payroll Status Active
) *Job Indicator | Primary Job Status
Payrol
[ Position Number E Override Details [:]
Employment "
Do Position Entry Date Position Managed Record Mo
it
R United States
E *Business Unit | 18100 Q
COV Specii
=D Dept of Labor and Industry
° o [ SU—-—-
Vsidation
Date Created 06/19/2026
Last Start Date 05/26/2026
~ Job Information
Supervisor Supervisor Name

10.

Enter the Agency’s ORP Retiree Position Number in the Position Number field.
Note: The Position Number is the Company Code + “ORP” + “00”. For example, “DLIORP00”.

Q

Position Number

Rev 9/1/2026
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Step | Action

The Work Location page refreshes and the position-related information auto-populates.

Add Employee Relationship

@ ;

Job Data Summary

Mext >

B ~ Work Location A

Ve Location

P *Effective Date |05/26/2026 m Effective Sequence l:l
I3
b Informstion *Action Reasen | Hir ORP Ret v

% HR Status Active Payroll Status Active
Salaryand
Cempensation *Job Indicator | Primary Job ~ + Status

[ea)

a
Payrall Pasition Number |DLIORPOO Q Override Details C]

ORF Reliree Posilion

E’“';',gg"—* Pogition Entry Date |05/26/2026 Position M:“ai%?g No
Regulatory Region |(USA Company |DLI
Eeneﬁfmgmm United States Dept of Labor and Industry
— Business Unit | 13100
COUE;Eciﬁc D Dept of Labor and Industry
LEI Department |99999 Department Entry Date |05/26/2026
e Agency Wide
Location |RICH Establishment ID
Dept of Labor and Industry Dept of Labor and Industry

Date Created 06/2272026

Last Start Date 05/26/2026

11. Click the Job Information tab.

B

Work Location

[&

Job Infermation

=]

Salary and
Compensalion

@

Payroll

=

Employment
Data

o
2

L. ]
Benefit Frogram

COV Specific

=

Validation
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Step | Action

The Job Information section displays.

Eﬂ: _VJODWTDFITIﬁtI-DI’\ B &~
Wiark Location
Supervisor Supervisor Name
(2 .
o Information 50CCD Supervisor Posn
@ Job Code |ORPHBO Job Entry Date | 05/26/2026
Salary and i
Cnmpe.r?\saunn ORP Refiree
% Supervisor Level E
Payrall Employee
|_°: Reports To Reports To Manager
Employment
w%a-a RegulariTemporary Full/Part | Par-Time v
é Employee Class *Officer Code
Beneft Frogram
\aidation Standard Hours
Standard Hours |20.00 Work Period | Weekly ~
FTE |1.000000 As of Date | 05/26/2026
Adds to FTE Actual N
Count? [:] Encumbrance Override | | |
Combined Standard FTE 0500000
Hours 2000
2 usa

12. | Click the Employee Class dropdown button and select “ORPRetiree”.

Regular/Temporary

Employee Class | ORPRetiree

13. | Click the Salary and Compensation tab.
£

Work Location

2

Job Information

e

Salary and
Compensation

&

Payroll

2

Employment
Data

Lcd

Bensfit Program

COV Specific

=

Validation
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Step | Action

The Salary and Compensation section displays.

B “ Salary and Compensation al
Work Location
Salary Plan
[
Jab Informti

Salary Admin Plan ‘_ ‘

Salary and
‘.mpgsm Grade ‘ ‘ Grade Entry Date ‘ ‘
@ Step ‘ ‘ Step Entry Date ‘ ‘
Payrall Includes Wage Progression 0
e Rule |— |
Employment Com|
Data
4 Compensation Rate 00000005 “Frequency
= Comparative Information
TR D Change Amount 0.0000005%  USD Frequency Annual
o Change Percent 0.000 Comparison Ratio
\adation Pay Rates
Annual  USD Daily ~ USD
Menthly ~ USD Hourly ~ USD
Default Pay Camponents
Pay Com

Ho Pay Components exists.

Add Pay Component
Caleulate Compensation

14. | Click the Frequency Look up icon and change the selection from “Annual” to “Monthly”.

*Frequency | Monthly A

15. | Click the Defaults Pay Components button.

Default Pay Components

16. | Click the Calculate Compensation button.

Note: No additional Pay Components fields should be entered.

Calculate Compensation
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Step | Action

17. | Click the Payroll tab.

B

Work Location

[&

Job Information

&

Salary and
Compensation

@

Payraoll

&

Employment
Data

]

e

Benefit Program

COV Specific

i/

Validation

The Payroll section displays.

B ~ Payroll

Work Location

& “Payroll System | Payroll for North America »

Job Information

Salf’and Pay Group | @ ‘

Compensation

a Employee Type | Q‘

Payroll for North America

Holiday Schedule | Q ‘

Payrall

Tax Location Code | Q‘

2 Edit ChartFields
Benefit Program

o
o ) ey [ Fica situs SR~ l
Data

Combination Code

~ Employment Data

COV Specific o
org nal Instance
m Instance Record 1
Validation

Original Start Date | 05/26/2026 O override

First Start Date Last Start Date

0 The Payroll System field defaults to “Payroll for North America”. Do not change.
The Absence System field defaults to “Other”. Do not change.

*Payroll System | Payroll for North America + |

Absence System || Otner |

Rev 9/1/2026 Page 19 of 100



/ Cardinal

Benefits Job Aid

BN361 ORP Retiree Guide

Step | Action
18. | Click the Pay Group Look up icon and select “MNP”.
Note: This is the Non-Payroll pay group. Once selected, the Employee Type field will default
to “S” (Salaried).
Pay Group IMNP Ql
Non-Payroll
Employee Type |S Q|
Salaried
19. | Enter the applicable Tax Location Code in the Tax Location Code field.
Tax Location Code Q
20. | Click the Benefit Program tab.
B3
Work Location
[&
Job Information
e
Salary and
Compensafion
%
Payroll
C
Employment
Data
Beneﬁlml?loglam
El
COV Specific
c
Validation
Rev 9/1/2026 Page 20 of 100
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Step | Action

The Benefit Program section displays.

EE: ~ Benefit Program A
Work Location
I-’\ Benefit Record Number 1
(<3
Job Information
*Benefits System ‘ Benefits Administration v‘ Benefits Employee
e Status
Annual Benefits Base
Sal. d -
£, S I -
@ Enter or update the ACA Eligibility details from the related actions in Job Actions Summary.
Payroll
e Benefits Administration Eligibility
3] —
Empl 1
mploymen D BAS Group ID ‘ Q ‘
2 Eligible Field 1 Eligible Field 2 | Q ‘
Benefil Program
Eligible Field 3 ‘ Q ‘ Eligible Field 4 | Q ‘
5 Eligible Field 5 ‘ Q‘ Eligible Field 6
COV Specific g g
Eligible Field 7 ‘ Q ‘ Eligible Field 8 | Q ‘
&)
amatioy Eligible Field o | Q|
Benefit Program Participation Details 1 row

21. | Complete the Benefits Administration Eligibility Fields 2, 3, 8, and 9 based on the
appropriate scenarios for the ORP Retiree:

Field 2 — “007008000” is the ORP Retiree Value

Field 3 — “N”

Field 8 — select the applicable value (“12-12” in this example)
Field 9 — select the applicable value (“RR-GB” in this example)

Note: If the retiree is selecting to decline medical coverage permanently, users must click
Eligible Field 5 and select “TERM-RET”.

Benefits Administration Eligibility
BAS Group ID | Q|
Eligible Field 1 Eligible Field 2 IDD?DOBUOD QI
Eligible Field 3 |N al Eligible Field 4 | Q |
Eligible Field 5 | 0.| Eligible Field 6
Eligible Field 7 | 0.| Eligible Field 8 [12-12 al
Eligible Field 9 |RR-GB qf

For further information on Eligibility Fields, see the Job Aid titted BN361 Overview of the
o Eligibility Configuration Fields. This Job Aid can be found on the Cardinal website in Job
Aids under Learning.
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Step

Action

22.

Click the Validation tab.
B

Work Location

[&

Job Information

=]

Salary and
Compensation

@

Payrall

2

Ermployment
Data

]
2

=
Benefit Program

E

GOV Specific

4
Validation

The Validation section displays.

5

Wark Location ~ Validation

& Validation Messages
Job Information =

Salary and
Compensation
@

Payroll

&
Employment
Data

Benefil Program

B

COV Specific

2

Validation

Currently there are no exceptions to be displayed

23.

Click the Next button.

MNext » I

Rev 9/1/2026
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Step | Action

The Validation section redisplays.

~Validation

Validation Messages

O Proceed with warning

Validation Successful with wamings

Message Severity 1,

1 Waming

2 Waming

Message Text 11

Warning -- Compensafion Frequency has been updated. (1010,264)

Warning -- Compensafion Rate is zero. (1000,31)

2 rows

(=[]

24. | Review the Validation messages and click the Next button.

Next > I

~ Validation

Validation Messages

WValidation Successful with warnings

Proceed with warning

Note: Users should validate every transaction to review and address any warnings and/or
errors that may have occurred. Warnings can be bypassed, but errors must be addressed
before submitting. Select the Proceed with warning checkbox option if applicable.

