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1. About This Guide

This guide demonstrates step-by-step procedures to help support the HR administrative duties within My Insurance Benefits
and covers a variety of scenarios, such as enrollment, task management, document management, and other tools. The
examples in this document are conceptual examples. Please expect some variation between this guide and what you see
within My Insurance Benefits based on your organization, the plans offered, and your role.

The following icons are used to highlight additional information, alerts and suggestions:
Icon Description

The note icon provides additional or important information about special conditions, suggestions, or
actions that should be taken.

The alerts icon is a warning, often cautioning you against taking certain actions.

The tip icon provides additional, more efficient instructions when completing a task.

1.1. Tips for This Guide

My Insurance Benefits is a system which allows employees to take an active role in managing their health and benefits needs.
We strongly encourage all employers to actively promote, engage, and support employees in adopting this modern
technology.

Benefitplace are interchangeable. Benefitfocus is the company that owns, supports, and administers the

o My Insurance Benefits is ETF's name for the Benefitplace platform. My Insurance Benefits and
Benefitplace platform.

1.2 Protected Health Information (PHI) or Personally Identifiable Information (PIl)

ETF is committed to protecting the privacy and security of member information in digital and paper format. We use
information only for the purposes for which it was provided to us. We ensure strong privacy and security policies and educate
staff on proper handling of your identifying information. Electronic information is protected by safeguards such as firewalls
and we employ numerous tools to ensure the quality and integrity of your digital information.

2. Getting Started — Important Information

2.1. Best Practices & Useful Information
The following are general principles that apply broadly to this guide and the My Insurance Benefits platform:
e The Wisconsin Department of Employee Trust Funds offers insurance and wellness programs to a variety of state
and local agencies and employers. Not all groups will offer all benefits nor utilize all system functionality. Benefit
plans and programs vary by organization; not all benefit plans/programs are available to all organizations.

e  Rules documented within this guide are as defined by ETF. More information on the plan offerings, coverage, and
eligibility rules can be found on the ETF website at etf.wi.gov/insurance.

e Data accuracy is a key component of ensuring that employees, retirees, and their dependents have access to the
coverages they need. Accurate record keeping and timely updates to the Employer Transaction Application (ETA)
system ensure that My Insurance Benefits and insurance carriers have the most current information.

e The examples displayed within this guide are some of the most common examples you will encounter on a regular
basis. The process to elect, change, or add and remove coverage is defined by the system and very similar regardless
of plan. The system will guide the HR Administrator and/or member through the execution of the activity.

e Screenshots are included within this guide to assist with navigation and understanding. These screenshots may
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2.2.

contain years, plan names, rates, carriers, and/or other information that is not an exact match to current
information nor to your particular employer or employee. While the details within these screenshots will vary
overtime, they are examples, not exact replicas of the platform at all times. Any names or information that seems
similar to a real person is not as all individuals and data sets are scrambled, test data.

My Insurance Benefits access is role-based, meaning the user experience will vary based on the type of permission
you have. Members will not see the exact same user interface that you will. Some of the screen menus and options
shown in this guide may not be available to you based on your role and the corresponding access. Access is
approved at the organization level and is granted by ETF.

In the My Insurance Benefits guides, you may encounter information that is applicable to only one type of member
or HR Administrator. There are sections labeled as ETF Specific Information or State Specific Information, as well as
topics that only apply to Retirees. These sections only apply to HR Administrators and members as described.

Blue text throughout the My Insurance Benefits site works like a webpage hyperlink. It is clickable and it will take
you to another screen and/or open a new window that allows access to more information and/or the completion of
a process.

Terminology

This document uses the following terms:

2.3.

HR Administrator refers to anyone who is responsible for reviewing and/or executing certain processes within the
platform and/or using information from the platform to validate, update, execute work activities outside of the
benefits platform. This could include HR Generalists, Payroll Analysts, Benefits Specialists, etc. The platform refers to
all administrators as Benefits Administrators as a generic naming convention which encompasses all roles and
responsibilities.

Employee, member, participant, etc. may be used interchangeably. Depending on context these terms may reflect
the individual that is employed by the organization, a person who has retired from the organization, and/or
someone who is enrolled and/or eligible but is a dependent of the member.

Employer, group, sponsor, and organization are used interchangeably to reference employers and departments
under the ETF umbrella.

Open Enroliment (OE), Annual Enrollment (AE), and Annual Renewal are interchangeable terms that relate to the
ability for members to review and change their health-related benefits enrollments on an annual basis without a
qualifying life event.

System of Record

ETF’s Master Data Management System (MDM) is the system of record for demographic data. This includes demographic
data points including legal name, date of birth, Social Security number (SSN), as well as employment-related data elements

such as:

e  Status (active, term, on leave, retiree, etc.)
e Date of Hire

e Date of Termination

e  Work Email Address

e JobTitle

e Manager

e Rate of Pay

e Tenure
Certain member data cannot be manually adjusted (added, changed, or deleted) within the My
Insurance Benefits platform and requires support from an HR Administrator via the Employee
Transaction Application (ETA) user interface or files to update My Insurance Benefits.

2.4.

Reference Materials

For more information or additional help, please reference the following sources:

ET-1110
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Self-Service Support - 24 Hours a Day

ETF Website

Provides Benefit program information including policies,
plan information, and a wide variety of other helpful
reference materials.

Benefits | ETF (wi.gov)
etf.wi.gov/benefits

Member Login, Account Set-Up

DET MyWisconsin ID
https://det.wi.gov/Pages/MyWisconsin ID.aspx

My Insurance Benefits Member User Guide
Detailed steps of how to complete activities as a member.

Log into My Insurance Benefits, then on the left hand-side,
click on Resources to access the guide.

My Insurance Benefits Administrator Guide
Detailed steps of how to complete activities and reporting
as an HR Administrator.

Log into My Insurance Benefits, then on the left hand-side,
click on Resources to access the guide.

Targeted Messaging Guide

Available in 2026

Interactive Reporting Guide

Log into My Insurance Benefits, then on the left hand-side,
click on Resources to access the guide.

Glossary of Terms - Standard ETF Terms

Glossary | ETF (wi.gov)
https://etf.wi.gov/glossary

Glossary of Terms — My Insurance Benefits Terms

Includes My Insurance Benefits platform vocabulary as well
as common industry terms that may be of use in
understanding your role and system interactions.

Log into My Insurance Benefits, then on the left hand-side,
click on Resources to access the guide.

Qualifying Life Event (QLE) Information — ETF Standard

etf.wi.gov/insurance/life-events-guide

Qualifying Life Event (QLE) Guide — My Insurance Benefits
Additional information on how to process life events and
coverage changes (outside of enrollment periods) in My
Insurance Benefits including certain processes, data, rules
and information.

Log into My Insurance Benefits, then on the left hand-side,
click on Resources to access the guide.

COBRA Administrator Guide
Information about ETF’s COBRA Administration via Voya.

Available in 2026

Billing and Payment Guide
Information about ETF’s billing and payment processes and
procedures, including invoicing and payment.