The Add Employee Relationship Step 2 of 2: Summary page displays.

Add Employee Relationship

O——O@

Job Dala Summary

) I

Step 2 of 2: Summary
Summary of Changes

v Job Data

Field Label

Position Number

Regulatory Region

Company

Department

Location

Establishment 1D

Supervisor Level

RegularTemporary

Full/Part

Employee Class

Officer Code

Standard Hours

Proposed
Information

DLIORPOO-
ORP Retiree
Pasition

USA-United
States

DLI-Dept of
Labor and
Industry
99998-Ageney
Wide
RICH-Dept of
Labor and
Industry
DOLI-Dept of
Labor and
Industry

E-Employee
Regular
Part-Time
ORPRetiree
None

20

a
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Step | Action

25. | Review the Summary of Changes section and click the Submit button.

{ Previous m

The Submit Confirmation page displays.

Submit Confirmation

‘/Employee Relationship for has been successfully created.

Identification Data
Emergency Confacts
Disabilities

l Go To Manage Human Rescurces l

26. | Run the Employee Activity Report for the employee using the following navigation path:

NavBar > Menu > Workforce Administration > Job Information > Reports > Employee
Activity Report

27 Print the report and place the printed transaction in the employee file for future audit requests.

Note: For additional information on the Employee Activity Report and the steps used to run
this report, refer to the Cardinal HCM Human Resources Reports Catalog. The Cardinal
HCM Human Resources Reports Catalog can be found on the Cardinal website under
Resources.

28. | Next, the retiree’s email address must be updated to the personal email address.

Starting from the Cardinal HCM Homepage, click the Manage Human Resources tile.

Manage Human Resources

829

Rev 9/1/2026 Page 24 of 100



f] Cardinal Benefits Job Aid
/

BN361 ORP Retiree Guide

The Manage Human Resources page displays.

Manage Human Resources

Add Jobs and Assignments

a

Return From Leave

29. | Click the Modify Person tile.

Modify Perzon

Yy

The Modify Person Search Existing page displays.

Modify Person

Search Existing

~ Search Criteria

My Saved Searches [ v]

Empl ID [heginswith V] [ I

Name [heg'lnswith V] [ I

Last Name | begins with +| | |

O Include History

[ Clear l [ Save Search ]
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website in Job Aids under Learning.

Step | Action
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

30.

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

31.

Include History

Select the Include History checkbox option.

32.

Click the Search button.

default

The Modify Person page, Step 1 of 2:

Person Data, with the Person Details tab displayed by

Medify Person

® >
Person Data Summary
Next >
a
. Step 1 of 2: Person Data
v Person Details
mmmmm Names
Format Type Effective Date Display Name Formal Name
English
0972312022
cusReNT
English
101102017

oy

Personal
D i county [sn a B |
United States.
st of Desth vt Gontact momation? [T

Biogray Details
[+]
| Ettective Date Gender

Highest Fducation Level

Marital Status
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Step | Action

33. Click the Contact Information tab.

E+

Person Details

Contact
Infarmation

G

Regional

\$& Person Info

=

\Sfzhdation

The Contact Information section displays.

Modify Person
JOHN DOE =
® D
Person Data Summary
= ~ Contact Information a
Person Details
Addresses
Cantact
Informatica Display History
G
Regional
D Address Type Effective Date Address
WA Person Info

Home 09232022
E CURRENT
\alidation
Home
0761994
HISTORY

Fhone
D
Type 1L Number 1l Extension 1L Preferred 11
Business 555/555-5555 Ho
Mobile 555/955-5555 Yes
Home 555/555-5555 Ho
Email

Email Option Selection

@® Agency Provided Email

) Pending Agency Provided Email

O Employee Provided Email

1.Agency Provided Email and Er_np[uyee ?m‘\.r[de?_ EII’I'EH must be a valid irl:lai}ﬂigle&s thatis !.lniqye_tq the employee, except:

il mtins oo

AN e mmn il oo e s
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Step | Action

34. | Select the Employee Provided Email radio button in the Email Option Selection section.

I ® Employee Provided Email I

Selecting the “Employee Provided Email” radio button option will update the Preferred email
0 address to the “Personal” email address once submitted. Additionally, the “Agency Provided
Email” will automatically be removed.

35. | If no personal email address type exists for the retiree, click the Add Email icon (+).

[

Type 1l

If a personal email address exists, click the Edit icon (>) at the end of the personal email
0 address row to confirm or update the retiree’s personal email address as needed.

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

Email Address m

Preferred Mo

*Email Address |

36. | Click the Email Type dropdown button and select the “Personal” option.

*Email Type
Preferred

Business

Email Address

Personal
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Step | Action

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

Email Address

Preferred Mo

*Email Address IJuhn.W.Doe@zmail.cum I

38. Click the Done button.

The Email section redisplays.

Email

Email Option Selection
0 Agency Provided Email
) Pending Agency Provided Email

® Employee Provided Email

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

Type 1L Email Address 1. Preferred 11

Business John.Dee@DOLLVA.GOV

Yes
Personal John W Doe@zmail.com Mo

39. Click the Validation tab.

0
ﬁ;—
Person Details

Caontact
Infermation

@
Regional
P
Chechist

E

WA Ferson Info

o

‘slidation
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Step | Action

The Validation section displays.

~ Validation

Validation Messages

D Currently there are no exceptions fo be displayed.

Validation messages may appear that include warnings and errors. If a Validation Warning
0 message appears, review the warning and make updates as needed or proceed with warning.
Error messages must be addressed prior to saving.

~ Validation

Validation Messages
Validation Successful with warnings

Proceed with warning

40. | Click the Next button once all required updates are made.

MNext »

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

Modify Person
JOHN DOE

©, @
John.Doe@DOLLVA GOV Person Data Summiary

() D

Step 2 of 2: Summary

Summary of Changes

Field Label Proposed Information Current
Information
Type @ Perzonal Mot Available
Type | Email Address @ Personal / Mot Available

John W.Deoe@zmail.com

Type ! Preferred @ Personal / Mo Mot Available

Changes Made @
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Step | Action

41. Click the Submit button.

The Submit Confirmation page displays.

Submit Confirmation

& Person Data for JOHN DOE has been successfully submitted.

JOHN DOE

Identification Data
Disabilitizs
Emergency Contacls

l Go To Manage Human Resources ]

42. | Run the Employee Activity Report for the retiree using the following navigation path:

NavBar > Menu > Workforce Administration > Job Information > Reports > Employee
Activity Report

43. | Print the report and place the printed transaction in the retiree’s file for future audit requests.

Note: For additional information on the Employee Activity Report and the steps used to run
this report, refer to the HCM Human Resources Reports Catalog. The HCM Human
Resources Reports Catalog can be found on the Cardinal website under Resources.
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Enrolling the ORP Retiree into a Non-Medicare Medical Plan
The next step is to enroll the retiree into a Non-Medicare Medical Plan. This transaction is completed
by a BN Administrator after the Ben Admin process runs (every 4 hours).

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

Step

Action

1.

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

BN WorkCenter

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

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

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

Benefits WorkCenter
O &

. My Work

Audit Exceptions
- My Approvals
Benefits Approval
[~ Links

Employee/Dependent Information >
Enrell in Benefits

Enrcliment 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 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.

E) Recent Searches | Choose from recent searches v| f [1 Saved Searches | Choose from saved searches v| f
EmplID | begins with v Empl Record | = ~
Name | begins with w Last Mame | begins with w
Second Last Name | beging with + Alternate Character Name | begins with +

~ Show fewer options

[ Case Sensitive

m Clear

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.

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

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

Empl ID | begins with v |

Click the Search button.

o

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

~ Search Results
2results - EmplID™ ”

12 0f2 w I Viewan

First Last Second Altormats

Empl Middle

Empl D Record Hame Name Name Last Name ﬁharacber Name
ame
JOHN
0| o JOHH DOE (blank) (blank) (blank) »
JOHM
I 1| 5o JOHN DOE (blank) (blank) (blank) > I
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Step | Action

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

JOHN DOE Person D Ben Record 1
Activity Date 052672025 Source Job Data Change
Schedule/Prepare Activity Pending Activities q | Show Activities | Action HIR

Event ID 1 EventDate 05262025 Status  Prapared Class HRz | Ewent Status Update

Prepare Options Ewvent Statu
en = Cipen for Processing
Enrcllment Statement Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Eniry Entered of Show Plans.

o a

[l Finalize/Apply Defaults

Validate/Finalize Sheoer Errors.

Errors o

Confirmation Siatement Run Date

| Reprocess ‘ Process Indicator
Mormal Processing
| Reaturn to Search | | Previous in List ‘ Meset in List

5. Click the Show Activities button.

Show Activities

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

Help
JOHN DOE Person I Ben 4
Record
BAS Activity
LIS I
Select Empl Record g;zf:e EventDate | Event Effseq E;‘fﬂn COERA Action

Job Data
[+ Iy |
[+] 1 Change 0572812028 0| HIR E
.:anxl
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Step | Action

If the BAS Activity page displays an “HR2” event, the Benefits Administration process has not
0 yet run. In this case, complete the “HR2” event first by clicking the Schedule/Prepare Activity
button to manually run Ben Admin.