Available in 2026

Dependent Verification & Documentation Requirements

Dependent Information FAQs | ETF (wi.gov)
etf.wi.gov/its-your-choice/2025/health-
benefits/dependent-information-fags-0

etf.wi.gov/insurance/life-events-guide/life-change-events-
and-documentation-requirements

2.5. Additional Assistance
ET-1110 (REV 6/12/2025)
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ETF’s Employer Insurance Unit is available during regular business hours to answer questions and offer support. They can
assist with topics including eligibility, enrollment, forms, My Insurance Benefits, and COBRA administration
Employee Trust Funds Employer Insurance Unit — 7:45 a.m. to 4:30 p.m. Monday through Friday (except holidays)

Mailing Address P.0. Box 7931 Madison WI 53707-7931

Shipping Address Department of Employee Trust Funds 4822 Madison Yards Way Madison WI 53705-9100
Telephone 1-877-533-5020 select option 2 (toll free)

TTY 711

Fax 1-608-267-4549

Website etf.wi.gov

Email Contact

e ETFSMBSTARInsurance@etf.wi.gov if the employee works for a Central Payroll
Agency.

e ETFSMBUWandUWHCInsurance@etf.wi.gov if the employee works for the University
of Wisconsin or the UW Hospital Authority.

e ETFSMBEmployerinsurance@etf wi.gov if the employee works for an agency not
listed.

3. HR Administrator Role

3.1. Understanding Your Access

As an HR Administrator, you may have access to member information, processes, and activities as well as across-
organization(s) functionality, reporting, and information. It is important to understand that the HR Administrator roles are
assigned to individuals by each organization. Not all administrators have the same level of access.

This guide reviews general system functionality, however, based on your administrator role, you may not be able to do all
functions. In the event you do not have access to complete an activity, you will need to work with someone else who does or
submit an ETF Online Access Security Agreement - IAS (ET — 8928 or ET-8928i).

If you are an ETF HR Administrator, see the ETF Specific Information section, Aggregate Administrator Access for more
information as well.

3.2. Accessing Your Administrator Account

After establishing your access to My Insurance Benefits with ETF,

navigate to the Insurance Programs | ETF page on the ETF website. Log in using your employer credentials. HR
Administrators will need to follow instructions for multi-factor authentication (MFA). For detailed instructions, see the
Employer Multi-Factor Authentication Guide | ETF..

From within the employer portal, My Insurance Benefits is an option in the Employer Portal, and you can access it from the
Welcome Page via single sign on (SSO).

ET-1110 (REV 6/12/2025) Page 8 of 93


mailto:ETFSMBSTARInsurance@etf.wi.gov
mailto:ETFSMBUWandUWHCInsurance@etf.wi.gov
mailto:ETFSMBEmployerInsurance@etf%20wi.gov
https://etf.wi.gov/resource/etf-online-access-security-agreement-ias
https://etf.wi.gov/employers/insurance-programs
https://etf.wi.gov/employers/insurance-programs/insurance-administration-system-local-employers/employer-multi-factor-authentication-guide

‘My Benefits for Employers

Ao

4. Basic Navigation

Log into My Insurance Benefits to access your HR Administrator home page. A pop-up window will appear that will take you
on a tour of the Benefits Administrator Role. Click Take the tour now to help orient yourself to the platform.

Welcome to the Benefit Administrator Role!

To help you get oriented, we created a short tutorial for you. You can take it now, take it later, or
skip it altogether.

Take the tour now Mot right now Dion't show me this again

It will show:

e how to access your profile
e where to search for employees; and
e where reports are located

The tour also explains the benefit participation widget.
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After you have completed the tour, you can click on “Don’t show me this again” the next time you log-in.

On the main landing page, in the upper right side, you will see your name and a drop-down option. This is where you can log
out of the system.

. .
-

The main landing page will look similar to this for most HR Administrators. Access can vary depending on your role. For
example, you may see more or fewer icons along the left side of the screen.

wetcome

(0001131)

Q ‘ v | Go Additional tools

To-do list

View by: | Plaaze Salact w

Benefit Participation

5,499

— o — .
I S s——

Accass Daan Naz othar

Hazln Haalth sl

Haalth Haalth Flan wisc Dad Wast D

Export

In general, most administrators will see three key features and tools icons arranged vertically on the left side of their screen.

The Home icon brings you back to the main landing page, as pictured above. From here, you can access the
To-Do List, view enrollment information, and access other tools and menus.

The Employees icon allows you to navigate to the member records. You can enter information within the
Search bar or use the filters provided to narrow down your search. After the search criteria is narrowed,
you can select from a provided a list of employees who meet those criteria.

The Data & Reporting icon provides a list of reports that you can run. These reports provide administrative,
benefit, member, payroll, and transactional history information.

On the home page is a Search bar where you can search for members Name (last name, first name) or Social Security number,
Member ID or ETF Member ID. You may also check the Remember this selection, if you routinely search using this type of
ET-1110 (REV 6/12/2025) Page 10 of 93



identifier.

Q Search by Name or SSN v Go

~ Search By...
To-do lis

Name or 5N

View by: F O Employer ¥

] ETF Member 1D
Please sele

) Remember this selection

Advanced search

Benefit |

You may also click Advanced Search, which will take you to the Member tab to search for members using additional criteria,
such as employment status, benefits, task list, and/or categories.

Advanced Search Search Tips
Search
Last Name Show ¥
Name or 55N W Search
Hide &

Last Name, First Mame
Employee Status
nclude employees who are Preferred Search Method

Zaan ci i

0 Actve Search by placing a comma between the Last Name and First
Name

[ Retiec Example: "Johnson, A

Sesrch result examples:

O e Allen Johnsan
‘'erminated
Aaron Johnson

Benefits First Name Last Name Show ¥

nclude employeas with

[} One or mare accepied banefits Lagn D, Show ¥
Member D,
[} Mo banefits Alternate 1D, or

Employar Assigned 1D

Task List

nclude employees with

Sections that need to be approved
Sections that need to be completed

0

)

[ Sections pending carrier appraval

[0} Carrier changes that need o be reviewad
O

Sections that need to be reviewed by employee

Inciude employees categorized as
To select mora than one item in a list, hold down the Cirl key while clicking on the choices.
[ETE -

12 - 12 Months. .
—

Calendar Set

Click Home on the left side of the page, you will see the To-do list underneath the Search bar allows you to view tasks based
on the type. This list will vary depending on your role and availability of the benefit options.
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To-do list

View by: | Please Select L |
I | |
All Tasks
Please  Calendar Set own.

Current Age for Basic Life
Dual Employment
Employee Type
Employer Medical Surcharge
Employer Sub-Unit
Benef Employer Unit
Employer Unit Program Option
Employment Status L
o1 ICI Contrib Wait Period Met
Cl Premium Category -
Cl Premiunn Waiver F
Medi Legacy Life
Life Premium Waiver ]
Medical Contrib Wait Period
10k Medical Premium Contribution
©Opt Out Incentive Eligible
Out of State Employes

The Benefit Participation chart provides a visual representation summarizing enrollment based on plan year and health
coverage to understand current enrollment counts per coverage type within your specific organization. Coverage options will
vary based on employer. This information can also be exported to an Excel spreadsheet.

Benefit Participation

I 01/01/2025 - 12/31/2025 vl

== 3

10k

4k
2k
1,235
r 1,020 974 962
[} - -
Dean Health Plan: IYC ... Network Health: IYC H... Quartz UW-Health: IY... Robin with HealthPart... Quartz Central: IYC H... HealthPartners Southe... Network Health: High ... Dean Health Plan - Me...GHC of South Central ... other
Export

Under the Additional Tools menu, you may be able to see:
e Document Center is a feature in which applicable documents can be attached, accessed, and/or reviewed.

e  Find Medicare Eligible is a search function which will generate Employee Search Results containing all members who
have indicated that they have Medicare.
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Additional tools

Auto Enrollment Summary
Document Center >

Find Medicare Eligible >

To the far right, you may click on the View all employees button. For organizations with member populations of under 100,
this will display all employees. For those with more than 100, it will take you to the Employee Advanced Search page.