BAS Activity
Action BAS o
Select Empl Record Source Event Date Event Effseq Action COBRA Action

Manual

O 1 Event 01/13/2026 0 |HR2 B
Job Data

O 1 Change 01/15/2026 0| HIR E

Schedule/Prepare Activity

If the HR2 event does not go to “Prep None”, select the Finalize/Apply Defaults checkbox
option, and then click the Validate/Finalize button to complete the Ben Admin process.

Show Plans Election Entry Entered g of

ST BT Finalize/Apply Defaults Validate/Finalize Errors o

Confirmation Statement Run Date

6. Click the OK button.
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Step | Action

The On-Demand Event Process page redisplays.

JOHN DOE Ferson D Ben Record 1
Activity Date 052672025 Source Job Data Change
Schedula/Prepare Activity Pending Activities q | Show Activities | Betion IR
Event ID 1 EventDate 05262025 Status  Prapared Class HRz | Ewent Status Update
FEFEERLInE Event Status Cipen for Processing
Enrollment Statement Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Eniry Entered of Show Plans.

o a

[l Finalize/Apply Defaults

Validate/Finalize Sheoer Errors.

Errors o

Confirmation Siatement Run Date

| Reprocess ‘ Process Indicator
Mormal Processing
| Reaturn to Search | | Previous in List ‘ Meset in List

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

Schedule/Prepare Activity

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

Process completed successfully. (3000,530) |

|

8. Click the OK button to close the message.

OK
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Step | Action

The On-Demand Event Process page redisplays.

JOHN DOE
Activity Date

Schedule/Prepare Activity

Event ID 2

Prepara Options

Event Date  05:268/2026

Person ID Ben Record 1

Source

Pending Activities 1] Show Activities. Action

Event Status Updats

Status  Prepared Class HIR

Event Status Open for Frocessing

| Enrcllment Statement

Run Date

Frequency

® Deduction Frequency ) Annual Frequency

| Election Entry

Show Flans

| Entered a of 1

Validate/Finalize

Confirmation Statemneant

Emors Show Ermors O Finalize!Apply Defaults

Run Date

| Reprocess

| Process Indicator

Momal Processing

| Return to Search | | Pravicus in List | Mextin List

Click the Election Entry button.

Election Entry

@

If the retiree is waiving coverage, there will be no Election Entry.

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

BenAdmin Data Entry ®

Event | Participant Selection Option Election

Help
Dependents | Bensfisiaries

Sched ID  EMCO Empl ID

EventDats DS/26/2028 Initial Enrollment

JOHN DOE BenRecord 1 EventlD 2

Excess Credit Rollover To  Forfeit Excess Credits

* Available Plans and Options @

Plan Type 10 : Medical

D

Special Requirements

DependentsiBeneficiaries

Coverad

Relationship to i
Employes Health Provider ID Persan Type

Previ S
'E_.;"';::s'y Age Limit Flag

—

Ewent/ Parficipant Selection

©ption Elestion

Dependents | Benefidiaries
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Step

Action

10.

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

Plan Type 10 : Medical

Option Code || Q

zndents /

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

P JOHM

View 100

Option

Code

Look Up Option Code

Cancel

Search Resulls

Option
Type

Opticn
Option
Option
Option
Option
Option
Option
Option

Option

Benefit
Plan

CHA
CHAZ2
CHAZ2
CHA2
CHD
CHD
CHD
CHD

CHD1

Help &

Coverage
Code

1

alelwlw|ale]w|rn

X!

orfeit Exc|

I Requirer]

11. | Select the Benefit Plan and Coverage Code indicated on the enroliment form submitted by the
retiree. For this example, Benefit Plan “CHA2”, Coverage Code “2” is selected.
Note: The Coverage Codes are:
e 1 -Single Coverage
o 2 - Self + Spouse
e 3 - Self + Child
e 4 — Family (Employee + 2 or More Dependents)
Option | Option Benefit | Coverage
Code Type Plan Code
1 Cplion CHA 1
10 Cplion CHA2 2
1 Cplion CHAZ 3
12 Cplion CHAZ 4
Rev 9/1/2026
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Step | Action

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

Plan Type 10 : Medical

Option Code

Health Provider ID | O Previously Seen

COVA HithAwr + Exp Den {CHAZ) (Self + Spouse)

12. Click the Enroll All button.

Dependents/Beneficiaries

Enrcill Al

The retiree’s spouse displays in the Dependents/Beneficiaries section.

Dependents/Beneficiaries

| Enrall All |

DependentsiBeneficiaries

Relationship to
Employee

sooce S — ]

13. Click the OK button.

’_ﬁl Cancel H Apply ]

Praviously Covered

L Name Seen Person Type

Health Provider IDv Age Limit Flag
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The On-Demand Event Process page redisplays.

JOHN DOE Person 1D Een Record 1
Activity Date Source
Schedule/Prapare Activity Pending Activities 0 Show Activities Action
Event |0 2 Event Date  05/268/2026 Status  Entered Class HIR Event Status Update
Prepare Options Event Stat
) vEn us ipen for Processing
Enrcliment Statemant ‘
‘ Run Date Frequency
® Deduction Frequency ) Annual Frequency
‘ Election Entry Entered 1 of 1 Show Plans
| walidate/Finalize | Errors o Show Emmors CFinalizefApply Defaults
Confirmation Statement Run Date

‘ Feprooess ‘ Process Indicator
MNormal Processing
| Return to Search | | Previous in List | Mezct im List

14. | Confirm that the Status field is “Entered” and that the Event Status field is “Open for
Processing”.

IStatus Entered I Class HIR Event Status Update

Event Stat
ven us Open for Processing

15. Click the Validate/Finalize button.

Validate/Finalize

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

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

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

OK

The On-Demand Event Process page redisplays.

JOHN DOE Persom ID¥ Een Record i
Activity Date Source
Schedule/Prepars Activity Pending Activities 0 Show Activities Action
Event ID 2  EventDate 05/26/2028 Status Finalized - Enralled  Class  HIR Event Siatus Update

Prepare Cptions Event Stat
g veni stais Closed to Processing

Enrolliment Statemsnt Run Date

Frequency
Deduction Frequency ' Annual Frequency

Election Eniry Entered g of o Show Plans
= Eirali Fimalize/Apply Defaults
W, af H Show . PRLY
\Validate/Finalize Errors o Show Ermors

Confirmation Statement Run Date
Reprocess. Process Indicator |M

Mormal Processing

| Return to Search ‘ | Previous in List | Mext in List

17. Confirm that the Status field is “Finalized — Enrolled” and the Event Status field is “Closed to
Processing”.

Status Finalized - Enrolled | Class  HIR Event Stalus Updale

Event Stat
vent status Clozed to Processing
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Scenario 2: Employee Retires (over 65) with Family Coverage

In this scenario, the employee is over 65 and the spouse is not. If the employee turns 65 with family
coverage, hire the youngest dependent as an employee, add the other dependents to the youngest
dependent’s record, and enroll all in benefits.

Note: The process is similar when an employee over 65 retires, but the spouse is not over 65.

Retirement Process
First, the employee must be retired. This transaction is completed by an HR Administrator. Follow the
same Retirement Process as shown in Scenario 1.

ORP Retiree New Hire

Next, the retiree is hired into the ORP Retiree position using a new employment instance. This
transaction is completed by an HR Administrator. Follow the same ORP Retiree New Hire process as
shown in Scenario 1.

Once these two processes have been completed, follow the steps in the next sections:

e Set Up Medicare for the ORP Retiree
e Enrolling the ORP Retiree into a Medicare Medical Plan
e Hire the Youngest Dependent as an Employee

e Enrolling the Dependent(s) in Benefits
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Set Up Medicare for the ORP Retiree

The next step is to set up Medicare for the ORP Retiree. This transaction is completed by a BN
Administrator after the retiree has been hired into the ORP Retiree Position, the Ben Admin process
has run (every 4 hours), and the retiree has a Benefit Program of “RET” or a TLC Program.

Before enrolling the retiree in Medicare Benefits, the BN Administrator must complete the information
shown on the Benefits Personal Data page. If the retiree is waiving coverage, the process in this
section is not necessary.

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

Step | Action

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

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

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

Benefits Personal Data n aQ H ®

Mew Window | Help
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 [] saved Searches | Choose from saved searches V| f

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

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

2. Enter the retiree’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.

Search by: | Empl ID v| beginswith || |

3. Click the Search button.

[ [
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Step | Action

The Search Results display.

~ Search Results
2 results - Empl 1D
| view al
5 Benefit = S
Last Middle Business Organizational
Empl ID Name Record - Department - -
MName Name Number Unit Relationship
JoRN DOE {blank) 0| 22100 oDU99 Emp >
JOHN ;
DOE DOE {blank) 122100 99999 Emp >
4. Click the Drill In (>) icon on the retirement job record row.
o Benefit = S
Last Middle Business Organizational
Empl ID Name Record > Department " -
Name Name Number Unit Relationship
‘['J%"é” DOE (blank) 0 22100 oDug9 Emp 5
JOHN DOE (blank} 1| 22100 99999 Emp >

The Benefits Personal Data page displays.

‘ & Cardinal HCM ‘ Benefits Personal Data

Mew Window | Help | Personalize Page
JOHN DOE Person ID

Benefits Personal Data

Highly Compensated Employee

*Highly Compensated Last Year | Mot Eligible for the Plan A

Benefits Personal Data - Date Sensitive @ | 1of1 w I View All

*Effective Date |06/15/2026

Medicare Number | | Alternate Medicare Number \:I
[ Medicare A Indicator Medicare Reason A \:I
[ Medicare B Indicator Medicare Reason B \:I
[C'Medicare D Indicator Meadicare Reason D \:l

HIPAA Medicare Elig Reason | vl

[ Retum to Search l l Previous in List Mext in List Update/Display Include History
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Step

Action

5.

Click the Effective Date Calendar icon in the Benefits Personal Data — Date Sensitive
section and select the first day of the month in which the employee is retiring. In this example,
“06/01/2026” is used.

*Effective Date |06/01/2026

Medicare Number |

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

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

*Effective Date |IJBJ'DI|‘2{J26 |

Medicare Number l I

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

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

B Medicare A Indicator

B Medicare B Indicator

O Medicare D Indicator

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

7. Click the HIPAA Medicare Elig Reason dropdown button and select either “Age” or
“Disability” as the applicable HIPPA Medicare eligibility reason.
Note: The HIPAA Medicare eligibility reason of “End Stage Renal Disease” is only to be used
by OHB when the employee is in a Non-Medicare Plan and Medicare is Primary.
HIPAA Medicare Elig Reason
Disability
End Stage Renal Disease
8. Click the Save button.

[ Return to Search H MNotify ]
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Enrolling the ORP Retiree into a Medicare Medical Plan

The next step is to enroll the retiree into a Medicare Medical Plan. This transaction is completed by a
BN Administrator after the Ben Admin process runs (every four hours).

Step | Action

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

BN WorkCenter

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

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

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

Benefits WorkCenter
Q &

~ My Work

Audit Exceptions
~ My Approvals
Benefits Approval
~ Links

Employee/Dependent Information -
Enrcll in Benefits

Enrollment Administration

On-Demand Event Process

Benedit Event
Employee Event Details
Review Employee Statements

Other Links

> Queries

> Reports/Processes

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

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

iT) Recent Searches | Choose from recent searches V| f [ saved Searches | Choose from saved searches V| /
EmplID | pegins with Empl Record | = -
Name | begins with Last Name | begins with

Second Last Mame | begins with ~ Alternate Character Name | begins with +

~~ Show fewer options

[l Case Sensitive

Search Clear

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.

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

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

Empl ID | begins with |

Click the Search button.

B

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

~ Search Resulis
2results - EmplID™ »
1-20f2 v | View Al
n Alternate -
Empl First Last Second Middle
Emplin Record L5 Name Name Last Name ChamCEY Name
Name
o) jon JOHN DOE (blank) (blank) (blank) >
1) hon JOHN DOE (blank) (blank) (blank) >
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The On-Demand Event Process page displays for the selected retiree.

JOHN DOE Person ID Ben Record 1
Activity Date  06/01/2026 Source Job Data Change
Schedule/Prepare Activity Pending Activities 1 Show Activities I Action o
Event ID 0 Event Date Status Class ’ Event Status Update
Prepare Options Event Status

Enrollment Stat t
nroliment Statemen Run Date Frequency

Deduction Frequency ' Annual Frequency

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

HNormal Processing

Mext in List Motify

l Retum to Search l l Previous in List
5. Click the Show Activities button.

I Show Activities I

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

Help
JOHN DOE Person 1D Ben 1
Record
BAS Activity
=l
Select Empl Record ";gﬂfge Event Date Event Effseq E:ﬁs‘m COBRA Action

Job Data
1 Change 060142026 0 |HIR E
o[
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If the BAS Activity page displays an “HR2” event, the Benefits Administration process has not
0 yet run. In this case, complete the “HR2” event first by clicking the Schedule/Prepare Activity
button to manually run Ben Admin.

BAS Activity
HQ
Action BAS -
Select Empl Record Source Event Date Event Effseq Action COBRA Action

Manual

O 1 Event 01/15/2026 0 |HR2 E
Job Data

O 1 Change 01/15/2026 0 | HIR E

Schedule/Prepare Activity

6. Click the OK button.

The On-Demand Event Process page redisplays.

JOHN DOE Person D Ben Record 1
Activity Date  06/01/2026 Source  Job Data Change
Schedule/Prepare Activity Pending Activities 1 Show Activifies ] Action o
EventID ] Event Date Status Class l Event Status Update
Prepare Options Event Status

Enrollment Statement
Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Entry Entered p of 0 Show Flans
- = F - Finalize/Apply Defaults
Validate/Finalize Errors o Show Ermors
Confirmafion Statement Run Date
Reprocess Process Indicator | M

Mormal Processing

m [ Retum te Search ] ’ Previcus in Lisi MNext in List Mofify
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7. Click the Schedule/Prepare Activity button to manually run the Benefits Administration

process for this Benefit Event.

Schedule/Prepare Activity

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits

Administration process has been completed successfully.

Process completed successfully. (3000,530)

8. Click the OK button to close the message.

OK

9. Select the Finalize/Apply Defaults checkbox option.

Show Plans

e BT B Finalize/Apply Defaults

10. Click the Validate/Finalize button.

Election Entry Entered o g

Validate/Finalize
Errors 0

Confirmation Statement Run Date

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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Action

11.

Click the OK button to close the message.

OK

The On-Demand Event Process page redisplays.

JOHN DOE Persan I Ben Record 1
Activity Date 06012026 Source  Jab Dala Change Empl Recond 1
SehedulePrepane Activity Pending Activities 1 Show Activities I Action HIR

Reprocess Process Indicator N

m I Reatum to Ssarch I | Previous in Lisi

Hexin List

Status Finalized - Enrolied  Class  HR2 [

Deduction Freguancy

EventiD ] Event Date 08012026
Pregans Oplions
Enrciment Slatement Run Date Fraquency
Election Entry Entered g of Show Plans
ValkdaleFinalize: Ermoes 4 Shaey ErTors
Confirmation Stabement Run Date

Harmal Precessing

Event Status Updale

Evant Satus
Closed fo Processing

Annual Freguency

FinalizeiApply Defaults

12.

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

process for this Benefit Event.

Schedule/Prepare Activity

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

Process completed successfully. (3000,530)

13.

Click the OK button to close the message.

OK
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The On-Demand Event Process page redisplays.

JOHN DOE Person ID Ben Record 1
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action

Event ID 3 Event Date  06/01/2026 Status  Prepared Clazss HIR Event Status Update

Prepare Options Event Status .
Open for Processing

Enrallment Statement l
l Run Date Frequency

@® Deduction Frequency O Annual Frequency

Show Erors O Finalize/Apply Defaults

Validate/Finalize Errors 0

Confirmation Statement Run Date

l Reprocess l Process Indicator
Mermal Processing
’ Retum to Search l l Previous in Lisi l Nextin List Mofify

14. Click the Election Entry button.

Election Entry

o If the retiree is waiving coverage, there will be no Election Entry.
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The BenAdmin Data Entry page displays with the Option Election tab open by default.

BenAdmin Data Entry

Plan Type 10 : Medical

v
Option Code Ijl

Health Provider ID ‘ O Previously Seen

Special Requirements

Dependents/Beneficiaries
Dependents/Beneficiaries

e Relationship to - Previously Covered -
1D Name Employee Health Provider ID Seen Person Type Age Limit Flag

Y 1] »© (-]

x
Help
Event/ Participant Selection Option Election Dependents / Beneficiaries
Sched 1D EMOO Empl ID JOHN DOE BenRecord 1 EventlD 3
Event Data  06/01/2026 Initial Enroliment Excess Credit Rollover To  Forfeit Excess Credits
~ Available Plans and Options (& EI ) [ oma o

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

Plan Type 10 : Medical

Option Code || Q,

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

Look Up Option Code  x
| Help
l|Search Results
| View 100 1-50f5 w

Option | Option Benefit | Coverage
l{| Code | Type Plan Code
104 Option MODV |1
57 Option G50V 1
; 96 Option G65MO |1
a7 Option ABE 1
| W Waive Optn | {blank) | (blank)

Rev 9/1/2026

Page 53 of 100




4/ Cardinal

Benefits Job Aid

BN361 ORP Retiree Guide

Action

entered.

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

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

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

16.

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

Option | Option Benefit | Coverage
Code Type Plan Code

104 Option MODV |1

57 Option 65DV 1

96 Option 65MO |1

97 Option ABS 1

W Waive Optn | (blank) | (blank)

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

Plan Type 10 : Medical

Option Code

Health Provider ID |

Advang5h + RX + Den&Vision (650V) (Single)

] Previously Seen

17. Click the OK button.
| -
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The On-Demand Event Process page redisplays.