View all employees

4.1. Searching for an Employee

You can search for a member by entering a Name (last name first, then a comma and then first name), or Social Security
number, Member ID or ETF Member ID in the search bar above the To-Do List on the home page or in the top, right corner of
any other page. You may also check the Remember this selection, if you routinely search using this type of identifier.

Q Search by Name ar SSN ~ Go

) Search By...
To-do list

Name or $5N

View by: | Flease Select A [ Employer ID

[V ETF Member ID

Please select 3 category from the abowve dropdown.

[ Remember this selection

Advanced searc

Benefit Participation

To see a list of all members, enter a comma in the search field and click Go. Click on the Advanced Search or on
@ the Employees icon to initiate a more granular search to find exactly what you are looking for.

By selecting the Advanced Search option, you are able to select additional criteria to return a more targeted group of members:
e AlternateID
e Benefit status (e.g., at least one accepted or no benefits)
e  (Category
e Member status (e.g., active, retired, terminated)
e  Employer assigned ID
e LoginID
e MemberID
e Task status (e.g., sections need approval)

You will need to scroll down to review and select search criteria as applicable. Then click on the Search button at the bottom
of the screen.
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Advanced Search

Search

Name or SSN w

Employee Status

nclude employess who are

[0 Active
[ Retired
[l Terminzted

Benefits

nclude employess with

[0 ©One or more accepted benefits

[ No benefits

Task List

nclude employess with

[J Sections that need to be approved
Sections that need to be completed
Sactions pending carriar approval

Carrier changes that need to be reviswad

| o R R

Sections that need to be reviewed by employee

Categories

Include employess categorized as

-
0

Calendar Set

To select more than one item in a list, hold down the Cirl key while clicking on the choices.

Search Tips

Last Name Show ¥

Last Name, First Name Hide &
Preferred Search Method

Search by placing a comma between the Last Name and First
Name

Example: "Johnson, A"
Search result examples:

Allen Johnson

Aaron Johnsan

First Mame Last Name Show ¥
Login ID, Show ¥
Member ID,

Alternate ID. or
Employer Assignad 10

All of the search results will appear that match the selected criteria. From this list, you may now click on the + (plus) dropdown
menu and select the appropriate action. If your search comes to an exact single match, you will be taken directly to the

member record.

Employee Search Results

[ QO 24 Active Employees l O 0 Terminated Employees

l O Dependents

Actions™

[0 Type Name

0 6 RIENH-ENH-PUBLIC-T4675, Bravo

0o o RIENH-ENH-PUBLIC-T4677, Bravo

O o RIENH-ENH-PUBLIC-T4794, Brave

I 8 RIENH-ENH-PUBLIC-T4937, Bravo

O o RIENH-ENH-PUBLIC-T4960, Bravo

DoOB

07/02/1959

10/13/1957

10/13/1957

10/13/1957

10/13/1957

SSN

827-01-3611

596-01-2811

596-01-2815

596-01-2813

596-01-2814

Actions

By clicking on the member's name, you will be taken directly to their member record.

ET-1110 (REV 6/12/2025)

Page 14 of 93



Benefit details

Dependents

Documents

Interactions

Employee history

EMPLOYEE REPORTS

Employee Detail Report

Emp!
Report

& Benefit Summary

Etf HR Test2105 (ETFH2105)

== Etf has 0 pending tasks

Benefits Snapshot

Medical # edit
Medical Associates: YC Health Plan 2023 | Individual | Effective as of 07/01/2023

. Pharmacy # Eait
Navitus Pharmacy 2023 | Individual | Effective as of 07/01/2023

Wellness # et
w -

Wellness 2023 | Individual | Effective as of 07/01/2023

w Uniform Dental # cat
Uniform Dental 2023 | Individual | Effective as of 07/01/2023

+10 Additional Benefits 3

You can click directly on the
benefits listed in the snapshot

to navigate to that benefit

Manage Employee v

$50.00

Semi-Monthiy

$0.00

Semi-Monthly

$0.00

Semi-Monthly

$2.00

Semi-iMonthly

Sections found on the member record include:
e List of pending tasks for the member

* Snapshot of the member's benefit elections which provides you with a view of the benefits the member is eligible for,
has enrolled in, has refused, and has yet to take action on.

e Member Profile section which contains the member’s personal information such as demographic, contact, work, and
military status.

e (Category values assigned to the member which drive eligibility and benefits options.

You can also click on Manage employee to access specific sections of the member’s record.

Interactions

4.2.

Employee history

View in the Member Role

Quick Links Manage Benefits Manage Employee Reports
Edit/cancel benefits View in member role Employee Detail Report
Benefit details Initiate life event Send targeted message Employee Benefit Summary Report
Dependents Manage Medicare
Documents

To see the system exactly as your members view it, search for and select a member. Then select View in Member Role from
the Manage member menu.

For more information on how to navigate as a member and how to help members complete their activities,

see the Member User Guide.
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Quick Links Manage Benefits Manage Employee Reports

Overview Edit/cancel benefits Employee Detail Report

Benefit details Initiate life event Send targeted message Employee Benefit Summary Report
Dependents Manage Medicare
Documents

Interactions

Employee history

The member role opens in a new window. In this view, an HR Administrator can do and see everything just like a member would.

Welcome to My Insurance Benefits!

Here you can enroll in and manage your insurance benefits.

To access benefits materials such as plan comparisons, covered providers and services, plan

Show mare

Edit your benefits >

12

Welcome back, HR
ACTIVE BENEFITS

Thursday, February 20 ot 2:13 PM CST

View benefits

i, Change your il l:l'}l View your @ Edit your HSA 2 Create dependent
=, 8§ profile

current benefits & medicare info contribution

If an open enrollment period is in progress, the Member Open Enroliment dates are used when viewing in
the Member role. If there is a period of time prior to or after the member enrollment where HR
Administrators can still make changes, also known as a silent period, the silent window dates will only be

visible to the HR Administrator under Benefit Details.

When you log out of the Member role, HR Administrators receive a notification in the Benefits Administrator role noting that
any changes made while in the Member role will not be reflected until the next login.

You have been working in another window.

Log out to see |latest changes

ET-1110 (REV 6/12/2025) Page 16 of 93



4.3. Benefit Participation Widget

The Benefit Participation widget, located at the bottom of the home page, displays the number of members who are enrolled
in each plan for the selected benefit type and participation period.

1. Select the plan year and the benefit type from the drop-down boxes above the chart.

Medica

10k

7,950

Ok
Quartz

Haal.

Haalth

Plan

Benefit Participation

01/01/2023 - 12/3172023 b

Natwork Haalth: IYC Haalth Plan
® Banefit Participation: 2,047

- b =

Daan Mat... GHC

Haalth Haal... of
Plan: o South
1= Hsalth Cant._.

Haalth Plan Whisc.
Plan v
Haalth

Plan

1,532

1.012

Hsalth
Flan -
Prawv...

WWiast

Mays
Clinic:
IYe
Haalth

754 &03
I —

Accass Dsan
Haalth Haalth
Flan Flan:
High
Dad..
Haalth

Plan

491
—

Nat_..
Haal..

High
Dad...
Haalth

Plan

5.385

othar

2. If you hover over a column, you will see the number of members enrolled in the benefit plan.
a.

To see who is enrolled in a specific plan, click on the hover text and you will see the list of members enrolled

in that plan.

If the plan has more than 1,000 enrollments, then you will be prompted to either Export to CSV or run a

Benefit Detail Report.

If you run a Benefit Detail Report, you will be redirected to the Data & Reporting screen where you can determine

what information you would like to include. See the Data Exchange Dashboard

The Data Exchange Dashboard provides visibility into the member-level data included on files produced by the My Insurance
Benefits system for your carrier, payroll, and other vendor systems. The dashboard allows you to view which jobs processed
during a given date range and look deeper into the details of the processed job.

A job refers to a set of instructions, business logic, and filtering logic that results in the import or
export of a file.

With the dashboard, you can:
e View a list of jobs processed during a specified date range.

e View a breakdown of the number of members sent (included on the file), skipped (found to not have applicable

data), failed (violated a business rule), or held (waiting for criteria to be met) by a particular job.

e Access a list of the members processed by a job.

e Navigate to a member's profile or transaction history directly from the list to view more details, complete tasks, or
make corrections.

e View the reason a transaction failed.

e Download a CSV file of members processed by a job.
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Follow the steps below to view information in the Data Exchange Dashboard.
1.

Select the Data & Reporting tab and click the Data exchange link in the secondary navigation.

Data & Reporting

Data exchange

Start date

Status Process Date All Sent Skipped Failed Held

No data available

Data &
Reporting

Enter the date(s) for which you would like to review jobs processed.
e Ifyou enter a single date, the system will return all jobs run from that date through the current date.
e Click Add date for range to specify a different end date.

Data & Reporting

R Data exchange /

Start date

= Data exchange
07/13/2023 [} = Add date for range

Status Process Date All Sent Skipped Failed Held

No data available

Click the Apply filters button.

Data & Reporting

Data exchange

Scheduled reports
Start date

Business Intelligence
01/13/2023 6/30/2023 = Apply fiiters _

= Data exchange
%

The Job Summary for the entered date range will display. The Job Summary page lists all the jobs processed during the
specified date range in a table including the following details:

Name: The name of the job that was processed.

Date: The date that the job was processed.

All: The count of all member contracts processed by the job.

Sent: The count of members included on the file to be sent to the receiving party. Dependents are not included in
the count view.

Skipped: This is the number of members left out of the file because their information isn't relevant to the current
task. For example, if a member changed their dental plan but the job is focused on medical plans, that change
wouldn't be included. However, the system still checks and confirms that the dental change doesn't need to be
added to this file. The rules for skipping members are based on the business guidelines set for the group or vendor.
Failed: The count of members that failed to send due to violation of a business rule. An example is as an unexpected
value in a field or a missing SSN. Failure logic is also determined by the business rules set for the group and/or
vendor.

Held: The count of members held from being sent due to not yet meeting certain criteria. An example reason is EDI
lead time, where the vendor system cannot receive data until within a certain date of the event. Held members will
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be sent when the criteria is met.

Depending on the amount of data, this can take a few seconds to several minutes to display. If you
are loading a large amount of data, please allow sufficient time to load.

Data & Reporting

Your reports

Data exchange

Standard reports

Scheduled reports

Start date

Business Intelligence
01/13/2023 i} 6/30/2023 Apply filters
= Data exchange
®

1-T7of 7

Status Process Date All Sent Skipped Failed Held
~ & FF21EBOAC26046E8E0530AB0CB0A94D6-PR 06/27/2023 26 o 26 o o
[ad %= FF21EBOAC26146E8E0530A80C80A94D6-PR 08/27/2023 26 o 26 0 0
-~ & SCV_HEALTHPARTNERS 5010_SWI 06/27/2023 1 1 0 o 0
- & SCV_MAHP_5010_SWI_SNGL 06/27/2023 1 1 0 0 0

Data and Reporting section.

Employee Search Results

Plan Name: Network Hg-r]jth: I¥C Health Plan 2025

This plan has more than 1,000 enrcllees. What would you like to do?*
2 Send a message to all

) Exportto CSV

) Run a Benefit Detail Report to see enrollment details for all plans

Previous Next

3. To export a report of all members enrolled in the plan displayed, select Export to CSV, then click the Export button at
the bottom of the chart. The file will save to the Downloads folder on your computer in CSV format.
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Benefit Participation

[ 01/01/2025 - 12/31/2025 "l

= 3

10k

8,535

1,267 1,235 1,020 074 962

Dean Health Plan: IVC ... Network Health: IYC H... Quartz UW-Health: [¥... Robin with HealthPart... Quartz Central: IYC H... HealthPartners Southe... Network Health: High ... Dean Health Plan - Me...GHC of South Central ... ather

(] =

o

A CSV file will be generated and automatically saved to your Downloads folder. Open the file in
Microsoft Excel or a compatible software application. The file will show the benefit plan year
(participation period), the benefit plan name, and the number of members who have selected the

plan for the selected benefit type.

5. Member Information

The Employees tab on left navigation menu or at the top of the home page provides access to an advanced search tool,
allowing you to locate any member's record in the system.

Employee information will flow from the Employee Transaction Application (ETA) interface and/or file transmissions into My
Insurance Benefits. Maintaining accurate information is critical for data quality and customer experience.

Using the menu on the left, you can navigate to information you need.
e  Qverview — The main member landing page contains:
o List of pending tasks for the member.

o Snapshot of the member's benefit elections which provides you with a view of the benefits the member is
eligible for, has enrolled in, has refused, and has yet to take action on.

o Member Profile section which contains the member’s personal information such as demographic, contact,
work, and military status.

o Category values assigned to the member.

e Benefit details — This section includes a list of benefits available, wait period, and initial enrollment if not yet elected.
If benefits are elected, it displays the applicable categories, election status, plan name, coverage level, and who is
covered.

e Dependents — This section includes a list of individuals eligible for coverage.
e Documents — This section includes documents that have been provided to support enroliment of eligible dependents
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and other files that may support benefits coverages and/or elections.
e Interactions — This section includes space to document notes on actions and/or conversations with the member.
e Employee History — This section provides a detailed view of all of the transactions on the member’s record.

e Employee Reports — The Employee Detail Report and the Employee Benefit Summary Report provide detailed
enrollment information that can be shared with the member, if desired.

W Benefit details

2 Dependents

Be Documents
Interactions
G} Employee history

EMPLOYEE REPORTS

Employee Detail Report

Employee Benefit Summary
Report
5.1. Employee Status and Information Changes

As an HR Administrator, you are unable to hire, rehire, or terminate benefits for a member in the My Insurance Benefits
system directly. All member status changes must be provided from employers either from a file based on their HRIS system or
based on data entered into ETF's Employee Transaction Application (ETA) system.

In some instances, you may be able to update a limited set of employee personal and work information directly from the
Manage Employee menu, once an employee is selected. Under the identified member, click the Personal Information option
from the Manage Employee menu to make updates to the following:

e Communication Disability Question
e Communication Preference

e  Email (Personal)

e  Ethnicity (Formal Response)

e Gender Identified

e  Marital Status

e Name (Preferred Name)

e  Phone (Alternate)

e Phone (Home)

e  Race (Formal Response)
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+
Quick Links Manage Benefits Manage Employese Reports
Owerview Add new dependent View in member role Employee Detail Repo
Benefit details Edit/cancel benefits | Personal information Employee Benefit Summary Report
Dependents nitiate life event Change salary
Cocuments Vianage Medicare
nteractions
Employee history

Values that are grayed out are not editable within My Insurance Benefits. Changes to this information must be made with the
employer directly. All members, member status changes, and other demographic information needs to be entered in ETA and
sent to the benefits platform via a file. Employers must share this information either from a file based on their HRIS system or
data entered into ETF’s ETA system.