JOHN DOE
Activity Date Source
Schedule/Prepare Activity Pending Activities 0
Event 1D 3 Event Date  0&/01/2026 Status

Prepare Options

[ Enrolliment Statement ] Run Date

[ Election Entry

] Entered 1 of 1

[ Validate/Finalize ] Errors 0

Confirmation Stalement Run Date

[ Reprocess ] Process Indicator
m [ Retum to Search I l Previous in List I MNext in List Mofify

Person ID Ben Record 1
Show Activities Action
Entered Class HIR Event Stalus Updale

Event Status .
Cpen for Processing

Frequency

® Deduction Frequency O Annual Freguency

Show Flans

Show Errars [JFinalize/Apply Defaults

Mormal Processing

18. Click the Validate/Finalize button.

Validate/Finalize

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

Process completed successfully. (3000,530)

OK

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

JOHN DOE Person ID Ben Record 1
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action

Event Stalus Updale

Event D 3 Event Date  (6/01/2026 Status Finalized - Enrolled  Class  HIR
Prepare Options Event Status .
Closed to Processing
Enroll t Stal t
nrollment Stalemen Run Date Frequency
Deduction Frequency ' Annual Frequency
Election Entry Entered o of 0 Show Plans
- ot - Finalize/Apply Defaults
Validate/Finalize Errors o Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator (M

Mormal Precessing

[ Retumn to Search l l Previous in List Mextin List

20. Confirm that the Status field is “Finalized — Enrolled” and the Event Status field is “Closed to
Processing”.

HIR Event Status Update

Status Finalized - Enrclled | Class

Event Stat
vent status Cloged fo Processing

0 The process is now complete for the ORP Retiree.
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Hire the Youngest Dependent as an Employee

The next step is to hire the youngest dependent as an employee. Prior to hiring, the BN Administrator
must gather the personal information (e.g., Social Security number, date of birth, etc.) for the youngest
dependent from the Update Dependent/Beneficiary page of the retired employee and provide it to the
HR Administrator. The HR Administrator can also gather this information with the BN Read-only Role.
During this process, the personal information for all additional dependents must be gathered for use
later when enrolling in benefits.

Note: The same steps can be taken if the employee has “Self + Spouse” coverage and the employee is
over age 65 and retires. Hire the under-65 spouse as an employee and enroll in benefits.

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

Step | Action

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

BN WorkCenter

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

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

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

Benefits WorkCenter
Q&

My Work

Audit Exceptions

My Approvals

Benefits Approval

Links

Employee/Dependent Information

Update Dependent/Beneficiary

Review Benefits Aflachmeni
Benefits Summary
Enroll in Benefits
Enrollment Administration

Other Links

> Queries

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

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

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

Update Dependent/Beneficiary
Find an Existing Value

~ 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 | begins with + Name | pegins with v
Last Name | begins with v Second Last Name | begins with w
Alternate Character Name | begins with Middle Name | begins with v

~ Show fewer options

[ Case Sensitive [ Include History (1 Correct History

m Clear

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

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

Empl ID | begins with v |

4. Click the Search button.

=
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Action

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

displayed by default.

Name Address Personal Profile
JOHN DOE Person ID
‘ Dependent/Beneficiaries @ 1 | View All ‘
*Dependent/Beneficiary 1D
‘ Name History @ | 1of1 v | View All ‘

Effective Date  06/01/2024
Format Type English
Name JO DOE

Wiew Mame

[+]-]

’ Retum to Search H Previous in List l Mext in List Update/Display ’ Include History H Correct History l

Click the Personal Profile tab.

Mame Address Personal Profile

The Personal Profile page displays.

Birth Country

Date of Death

I}

Medicare Entitled Date

Dependent Proof

Hame Address Personal Profile
JOHN DOE Person ID
Personal Profile @ | | View All
Dependent/Beneficiary ID g1 JO DCE
*Date of Birth Birth Location | |

Riders/Orders exist

Riders/Orders

Qualified Dependent

Personal History

[

| View Al

*Effective Date |06/01/2024

*Relationship to Employes | Spouse

*Dependent Benefici

yType | Approved Dependent

*Gender | Female

*Marital Status | Married

As |06/01/2024

+]=]
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6. Click the Show Next Row arrow or View All link to locate the youngest dependent on the

retiree’s family coverage plan.

| | View All

Example of the Personal Profile page of the youngest dependent on a retiree’s family coverage.

S

Date of Death

Medicare Entitled Date

Dependent Proof

MName Address Personal Profile
JOHN DOE Person ID
Personal Profile @ | | Vi All
DependentBeneficiary I 02 JEMNY DOE
*Date of Birth Birth Location | |

RidersiOrders exist

RidersiOrdars

B Qualified Dependent

Personal History

| Wiew Al

a
<

*Effective Date |DG01/2024

*Relationship to Employ=e | Child

*Dependent Beneficiary Type | Approved Dependent

*Gender | Femnals

*Marital Status | Single

O student

Disablad

2 Smioker

[+]-]

Occupation

.
of

B2 UsA

~ National ID

[
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hire process for the youngest dependent:

Person ID of the retiree

Capture the following information to provide to the HR Administrator in order to complete the

Mame Address Personal Profile

JOHN DOE

I Person D

Name of the youngest dependent

Personal Profile

DependentBeneficiary ID 02

JENNY DOE

[ (< Jemee]

I view Al

Date of Birth of youngest dependent

Dependent/Beneficiary ID 02

JENNY DOE

*Date of Birth 01132010 [ I

Social Security Number (SSN) from National ID field of the youngest dependent

~ Mational ID
EY

*Country *National ID Type Description National ID

|USA Q| |FR Q| ‘Sicial Security Numiber

Primary ID

——1-

| view A

[+ ]

The same process would apply when a spouse that is under 65 and requires medical coverage
and completing for an over-65 retiree who previously had “Self + Spouse” coverage.

Name Address Personal Profile

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

The Address page for the youngest dependent displays.

MName Address Personal Profile

Dependent’'Beneficiaries

[

JOHN DOE

Address History

Dependent/Beneficiary ID 02

Person ID

Mame JENNY DOE

[a]!

View All

*Effective Date | 0G/01/2024

Same Address as Employes

[+

Employee's Cumrent Address

Country USA United States

Address 100 MAIN ST
RICHMOND, WA 28000

| Wiew Al
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9. Confirm that the information on this page is accurate for the youngest dependent.
Note: This information will be used to hire the dependent as an employee.

10. Repeat Steps 5 — 9 to gather the same information for all dependents on the retiree’s record.
This information will be used later when enrolling the dependents in benefits.

by the HR Administrator.

Note: The process would be similar when hiring an under-65 spouse as an employee.

0 The next step is to hire the youngest dependent as an employee. This transaction is completed

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

Manage Human Resources

fo5ize}

The Manage Human Resources page displays.

Manage Human Resources

Add Jabs and Assignments

a

=®

Return From Leave

Empl 1D

12. Click the Create Employee tile.

Create Employee

2
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The Create Employee page displays.

Create Employee

Personal Details

13. Enter the dependent’s Social Security number in the National ID field.

*National 1D

14. Click the Search button.

Search

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

Create Employee

® : :

Person Data Job Data Summary

Hext >

Al
Step 1 of 3: Person Data

o,
~

Parson Details

~ Person Details
.

Contact Name
Information -

G *Effective Date | 0612172026

Regional

Format Type | English v
[

=4

Checkist Proposed

VA Persen Info
Validation

View Name
Personal Information

United States

Exclude Contact = |
Information? ‘Ll
Biographical Details

1 no data is entered, the default values will be saved upon selecling the Next bution

Add Biographical Details
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15. The Effective Date field defaults to the system date. Update to the hire date, which should
match the retirement date of the retiree (“06/01/2026” in this example).

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

*Effective Date | 06/01/2026

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

Name Prefix I VI

17. Enter the employee’s first name in the First Name field (required).

*First Name

18. Optionally, enter the employee’s middle name or middle initial in the Middle Name field.

Middle Name I ||

0 Do not add a period behind the middle initial.

19. Enter the employee’s last name in the Last Name field (required).

*Last Name

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

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

Name Suffix I vI
View Mame
21. Optionally, click the View Name link to view the how the name will be displayed.
Name Suffix | v|
I View Mame I
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The Name page displays in a pop-up window.

fields if needed.

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

Name

Display Name JEMNNY DOE
Formal Mame JEMMNY DOE
PSFormat Display Mame DOE JENNY

P5Format Formal Name DOE JENMY

<]

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

this data is not reported.

Perzonal Information

*Date of Birth | =

Birth Country |USA Q|
United States

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

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

23. Click the Add Biographical Details button.

Biographical Detailz

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

Add Biographical Details

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

Bicgraphical Details
*Effective Date |D6/21/2026
*Highest Ed tion Level | Mot Indicated v|

*Marital Status

Marital Status Date

Language Code

1l

Alternate 1D

Full-Time Student | | |

*“Gender | Unknown
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24. Review the Effective Date field to ensure it matches the Effective Date in the Name section
(“06/01/2026” in this example). If not, update to match.

*Effective Date | 06/01/2026

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

Singl "
*Marital Status I e I

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

*Marital Statuz | Single ~

Marital Status Date | 06/01/2026 I

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

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

*Gender l Unknown VI

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

27. Click the Done button.

The Biographical Details section redisplays.

Bicgraphical Details

Effective Date Gender Highest Education Level Marital Status

06/01/2026

Female Mot Indicated Single
CURRENT
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0 The National ID section auto-populates.

Natignal 1D

*Country TL *National 1D Type 1L NMational 1D TL Primary ID TL

Usa Social Security Mumber | | Yes

28.