5.2 Viewing Benefit Details

The Benefits Snapshot on the member record Overview tab shows basic information for up to four benefits for which the
member is enrolled. Other available benefits that have not been elected will display in the Sections To Be Completed box at
the top of the page.

== Manny has 2 pending tasks
A\ Sections To Be Completed

Supplemental Dental - Section not started Start

Life Benefits - Section not started. Start

Benefits Snapshot

Medical # edit $20.00
MercyCare: Local Deductible Health Plan | Individual | Effective as of 08/01/2023 Monthly
Pharmacy # Edit $0.00
' Navitus Pharmacy | Individual | Effective as of 08/01/2023 Monthly

HR Administrators are able to view and make changes to a members' benefits at any time. To do so, click the Benefit details
tab within the member record.

On the Benefit Details page, you can see:
e All benefits available to the member and which benefits the member has elected or refused.
e Benefits that need to be started.

e Pending benefits that require an HR Administrator to approve or deny election changes.

If member is no longer eligible for a specific plan within an offer due to a category change, then an invalid
o category and plan combination notice will occur. An enrollment task will be created and the member

notified. If a member is no longer eligible for an entire offer, then the plans will be canceled automatically, and
depending on the plan then trigger a COBRA qualifying event.
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== Danielle has 2 pending tasks
£\ Sections To Be Completed

Life Insurance 2025 - Invalid category and plan combination. - Basic Life Insurance 2025

Additionally, if the member is also newly eligible for other plans within the existing offer, the system offers
the ability to open an eligibility window, allowing the member to enroll in a new plan. If a member has an
additional enrollment window prompt due to the type of category change, then the member will be able to
take action.

5.3. Manage Medicare

The Medicare Manager provides access to a list of members who are eligible for Medicare coverage. They may or may not be
a retiree. You can navigate directly to members' records to add a new Medicare policy. Follow the steps below to add a
Medicare policy to a member's record using the Medicare Manager.

1. Identify the member you are interested in working on in the search feature. Then click on the + (plus) dropdown
button.

Employee Search Results

QO 298 Active Employees Q 476 Terminated Employees 204 Dependents

Displaying items 1 - 25 of 208 P D]
Type Name SSN Login ID Actions
O  ALDAVA, JOSHUA 163-23-4976 +.
(5] 088-06-9121 +.
(@] 163-23-4976 —  +-
2. Select Manage Medicare from the Actions menu.
e
Quick Links Manags Benefilz Manage Employes Reports
Cverview Add new dependent Wiew in member role Employee Detail Report
Senefit details Edit'cancel benefits ersonal information Employee Benefit Summary Report
Dependents nitiate life even Change salary
Documents anage Medicare
Employee history

3. Enter or edit the member's Medicare policy information and the eligibility reasons. You should also enter the
member's eligibility and benefit effective dates.
e A member’s Medicare number consists of a combination 11 letters and numbers. The letters S, L, O, |, B, and Z
are not used in the Medicare Beneficiary Identifier (MBI). You may enter the number with or without the
dashes that are present on the card.
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Policy Information

Medicare Number® 2BTH4820TA
Policyholder Karen P Bsker
® Age

) Disability

Hospital Insurance (Part A)

Eligibility Date
Effective Date

End Date

Medical Insurance {Part B}

Eligibility Date
Effective Date

End Date

Medicare Payer Status

5. Onthe summary page, review the information entered and Edit if necessary. Then click Save.

Cancel n!-

4. After you have provided all the necessary information, click Add at the bottom.

Add Medicare Policy

Eligibility Reasonis)* () Renal Disease

Medicare Payer Status Effective Date

Primary 05/01/2019

Secondary 01/01/2023
——Pleaze Selact— W

® ves

O Mo

05/01/2019

05/01/2018

® Mo

-

Expiration Date

12/31/2022

=

Delets

Delets

Medicare Policies

Karen P

“ o

Medicare Number:

Eligibility Reason(s)

Medicare End Date:

Hospital Insurance (Part A) Eligibility Date:
Hospital Insurance (Part A) Effective Date:
Hospital Insurance (Part A) End Date:
Medical Insurance (Part B) Eligibility Date:
Medical Insurance (Part B) Effective Date:

Medical Insurance (Part B) End Date.

Medicare Payer Status Start Date
Primary 05/01/2019
Secondary 01/01/2022

Cancel Without Saving

eTA

Age

05/01/2019

05/01/2019

11/01/2023

11/01/2023

End Date

1273172022

6. To-Do List & Task Management

The To-Do List will display tasks when a member is missing information, submits documentation, or makes a change requiring
your approval. If you work for a large employer, you will need to select an option from the View by drop-down menu if your

tasks are not displayed by default. You can filter by specific categories.
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There are two main types of tasks under the To-do list
e Personal: Tasks that reflect personal data changes, phone number, email, preferred name, etc.
e Work: Tasks that need review and approval due to a work-related change, category, job, pay, etc.
e Current Benefits: Tasks tied to benefit updates that need to be reviewed.

To-do list

View by: All Tasks ~

Personal

Current Benefits

178? Employses Mesd to be Approved

'1 Employee with Election Approvals (Health Statement Req

6.1. Types of Tasks

Multiple types of tasks can appear for each category. The table below lists the most common tasks you will see as an HR
Administrator and a description of what they mean.

It is important to address tasks in a timely manner to prevent delays in the information getting to the
carrier/vendor. Best practice is to check for tasks daily. Depending on the size of your population and time of
year, processing tasks multiple times a day may be necessary.

Task Task Type Sample Reason for Task [Action(s) to Take Task prevents

Category sending elections
to the carrier

Benefit Approval Member benefit elections are Review the task on the member record Yes

completed and must be approved jand any required documentation.
before file is sent to the carrier. [Select Approve from the drop-down
menu on the member record, if
Qppropriate.

Invalid data The effective date for benefits is |Determine which date is incorrect and Yes
earlier than the member's hire then enter the correct information on
date. the member record (Hire Date field) or

revisit the member's benefit elections
and correct the effective date.

Hold The member has an incomplete [This will only be indicated for income Yes
health statement. continuation insurance (ICl) as decision
approvals are manually processed by
ETF once provided by the carrier.
Contact the member and inform them
that the Health Statement (EOI) must
be completed before benefits will take
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Task Task Type Sample Reason for Task /Action(s) to Take Task prevents
Category sending elections
to the carrier
effect.
Provide moredata |A member has a Benefits Not Make elections for the member based Yes
Started task. on a paper application received or
contact the member and notify them
to elect benefits.
Personal Provide more data |A member has missing Enter the information from a paper No
information, such as an address. [application received for the member
on the member record or contact the
member to notify them to enter the
information.
Approval /A member or administrator Review the information and select No
changed the member's personal |Approve from the drop-down menu, if
information (e.g., address, phone appropriate.
number).
Work IApproval /A member or administrator Review the information and select No
changed the member's work Wpprove from the drop-down menu, if
information (e.g., categories, Qppropriate.
earnings).
Group Provide moredata |An incorrect or missing group Contact ETF to address. They will work Yes
Numbers number (e.g., billing number) is  [to get carrier numbers assigned to the
associated with the benefit. member(s).
6.2. Viewing Tasks by Category
Most employers will see all tasks that require attention on the To-Do List; however, some large employers will need to select a
View by category first.
1. Select the desired category from the View by drop-down menu to show how many members require your attention in

each category of tasks.
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To-do list

View by | All Tasks -|

Please Select

Perso RN

Calendar Set

Current Age for Basic Life

Employ

Empleyer Unit '
Work yer Unit Progra
E 2) tatus

Legacy Life
Life Premium Waiver
Curre  wesical Contris Wait Period
Medical Premium Gontribution
Viewby of Opt Out Incentive

1787 Emsloyess Need to be Approved

1 Employee with Election Approvals (Health Statement Required

Benefits not started

Enroliment period | 01/01/2023 - 12/31/2023 ~  Benefitoffer | 17 selected a

2757 Empioyess whose enroliment period has passed

2 Employees with 6 or more days left to enral

Dependent Information

2. Click the blue text Employees Need to be Approved to view the members with pending tasks. Some of the more

common types of incomplete information include:
e Benefit elections that have not been started/completed
e  Missing addresses within the member's profile

e  Missing pay period information

e  Missing salary information for salary-based benefits

¢ Invalid data

Personal

5 Employzes Mead to be Approved
Work

5 Employees MNeed to be Approved

3. A new screen will appear, displaying Employee Search Results of employees who need to be reviewed. You will select

the employee to review from this screen by clicking on their name.

e Members are categorized as active, terminated, COBRA exception, retired, or dependent. These categories are

color-coded, and the key is at the bottom of the list.

e  C(Click the buttons at the top of the page to view members in a state other than “active” or to view dependents

that require action.
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Employee Search Results
Including Employess with sections that ne=d to be approved
|| O 4 Active Employees © 1 Terminated Employee O 0 Dependents

O Type  HName DoB 55N Login ID Actions
() o] HinTest0530. Dennis 0171411955 s*.s=.0530 DENNISHO520 =
(| [} LemTest4230, Draw 01/01/1980 “.t.4230 DREWL4230 =
O o] LemTestS352, Carlay 01/01/1980 ses.5362 CARLEYL5352 +
(| (o] WitTest2504, Jeffrey 01/01/1980 s 2E04 JEFFREYWIT2504 +

Key O Active O Terminated ) COBRA Exception Q) Retired ) Dependent

6.3. Reviewing, Approving, or Denying Tasks

You will be required to review and approve changes before the data is sent to the health carrier/vendor. This provides you
with the opportunity to review what the member entered. It is important to act on these requests to ensure changes and

enrollments for eligible members and their dependents are not delayed.

1. Click on the member’s name from the Employee Search Results list.

Including Employees with sections that need to be approved
O 4 Active Employess (3 1 Terminated Em ployes ) 0 Dependents
o Type  Name DOoB SSN Login ID Actions
O Q HinTest0520. Dennis 01/14/1955 seesm0530 DEMNMISHO520 +
(| Q LemTest4230, Draw 01/01/1880 mee=a230 DREWL4230 o+
| Q 01/01/1980 meeeLB3E2 CARLEYL5352 +
[l Q WitTest2504, Jeffrey 01/01/1880 meemm 2504 JEFFREYWIT2504 +
Key O Active O Terminated O COBRA Exception O Retired O Dependent

2. Each member's tasks appear in the Pending Tasks section on the Overview tab. Depending on the situation, you may

need to complete certain actions and/or validate accuracy.
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B overview
— = -
= Dennis has 14 pendlng tasks
Benefit details
Dependents A Sections Require Approval Approve Al
Documents
Personal e
nteraction
Wark Approve
Employee history
ew Changes
EMPLOYEE REPORTS
A Sections To Be Completed
Employee Detail Repo
Ref Health Care FSA 2023 - Section not started. Start
Dependent Day Care F5A 20232 - Section not siarted. Start
Supplemental Dental 20232 - Section not started. Start
Vision 2022 - Section not started. Start
Accident 2023 - Section not started. Start
Transit Account 2023 - Section not started. Start
Parking Account 2023 - Section not started. Start
Individual & Family Life Insurance 2023 - Section not started. Start
UW Employees, Inc. Life Insurance 2023 - Section not started. Start
Accidental Death & Dismemberment 2023 - Section not started. Start
Missing Dependent erification for Jill HinTest530. Start
Missing Dependent Werification for &dam HinTest0520. Start

3.  Within the member's record, you can view, approve, or decline data changes using the + (Plus) icon associated with
the task. You must review the change before approving a change. To do so, select View Changes from the plus icon.
This will open a new tab in your browser.

The decline option is not available for all roles and/or on personal or work-related tasks. When it is available
on benefit approval tasks, and when used, it will revert the member’s benefits to the last approved state.
When a document is requested, the system will show when the document has been submitted. You cannot
review and approve the document from the Task Management tool but can see the status change. To
review and approve, you will need to go to the Document Center.

4. Review the Old Value versus the New Value. If the employee is new, all the values will be new. For existing members,
review the old versus new to understand what is happening and make sure the data makes sense in the context.

5. After you have completed your review, click Close on the History of Changes Report or close browser tab to return to
the member’s record.

6. Select Approve from the + (Plus) drop down to approve the change.
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== Aliicia has 15 pending tasks
A Sections Require Approval Approve All

Life 2020 +~

Medcal *

View Changes

Life

Medical 2020 +v

7. Thetask is now cleared from the member’s record and no longer appears on the To-Do List.

== Alicia has 14 pending tasks

A\ Sections Require Approval Approve All
Medical +
Life +~
Medical 2020 +-

8. When Sections To Be Completed appears, the task of Require More Data or Section Not Started may require
additional review, not just a simple approval. You may need to complete the activity on the member’s behalf or
contact the member to ensure timely completion. To begin the activity, select Start.

Ak Sections To Be Completed

Health Care FSA 2023 - Section not started. Start
Dependent Day Care FSA 2023 - Section not startad. Start
Supplemental Dental 2023 - Section not started. Start

9. Enter the required information.
10. Click Save at the bottom of the page.

6.4. Automatic Notifications

Starting in 2026, My Insurance Benefits will functionality that will automatically trigger certain standard, automated email
messages to send to the applicable member, when certain activities occur. The most common events that trigger automatic
email notifications are related to:

e enrollment (start, end, completed, etc.);
e documents (needed, approved, missing, etc.); and
e personal information (needed, updated).

6.5. Sending Messages to Members with Pending Tasks
Starting in 2026, you can manually send a message to one or more members who have not completed their benefit enrollment
or who require additional documentation.

1. Click the blue text of the task to be reviewed. The text will link to a list of members to whom you can send a message.
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To-do list

View by: | All Tasks v

Work

29 Employees Need to be Approved Approve All

Current Benefits

View by offer »

30 Employees Need to be Approved Approve All

Benefits not started

Enrollment period | 01/01/2017 - 12/31/2017 ~ Benefit offer = 8 selected ~

'] Employees whose enrollment period has passed Refuse All

View all employees with benefits not started »

2. You can send messages to one or more of the members listed in the search results. To choose a member, select the

checkbox to the left of their name. To choose all members, select the checkbox in the top row.

Employee Search Results
Q 1 Active Employee © 0 Terminated Employees O 0 Dependents
Actions
d ] Type Name SSN Login ID Actions
ﬁ B (@] Corben, John 123-32-1091 RSKARE109177283 +-
Key O Active Q Terminated ) COBRA Exception Q Retired ) Dependent

3. Hover over the Actions drop-down menu and select Send Message. You also have an option to Export as CSV to

generate a CSV file that contains data about the selected members for your reference.

Employee Search Results

O 1 Active Employee Q 0 Terminated Employees © 0 Dependents
Actions >
Send Message _ SSN Login ID Actions

Export as CSV

lohn 123-32-109 RSKARE109177283 +.