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

!'9_\4-

Person Details

Contact
Information

G

Regional

L=
~
Checkdst

E

A Person Info

&

\shidation

The Contact Information section displays.

g; ~ Contact Information o
Pzrson Details
= Addresses
i3 .
Comagt Mo data exists.

Add Address

G

Regional Phone
o Mo data exists_
o

Checkdist Add Phone
D Email

WA Persen Infio
Mo data exists.

f" Add Email
sEdation

Email Option Selection

® Agency Provided Email
O Pending Agency Provided Email

O Employee Provided Email

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

Addresses

Mo data exists.

Add Address

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

Cancel Add Address

Address Type Home

“Effective Date |06/0112026 |

Country | usA Q |

Address Detail

B

Address 1 |

Address 2 |

Address 3 |

City |

County |

0 The top section of the Add Address page auto-populates. Do not change.

Address Type Home

“Effective Dats 061012026 |

Country | UsA Q |

An Address Type of “Home” is required for healthcare extract file requirements. If the mailing
0 address and the home address are the same, only enter the home address. Do not duplicate

the same address information.
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30.

Enter the employee’s address information using the applicable fields in the Address Detail
section.

Address Detail

Address 1 |

Address 2 ‘

Address 3 |

City |

County ‘

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

31.

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

The Addresses section redisplays.

Addresses

Address Type

Effective Date

Address
Home

06/01/2026
CURRENT

100 MAIN ST RICHMOND, VA 35505

32. Click the Add Phone button in the Phone section.
Phone
No data exists.
Add Phone
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Step

Action

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

Phone Number m

*Number | |

Extension | |

Preferred |_| |

33. Click the Type dropdown button and select the type of phone number being entered.
*Type | Maobile v|
34. Enter the applicable telephone number in the Telephone field.

*Type | Mobile v|

*Number |555rsss-5555

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

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

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

Phone

+
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37.

Click the Add Email button in the Email section.

Email

Mo data exists.

Add Email

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

Cancel

Preferred Mo

Email Address

*Email Address |

38. Click the Email Type dropdown button and select “Personal”.
*Email Type | Personal w
39. Enter the dependent’s email address in the Email Address field.
*Email Address |Jenny.DuE@zmail.cﬂm
40. Click the Done button.
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The Email section redisplays and the Preferred field defaults to “Yes”.

Email

Email Option Selection

® Agency Provided Email

O Pending Agency Provided Email
O Employee Provided Email

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

Type T Email Address T| Preferred 1

Personal Jenny.Doe@zmail. com es

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

Email Option Selection
' Agency Provided Email

) Pending Agency Provided Email

® Employee Provided Email

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

0 The Regional and Checklist sections are not required when hiring a dependent.

42. Click the VA Person Info tab and click the Expand button to view the VA Person Info section.

B » VA Person Info

A Persan Info

The VA Person Info section displays.

~ VA Person Info

Linked Participant EmpllD o] |

Preferred Gender

Power OFf Attorney

L

Preferred Pronoun
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43. Enter the Employee ID of the retiree to be linked to the dependent in the Linked Participant
EmplID field and tab out of the field.

Linked Participant EmpllD Q

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

44. Click the Validation tab.

!'9_\4-

Person Details

Contact
Information

@
Regional

&
Chechlist

1:_—:1

‘& Persen Info

o

“alidation

The Validation section displays.

-~ Validation

Validation Messages

D Currently there are no exceplions to be displayed.

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

Create Employee

@ z a

Person Data Job Data Summary

I MNext » I
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Action

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

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

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

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

Create Employee
JENNY DOE O
1 2 3
Person Data Job Data Summary
23 Step 2 of 3: Job Data 4
Wiarc Location
~Work Location
[&
ot lieratiy *Effective Date | 06/01/2026 Effective Sequence I:
E‘ *Action Reason | V|
Salary and
Campensation HR Status Active Payroll Status Active
1) =Job Indicator | Primary Job Status
Payroll ;
Employment .
Data Position Entry Date Position Managed Record No
Banefit Pr
== United Stales
E *Business Unit | 22100 Q
COV Specifi
e 0ld Dominion University
\aidation

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

Create Employee

JENNY DOE

46.

The Effective Date field defaults to the date entered on the Create Employee page. Update
to the first of the month of eligibility as needed.

*Effective Date | 06/01/2026
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47. The Action field defaults to “Hire” and no other selections are available.

*Action | Hire w

48. Click the Reason dropdown button and select the applicable retiree type.

In this example, “Hire ORP Ret” has been selected.

Reason | Hir ORP Ret bt

0 If a warning message displays, review for accuracy and click the OK button.

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

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

In this example, “ODUORPO00” has been selected.

Position Number |ODUOCRPOD Q

The remaining position related fields in this section will auto-populate once the Position
o Number is entered in the Position Number field.

50. Click the Job Information tab.
Ea

Work Location

[&

Jok Informatian)

e

Balary and
Compsnsation

@&
Payroll

=

Employment
Diata

2
[ =
Bensfit Program

COV Specific

[

akdation
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The Job Information section displays.

~Job Information

Supervisor Supervisor Name
s0C CD Supervisor Posn
Job Code |ORPHEC Job Entry Date |06/01/2026
CRP Refiree

Supervisor Level |E
Employee

Reports To \iew Current Incumbents Reports To Manager

RegulariTemporary | Regular Full/Part | Pari-Time w

Regular Shift

Classified Ind

_SIEI'I dard Hours

Standard Hours [20.00 Work Period | Weekly v

FTE |0.500000 Adds to FTE Actual Count? |[]

Encumbrance Override || |

> USsA

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

Employee Class | ORPHeliree W

52. | Click the Salary and Compensation tab.

ES

Work Lecation

[&

Job Information

e

Salary and
Compensation

2]

Payrall

=

Employment
Drata

2
=
Eensfit Program

B

COW Specific

=)

Wabdation
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The Salary and Compensation section displays.

~ Balary and Compensation

Salary Plan

Salary Admin Plan | |

Grade | |

Step | |

Includes Wage Progression = |
Rule |C|—|

Compensation

Grade Entry Date | |

Step Entry Date | |

Compensation Rate 0.000000%

Comparative Information

*Frequency | Annual ~

Change Amount 0.000000% USD

Change Percent 0.000

Pay Rates

Frequency Annual

Comparison Ratio

Annual UsDr

Monthly usD

l Default Pay Components ]

Pay Components

Daily ~ USD

Hourly uso

Mo Pay Componenis exisis.

Add Pay Component
Calculaiz Compensation

53. Click the Frequency Look up icon and select “Monthly”.

*Frequency | Monthly W

54. Click the Default Pay Components button.

Default Pay Components

The Pay Components section displays.

Pay Components

1row
<]
Amount Contrals Changes Conversion Show All
*Rate Code T4 Seq T4 Compensation Rate T1 Currency Tt Frequency T1 Percent t1

Y 9 |

| a [ [=]
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55. Click the Calculate Compensation button.

Calculate Compensation

This process refreshes displays on the page and updates tables within the Cardinal system
0 leveraged by Payroll and other modules.

56. Click the Payroll tab.
E-}

Work Location

[&

Job Infarmation

e

Salary and
Compensation

@
Payrall

L.
Employment
Data

2
=

Benefit Program

‘alidation

The Payroll section displays.

~ Payroll
*Payroll System | Payroll for North America Absence System
Payroll for North America
GL Pay Type : FICA Status | Subject -
Edit ChariFields Combination Code

57. Click the Pay Group Look up icon and select “MNP” (Non-Payroll).

Pay Group |MNP Q)
Nu-n-ﬁ'aymll
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58. Enter the applicable Tax Location Code in the Tax Location Code field.

Tax Location Code E

Other fields in the Payroll for North America section auto-populate based upon the selected
0 Pay Group. Do not change.

59. Click the Benefit Program tab.
ES

Work Location

[

Job Infermation

e

Salary and
Compensation

@
Payrall

&

Ermployment
Data

=
Benefit Progran

E

COV Specific

[

alidation

The Benefit Program Participation section displays.

+~ Benefit Program

*Benefits System | Benefils Administration - Benefits Employee Status Aclive
Annual Benefits Base Rate :_—j uso

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

E.enehts Administration Eligibility

Eligible Field 1 I: Eligible Field 2 I:I
Eligible Field 3 I: Eligible Field 4 I:I
Eligible Field § E Eligible Field 6 I:I
Eligible Field 7 E Eligible Field 8 :I
Eligible Field 9 S

Benefit Program Participation Details 1row

2]
*Effective Date 11 *Benefit Program 1. Cumrency Code Tl
08/0112028 PSX Q Sys delivered emply Ben Pgm uso
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60. Scroll down to the Benefits Administration Eligibility section and complete the following
fields:

e Elig FId 2 (e.g., “007008000” for ORP)

e Elig FId 3 ("N)

e Elig Fid 8 (“12-12”)

e EligFId 9 (e.g., “LS-GB")

Benefits Administration Eligibility
BAS Group ID ‘ Q|
Eligible Field 1 Eligible Field 2 I Q I
Eligible Field 3 | Ql Eligible Field 4 | Q |
Eligible Field 5 ‘ Q| Eligible Field 6
Eligible Field 7 ‘ Q| Eligible Field 8 | al
Eligible Field 9 | QI
61. Click the Validation tab.

B

Work Location

(&

Job Information

e

Salary and
Comnpensation

@

Payroll

C

Employment
Data

2
=

Benefit Program|

E

CON Specific

C

Validation
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The Validation section displays.

« Validation

Validation Messages

Currently there are no exceptions to be displayed.

62. Click the Next button.

© ® ;

Person Data Job Data

Summary

< Previous “ Next > I

The Validation Messages display.

Validation Messages

O Proceed with warning

Validation Successful with wamings

 srows
\ (=[]
| Message severity T Message Text 11 |
1 Warning ‘Warning -
2 Waming

\Warning - Compensation Frequency has been updated. (1010,264)

3 Wamning

Warning - You have updated job information that is relevant to compensation defaulting on job row 1. {1000,910)

63. Review the Validation Messages and click the Next button.

Next »

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

~ Validation

Validation Messages

Validation failed

3 rows

[=][a])[x]

Message Severity 1. Message Text 1)

1 Waming ‘Warning -- Update Elig fields 2, 8, 9 (Health, Coniract/Pays, Status/Code) and revalidate.
2 Waming Warning - Compensation Frequency has been updaled. (1010,264)
3 Emror Eligibility Group is a required field when Pay System is PNA or Pl and using Absence Management. (1000, 1361)

Validation Messages

Proceed with warning

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

Create Employee

JENNY DOE

©)

@ (@

Person Data

Job Data

Summary

Ccrees: ) SN

Step 3 of 3: Summary

Summary of Changes

4

~Personal Data

Field Label

Proposed Information

Effective Date

Display Name

Date of Birth

Birth Country

08/01/2026

JENNY DOE

011182010

USA-United States

Effective Date

Effective Date | Gender

Effective Date / Highest Education Level

Effective Date / Marital Status

06/01/2026

06/01/2026 [ Female

06/01/2026 [ Not
Indicated

06/01/2026 {Single

National 1D Type

National ID Type / National 1D

Social Security Mumber

Social Security Number /
382-26-7768

Address Type

Address Type | Effective Date

Home

Home / 08/01/2028

Address Type / Address Home /100 MAIN ST
RICHMOMND, VA 59999
Type Mobile

64.

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

The Submit Confirmation page displays.

Submit Confirmation

‘/Emplwee Relationship for JENNY DOE has been successfully created.

JENNY DOE

Create Person Chacklist
Identification Dala
Emergency Contacts
Disabilities

I Go To Manage Human Resources ]

the correction.

@

Once the record is saved, if anything is incorrect a help desk ticket must be entered to make
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As a reminder, Cardinal has auto assigned the Employee ID Number for the dependent. Make
0 note of the Employee ID Number in the Empl ID field for the next steps.

65. Click the Go To Manage Human Resources link to return to the Manage Human Resources
homepage.

Go To Manage Human Resources

The Manage Human Resources page displays.

Manage Human Resources

Add Jobs and Assignments

a

Return From Leave

66. | Click the Modify Person tile.

Modify Person

£y
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The Modify Person Search Existing page displays.

Medify Persen

Search Existing

~ Search Criteria

My Saved Searches |

EmplID | begins with v | | |

Name | begins with

v | |

Last Name | begins with

v | |

[ Include History [ Correct History

67. Enter the Employee ID for the dependent in the Empl ID field.
Empl D | begins wilh
68. Click the Search button.

=

| Save Search |

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

Modify Person
JENNY DOE
® z
Person Data Summary
‘9\» A
Ferson Detais Step 1 of 2: Persen Data
~ Person Defails
Contact
Information Names
o
Regional
Format Type Effective Date Display Name Formal Name
B English
VA Person info 06/01/2026 JENNY DOE JENNY DOE
CusRENT
&)
Vslidation
Personal
*Date of Birth 011372010 “ears 16 Months &
it Couney [U5A a smsse [ q
United States
[ S E—
Exclude Contact [ |
at of eath iomagon? 1]
Biographical Details
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69. Click the VA Person Info tab.

R&
Person Details

Contact
Information

G
Regional

El
W& Person Inf

&

aldation

70. Click the VA Person Info expand icon.

» VA Person Info |

The VA Person Info section displays.

~ WA Person Info

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

Preferred Gender b

Power Of Attorney |

Preferred Pronoun W
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71. Validate that the retiree’s Employee ID is populated in the Linked Participant EmplID field
and click the Exit button. This process is complete.

Modify Person
JENNY DOE

If the retiree’s Employee ID is NOT populated, enter it in the Linked Participant EmplID field,
and continue to the next step.

~ WA Person Info

Linked Participant EmpliD I ql Click here fo add Other Linked Participant Details

Preferred Gender w

Power Of Attorney |

Preferred Pronoun ~

72. Click the Next button.

Modify Person
JENNY DOE ® ®
Person Data Summary —
The Modify Person (Step 2 of 2: Summary) page displays.
Modify Person
JENNY DOE @ @

Person Data Summary

(o)

Step 2 of 2: Summary

_SL.|mmar3|r of Changes

Mo Summary o display.

73. Click the Submit button.

EE=m]
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The Submit Confirmation page displays.

Submit Confirmation

‘/Person Data for JENNY DOE has been successfully submitted.

JENNY DOE

ldentification Data
Disabilities
Emergency Contacts

Go To Manage Human Resources
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Enrolling the Dependent(s) in Benefits

The next step is to enroll the newly hired, youngest dependent in benefits, and add the retiree’s spouse
and any other eligible dependents. This transaction is completed by a BN Administrator after the Ben
Admin process runs (every 4 hours).

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

Step | Action

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

BN WorkCenter

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

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

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

Benefits WorkCenter
O &3

~ My Work
Audit Exceptions
~ My Approvals
Benefits Approval
w Links

Employee/Dependent Information -
Enroll in Benefits

Enrollment Administration

On-Demand Event Process

Benefit Event
Employes Event Details
Review Employee Statements

Other Links

? Queries

> Reports/Processes
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0 Users can also access the On-Demand Event Process page using the following path:

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

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

On-Demand Event Maintenance
Find an Existing Value

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

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

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

# Show fewer options

[ Case Sensitive

Search Clear

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.

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

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

Empl ID | begins with v |

0. Click the Search button.

B

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

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

7. Enter the dependent’s Employee ID in the Empl ID field.

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

Empl ID | begins with v |

8. Click the Search button.

|

Clear |

The On-Demand Event Process page displays for the newly hired, youngest dependent.

JENNY DOE

Activity Date  06/01/2026

Schedule/Prepare Activity Pending Activities

Event ID 1 Event Date  D6/01/2026

Prepare Options

Enroliment Statement

Run Date
Election Entry Entered g of 0
Validate/Finalize Errors 0
Confirmation Statement Run Date

Reprocess Process Indicator |

[ Retum to Search ” Maotify l

Status  Finalized - Enrolled

Person ID Ben Record

Source  Job Data Change

Show Aclivities l i
~ Action HIR

0

Class HR2 l Event Stafus Update

E t Staf
vent status Closed to Processing

Frequency

Deduction Frequency ' Annual Frequency

Show Plang

Show Errors Finalize/Apply Defaults

Mormal Processing

9. Click the Show Activities button.

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

Help
JENNY DOE Perzon ID Ben
Record
BAS Activity
E’ 1-10of1
Select Empl Record g‘gﬂ?;e Event Date Event Effseq E?t'isun COBRA Action

- Job Data
0 Change 06/01/2026 0| HIR E

If the BAS Activity page displays an “HR2” event, the Benefits Administration process has not
yet run. In this case, complete the “HR2” event first by clicking the Schedule/Prepare Activity
button to manually run Ben Admin.

BAS Activity
=]
Action BAS o
Select Empl Record Source Event Date Event Effseq Action COERA Action
O ] [Maguas 01/15(2026 0| HR2
Event
Job Data
] 1 Change 01/13/2026 0 |HIR E
Schedule/Prepare Activity

If the HR2 event does not go to “Prep None”, select the Finalize/Apply Defaults checkbox
option, and then click the Validate/Finalize button to complete the Ben Admin process.

Show Plans Election Entry Entered pof g
Show Errors & Finalize/Apply Default4 I ValidateFinalize || Errors o
Confirmation Statement Run Date

10.

Click the OK button.
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The On-Demand Event Process page redisplays.

JENNY DOE Person D Ben Record 0
Activity Date  06/01/2026 Source  Job Data Change
Schedule/Prepare Activity Pending Activities 1 Show Activities l Action HIR
Event 1D 1  EventDate 06/01/2026 Status Finalized - Enrolled  Class  HR2 ’ Event Status Updafe

Prepare Options
a B Event Status Closed to Processing

Enroliment Statement
Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Entry Entered g of 0 Show Plans
B - Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator |M

Mormal Processing

l Return to Search H Motify ]

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

Schedule/Prepare Activity

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

Process completed successfully. (3000,530) |

—

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

OK
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The On-Demand Event Process page redisplays.