Kez O Active O Terminated O COBRA Exceetion O Retired O Deeendent
— —

4. To send a message you will:

a. Determine the email address you would like the message to be sent to the member — email preference.

Select the From email address.

Enter the Subject.

Add your message to the Email Body.
Add an Email Footer as necessary.
Attach a file (if necessary).

™m0 a0 T

Select the Delivery Schedule.
h. Carefully review the message prior to sending.
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5. Click Send at the bottom of the page.

7. Dependent Management & Verification

ETF’s recommended best practice is to encourage members to add and update their dependents themselves within My
Insurance Benefits. This drives adoption and empowers members to be independent and take ownership of their own
benefits. In the event that an employee cannot add their own dependents, you can manage dependent information for

members from the Dependents tab on their behalf.

7.1. Adding a Dependent

Follow the steps below to add a new dependent to a member record.

1. Onthe Overview screen, select the Dependents tab.

EMMA N ELSON (EMMAN3153)

= EMMA has 12 pending tasks

Benefit details

Dependents _ A\ Sections To Be Completed

Documents

Interactions

Health FSA 2023 - Section not started.
Employee history

Health Benefits and Health Savings Accounts 2023 - Section not started.

Manage Employee v

Start

Start

2. Click on Add new dependent.

Dependents
EMMA doesn't have any dependents on file

4 Add new dependent <

o If the member has at least one dependent on file, the Add another dependent button displays instead.
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3. Enter the dependent demographic information. It is strongly recommended that all values should be thoroughly
completed, regardless of whether required or not. Required fields have an asterisk (*) and include:

e  First Name

e lastName

e Relationship

e Gender

e Date of Birth
Optional fields include:

e  Middle Name

e Suffix
e SSN
o [TIN

e  Contact Information

The ETF Member ID will be automatically populated by a system integration from the Employee Transaction
Application (ETA).

Add new dependent

Enter new dependent's information below

Personal Information

First Name* Middle Name Last Name* Suffix
v
Relationship* Sex*
Please Select v Please Select hd

Date of Birth* @

Please enter one of the following
() ssN

{’:‘,- ITIN (Individual Tax Identification Number)

ETF Member ID

Race (formal response) @

American Indian or Alaskan Native
Black or African American

Other Pacific Islander

White -

Ethnicity (formal response) °
Not of Hispanic, Latino/a or Spanish Origin
Puerto Rican

Another Hispanic, Latino or Spanish Origin
Mexican, Mexican American, Chicano/a -

Contact Information

Use employee address @

Save and go to benefits m‘ Cancel ‘
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4. Click Save at the bottom of the page. The new dependent appears within the Dependents section.

Dependents

/'\ SEAN CAMERON

| Spouse
Status: © Not covered

# Add new dependent

View Details

7.2. Updating a Dependent Profile

Members and HR Administrators can view and add dependents anytime from the Dependents tab in the member record.
However, all dependent information can only be edited before they are enrolled in benefits. After a dependent is covered by
benefits, some details, like their date of birth, must be updated under the Benefit Details tab for the specific benefit. Also,

dependents can't be removed after being added; they can only be hidden.

Follow the steps below to update a dependent's profile.
1. Select the Dependents tab.

EMMA NELSON (EMMAN3153)

== EMMA has 12 pending tasks

Benefit details

Dependents _

Documents

A\ Sections To Be Completed

Health Benefits and Health Savings Accounts 2023 - Section not started.

Interactions
Health FSA 2023 - Section not started.
Employee history

Manage Employee v

Start

Start

2. Locate the dependent and click View Details.

Dependents

@ SEAN CAMERON
Spouse
Status: © Not covered

= Add new dependent

—

View Details

3. Click Edit on the dependent’s profile page.

@ SEAN CAMERON

Spouse

Hide this person in member role?

Personal Information

Coverage Details
SEAN CAMERON is not currently enrolled in any benefits | Get started

Full Name: SEAN CAMERON Physical Address: 123 Main Street
i Test City, SC 12345

SSN: -4211 USA

Date of Birth: 04/22/1979

Gender: Male

(1D

& Edit

4. Edit the existing information as necessary.
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‘@ SEAN CAMERON
Spouse

Personal Information

First Name Middle Name Last Name Suffix
SEAN CAMERON

Relationship” Gender*
Spouse ~ Male ~

Date of Birth"@)
04/22/1979 o}

Please enter one of the following
® SSN

O ITIN (Individual Tax Identification
Number)

SSN

ETF Member ID

5. Click Save at the bottom of the page.

Save and Go to Benefits Save Cancel

7.3. Hiding a Dependent

HR Administrators, as well as members, may have the option to hide dependents from the member after their benefits
coverage(s) have been canceled. This functionality may be used in sensitive situations in which the member would no longer

want to view the dependent’s name.

Follow the steps below to hide a dependent from the member's view.
1. Select the Dependents tab.

EMMA NELSON  emsais

w3153

== EMMA has 12 pending tasks

Benefit details

Dependents — A\ Sections To Be Completed

Documents
Health Benefits and Health Savings Accounts 2023 - Section not started.
Interactions.

Health FSA 2023 - Section not started.
Employee history

Manage Employee v

Start

Start

2. Locate the dependent and click View Details.

Dependents

Spouse
Status: © Not covered

< Add new dependent

:',“ SEAN CAMERON —)

3. Change the Hide this person in member role? slider to Yes.
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® ) SEAN CAMERON

Spouse
Hide this person in member role? — q )
Personal Information 2E
Full Name: SEAN CAMERON Physical Address: 123 Main Street
. Test City, SC 12345
. renr_4211 )
SSN: 2 USA
Date of Birth: 04/22/1979
Gender: Male

Coverage Details
SEAN CAMERON is not currently enrolled in any benefits | Get started

4. Click Back at the bottom of the page to review your changes.

Dependents
/i SEAN CAMERON ——
\ | Spouse

R 4 Status: @ Hidden, ® Not covered

+ Add another dependent

8. Document Center and Document Verification

The Document Center allows members to upload required documentation when they request to change their benefits due to a
life event, after adding a new dependent, and/or at initial enrollment. This task is automatically triggered by the system.

As an HR Administrator, you will see these tasks appear either when documentation is missing and/or after the member has
submitted the requested supporting documentation. You will need to closely review the documents to ensure they are
meeting the authorized documentation guidelines (etf.wi.gov/insurance/life-events-guide/life-change-events-and-

documentation-requirements) to prior to approval or denial. For more information on valid documentation and eligible

dependents, visit the ETF website at Benefits | ETF (wi.gov).

Document Center
For requests with a status of "Document Required”. upload a document to associate it. The Document will then show as "Pending Approval” until it is approved or denied by an
administrator. When adding a document through the "Add Document” option, it can then be associated with a "Decument Required” request and can be viewed by selecting the filter for]
"All Documents”.

Documents

There are |6 requests

14 Document Required, 1 Pending Approval, 1 Approved, 0 Denied, O Disabled, 0 Expired, 8 All Documents

+ Add Document

Search by:

® Employee name Document name

\ E

perpage | 10 ~

Within the Document Center, you can:
e track if members have submitted the appropriate documentation.
e review documentation.
e edit the document classification and add or replace the document with a new one.
e approve or deny the document.
e delete the request and document in its entirety.

Other Document Center functionality includes:
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e  Filtering: Use the Filter by type drop-down menu to locate members who have submitted a particular type of
document (e.g., PDF, Word) or use the Filter by status drop-down menu to locate members based on their document

request status (e.g., pending, approved, denied).

e  Sorting: Click any column (e.g., Document Name, Date Created) to alphabetically sort the list based on the column's

criteria.

e Searching: Enter all or part of a document's or a member's name in the search field to locate a specific submission.