Validate/Finalize

Confimation Statement

JENNY DOE Person ID Ben Record 0
Activity Date Source
Schedule/Prepars Activity Pending Activities 0 Show Aclivities Action
Event 1D 2 Event Date  06/01/2026 Status  Prepared Class HIR Event Status Update
Prepare Options Ewvent Status
Open for Processing
Enrollment Statement l
l Run Date Frequency
® Deduction Frequency '_ Annual Frequency

N CIFinalize/Apply Defaults
Errors o Show Errors

Run Date

l Reprocess

l Process Indicator

Mormal Processing
[ Retum to Search ” Mofify l

13.

Click the Election Entry button.

Election Entry

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

BenAdmin Data Entry

Event/ Participant Selection Option Election

Help
Dependents / Beneficiaries

Sched ID  EM0O Empl ID
Event Data  06/01/2026 Initial Enroliment

~ Available Plans and Options (&

JENNY DOE Ben Record o EventlD 2

Excess Credit Rollover To  Forfeil Excess Credits

(@] [ren]]

Plan Type 10 : Medical

Health Provider ID ‘

O Previously Seen

Dependents/Beneficiaries

Special Requirements

Enroll All

Dependents/Beneficiaries

Name

Relationship to
Employee

Health Provider 1D GIEVIcUl I/ | Covered

Person Type ‘ Age Limit Flag ‘

C—] = | |

T
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Action

14.

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

Plan Type 10 : Medical

Q

Option Code

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

JOHM
View 100

Option
Code

Look Up Option Code

Search Resulis

Opticn
Type

Opticn
Option
Opticn
Option
Option
Option
Option
Option

Oplion

Benefit
Plan

CHA

CHAZ2

CHA2

CHAZ2

CHD

CHD

CHD

CHD

CHD1

Help &

Coverage
Code

1

alelwlw|ale]ow|n

X!

orfeit Exc

I Requirer]

15. | Select the Benefit Plan and Coverage Code indicated on the enroliment form submitted by the
retiree. For this example, Benefit Plan “CHA2” with Coverage Code “2” is selected because
there is no “Child + Parent” option.

Note: The Coverage Codes are:

¢ 1 -Single Coverage

e 2 - Self + Spouse

e 3 - Self + Child

e 4 — Family (Employee + 2 or More Dependents)
Option | Option Benefit | Coverage
Code Type Plan Code
1 Cplion CHA 1
10 Cplion CHA2 2
1 Cplion CHAZ 3
12 Cplion CHAZ 4
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The Plan Type 10: Medical section redisplays with the selected Option Code displayed.

Plan Type 10 : Medical

Option Code |10 Q

CONA HithAwr + Exp Den (CHAZ) (Self + Spouse)

Health Provider ID |

O Previously Seen

16. | Click the Dependents / Beneficiaries tab.

Ewent/ Participant Selection Option Election

Dependents [ Beneficiaries

The Dependents / Beneficiaries page displays.

BenAdmin Data Entry

Event/ Participant Selection Option Election Dependents / Beneficiaries

Help

Schedule ID EMOO Employee 1D

EventlD 2
Benefit Record 0
Dependent/Beneficiaries Currently on Record

Name Relationship to Employee

Changefadd Dependent Data

Elections Requiring Supplemental Information

10 Medical

Event Data  06/01/2026
Excess Credit Rollover To  Forfeit Excess Credits

Dependent Beneficiary Type

JENNY DOE

Initial Enroliment

Date of Birth

Enroll Dependents

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

Dependent/Beneficiaries Currently on Record

Mame Relationship to Employes

Change/Add Dependent Data

Dependent Beneficiary Type

Date of Birth
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The Dependent/Beneficiary page displays in a pop-up window.

*Effective Date | 06/01/2026
*Format Type | English w

Name

Dependent/Beneficiary 4
Help
Mame Address Perzonal Profile
JENNY. DOE Person ID
Dependent/Beneficiaries @ | 10f1 w | Wiew Al
*Dependent/Beneficiary D
Name History @ | 10f1 w | Wiew Al

Edit Hame

+)[=]

18.

Add all applicable dependents to the youngest dependent’s record with the information gathered
previously in Step 10 of the Hire the Youngest Dependent as an Employee section of this Job

Aid.

Be sure to visit all three tabs — Name, Address, and Personal Profile.

For this scenario, the youngest dependent’s parent (spouse of the retiree) is added. There are

no other siblings.

@

When entering dependents in this scenario, the youngest dependent’s parent must be entered
as a “Spouse”, and the sibling entered a “Child” in the Relationship to Employee field. The
Dependent/Beneficiary Type must be changed to “Approved Dependent” for each dependent.

A Warning message appears when entering the National ID of the dependents because they were
previously associated with the retiree’s record.

Waming — Mational ID 175534506 iz already used for dependent 00156754200/03. {1000,683)

A Mational 1D cannot be used within the same country for twe different individuals. The MNational 1D you entered is already in use by another employee, dependent, or applicant.

Ok

19.

Click the OK button to close the message.

OK
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Once the dependent(s) information is entered, the BenAdmin Data Entry page redisplays.

Event/ Parficipant Selection Option Elecfion

BenAdmin Data Entry

Dependents / Beneficiaries

Help

Schedule 1D ENMDD
EventlD 2
Benefit Record 0

Dependent/Beneficiaries Currently on Record
Name

JO DOE Spouse
Change/Add Dependent Data

Elections Requiring Supplemental Information

10 Medical

Excess Credit Rollover To

Relationghip to Employee

Employee ID JEMHY DOE

Event Data  06/01/2026

Forfeit Excess Credits

Dependent Beneficiary Type

Approved Dependent

Enroll Dependents

Initial Enroliment

Date of Birth

037251975

Review the Dependent/Beneficiaries Currently on Record section for accuracy. If it is

Ewent/ Paricipant Selection Option Election

Dependents § Beneficiaras

20.
incorrect, click the Change/Add Dependent Data link and make the necessary corrections.
Dependent/Beneficiaries Currently on Record
Name Relationship to Employee Dependent Beneficiary Type Date of Birth
JO DOE Spouse Approved Dependent 03/25/1975
I Changefadd Dependent Data I
21. | Click the Option Election tab.
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The Option Election page displays.

BenAdmin Data Entry %
Help
Event/ Participant Seleclion Opficn Election Dependents / Beneficiaries
Sched ID EMOD Empl 1D JENNY DOE Ben Record 1] EventlD 2
Event Data  06/01/2026 Initial Enroliment Excess Credit Rollover To  Forfeit Excess Credils
~ Available Plans and Options (& @ I | 1of1 w

Plan Type 10 : Medical

o
Option Code

COVA HithAwr + Exp Den (CHAZ2) (Self + Spouse)

Health Provider ID ‘ O Previously Seen

Special Requirements

Dependents/Beneficiaries

Enroll All ]

Dependents/Beneficiaries

Relationship to
Employee

E\ \ \:\ o \ \
|

Covered
Person Type

Previously

i Seen

Name Health Provider 1D Age Limit Flag

22. Click the Enroll All button.

Dependents/Beneficiaries

Enroll Al

The enrolled dependent(s) display(s) in the Dependents/Beneficiaries section.

Dependents/Beneficiaries

Covered
Person Type

Relationship to
Employee

1000 spse 0 o e | =]

Previously

#
1D Seen

Name

Health Provider 1D ‘

Age Limit Flag ‘

23. Click the OK button.

[ -

Rev 9/1/2026 Page 98 of 100



Cardinal

Benefits Job Aid

/7

BN361 ORP Retiree Guide

Step | Action

The On-Demand Event Process page redisplays.

JENNY DOE

Person 1D

Activity Date Source

Schedule/Prepare Activity Pending Activities ] Show Activities

Event Date  0G/01/2026

EventID 2 Status  Enfered Class
Prepare Options Event Status
’ Enrollment Statement I Run Date Frequency
’ Election Entry l Entered 1 of 1 Show Plans
’ Validate/Finalize l Errors 0 Show Errors
Confirmation Statement Run Date

’ Reprocess

l Process Indicator
m’ Retumn to Search ” Motify l

Mormal Processing

HIR

Cpen for Processing

® Deduction Fregquency O Annual Frequency

CJFinalize/Apply Defaults

Ben Record [i]

Action

Event Status Update

24. | Confirm that the Status field is “Entered” and that the Event Status field is “Open for
Processing”.
IStatus Entered I Class HIR Event Status Update
Event Status Open for Processing
25. Click the Validate/Finalize button.
Validate/Finalize

Administration process has been completed successfully.

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits

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

OK

The On-Demand Event Process page redisplays.

JENNY DOE Person ID EBen Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action

=
EventID 2 EventDate 0G/01/2026 Status Finalized - Enrolled  Class  HIR Event Sialus Update

Prepare Options Event Status .
Closed fo Processing

Enrollment Statement Run Date Frequency

Deduction Frequency Annual Frequency

Election Entry Entered o of o Show Plans

; T - Finalize/Apply Defaults
Validate/Finalize Errors o Show Errors
Confirmafion Statement Run Date
Reprocess Process Indicator | N

Mormal Processing

l Retumn to Search H Motify ]

27. Confirm that the Status field is “Finalized — Enrolled” and the Event Status field is “Closed to
Processing”.

Status Finalized - Enrolled | Class  HIR Event Status Update

Event Stat
vent status Clozed to Processing
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