8.1. Viewing Life Event Documentation

Members can use the Document Center to upload required documentation for a qualifying life event. All documentation that
has been uploaded by the member or by an administrator on the member's behalf can be accessed from the Documents tab
within the member record.

HR TEST o

sau_ i gen

= Overview

W Benefit details

& Dependents

B8 Documents —
[=] Interactions

(® Employee history

EMPLOYEE REPORTS
Employes Datail Report

Employes Benefit Summary
Report

& HR has 9 pending tasks

£} Sections To Be Completed

Health Benefits and Health Savings Account 2025 - Section not started.

Dependent Day Care 2025 - Section not started.

Supplemental Denfol 2025 - Section not starfed.

Vision 2025 - Section not started.

Accident 2025 - Section not started.

This will open the Document Center filtered by the current member. From the Documents tab, HR Administrators can view,

approve, or deny the member's existing documentation, or upload a document on the member's behalf.

8.2. Approving or Rejecting Submitted Documentation

When reviewing submitted documentation, it is very important to ensure the correct authorized documentation has been
submitted per policy. It is also very important to ensure that you accurately click on approve or deny. In the event that you
inaccurately approve and/or deny a document, you will need to work with the member to resubmit the documentation.

Follow the steps below to find members with a "pending approval" status:
1. Clickthe Document Center link within the Additional Tools section.

Additional tools

2. Select Pending Approval from the Filter by status drop-down menu to locate members with pending submissions.
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Document Center
For requests with a status of "Document Required”. upload a document to associate it. The Document will then show as "Pending Approval” until it is approved or denied by an
administrator. When adding a document through the "Add Document” option, it can then be associated with a "Document Required" request and can be viewed by selecting the filter for|
"All Documents”.

Documents

There are |6 requests

14 Document Required, 1 Pending Approval, 1 Approved, 0 Denied, 0 Disabled, 0 Expired, 8 All Documents

+ Add Document

Search by:

® Employee name ‘) Document name

Q Begin typing search Search

perpage | 10 ~

Filter by type | All > | Filter by status | All Requests v | o —

! All Requests =
Sort By: | pocument Name -‘ Date Created ‘ Document Required | || ‘ Employee
|
Pending Approval
1A Birth Certificate 8 11/02/2016

; Approved
PDE Subscriber Name: Solomen Grundy N i ]
Benefits will not be effective until a ver| Denied .

|
has been received and approved by y'c1 Disabled
Cumirad Birth Certificate

01/08/2017
Grundy, Sarah

Approve | Deny | Disable | # Edit | @ Preview

3. Click the Preview link to download the content for review and to determine whether or not the submitted
document's content meets ETF’s requirements.

Filter by type  All = Filter by status | All Requests *

Sort By: | Document Name «

Date Created ‘ Date Uploaded ‘ Employee

ye Birth Certificate f"ﬂ 11/02/2016
PDE Subscriber Name: Solomon Grundy ?"ﬂ 01/08/2017
&

Benefits will not be effective until a verification document Grundy, Sarah

has been received and approved by your administrator.
Birth Certificate

Approve | Deny | Disable | # Edit | @ Preview _

4. Click Approve or Deny to change the submission status.
e Clicking Approve changes the status to "approved" and will automatically notify the member that the document
has been approved.

e  Clicking Deny prompts you to enter a reason for denying the document. Add additional context in the text box.
When you deny a document, My Insurance Benefits automatically notifies the member of this action. Depending
on the reason, the member is then able to upload a different document.
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Deny a Document

Birth Certificate
Grundy, Sarah
Birth Certificate

Please choose a declination reason

J) Mo Response

D Invalid Documentation

2 Untimely Response

2 Unreadable Documentation

2 Other

Document Required” will be used

Please include any additional information that should be
presented to the user. If left blank, a default message of "New

1 Deny Document

8.3. Uploading Documentation on a Member's Behalf
Members may provide documentation to their HR Administrator via email or require assistance submitting. In this case, it

may be necessary to upload the document on a member's behalf.

1. Locate the member within the Document Center using the search feature and click the associated Upload a Document

button.

Document is awaiting upload

Subscriber Name: Katie Meyer

/&, Document Required Upload a Document

Benefits will not be effective until a verification document
has been received and approved by your administrator.

Please upload documentation by 12/17/2018

Associate an Existing Document

BB 11/17/2016
& Meyer, Katie

2. Click Choose File within the Adding New Document window and locate the member's document on your computer.

$ Spousce:
. -/
Adding New Document
i
No File Chosen -
g above to view accepted file types 1
1
Document name ¥ ,
Associate Document With *
Meyer, Katie (KMEYER23)
o1l
F4  Category*
d at]
{
? Dpate
g
Description

l

-

Notes (adhoc information: this will only be displayed to HR Admins)

Cancel Save

3. Enter a name for the document that clearly indicates what the document is such as "First Name Last Name Birth

Certificate” in the Document name field (i.e. JaneSmith_Birth Certificate.)
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4. Select an option from the Category drop-down menu to specify the type of document.

SPOUS
-
- Adding New Document |
W
| Mo File Chosen “ B
i ver the (?) above to view accepted file types. P
] 01
I Document name * 3
Kayla's Birth Certificate B
Associate Document With ¥
|
1 Meyer, Katie (KMEYER23) E
01
Category *
fat
| v | o —

| Adoption Papers

bi Adoption/Legal Guardianship Papers
Affidavit

Affidavit of Dependency/Guardianship
© | sirth certificate

| Child Document

Notes (adhoc information; this will only be displayed to HR Admins)

Cancel Save

5. Ifapplicable, enter additional information in the Description or Notes text box. Click Save.
6. Click Approve or Deny.

=2 Kaylas's birth certificate 8 11/17/2016
Ima'ge Subscriber Name: Katie Meyer 8 12/06/2016
Benefits will not be effective until a verification document & Meyer, Katie

has been received and approved by your administrator.
Birth Certificate

Approve | Deny | Disable | # Edit | ® Preview

7. After you approve, the document the requested coverage change will be sent to the carrier for processing.

=1 Kaylas's birth certificate 8 11/17/2016
Yrisige Subscriber Name: Katie Meyer ‘_"‘g 12/06/2016
Benefits will not be effective until a verification document £ Meyer, Katie

has been received and approved by your administrator.
Birth Certificate

«" Approved | # Edit | @ Preview | X Delete

8.4. Supplemental Documents Posting to ETF Document Repository
If a document is required, the system will automatically generate a task which will collect the document and upon receipt and
push that document immediately to the ETF document repository upon approval.

In the event that a document is added via the Document Center and not attached to a specific task, you will need to take
additional steps to send this document to the ETF document repository. In this situation, depending on access, you may see a
button called Send to API. This button will force the document over to ETF using immediate API technology. You will then be
able to see it within in the ETF document repository. If you are unable to access this button, contact the ETF Employer
Insurance Unit for support.
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Documents

+ Add Document
There are | documents. el

Search by:
® Employee name O Document name
Begin typing search

per page | 10 ~
Filter by type | All M Filter by status | All Documents hd Sent on API| All ™

Sort By: | pocument Name « File Type | Date Created | Date Uploaded | Employee | Sent on API

= f TS 02/28/2025
S Subscriber Name: HR Admin 8 02/28/2025
& Admin, HR
Adoption Papers
# Edit | © Preview | X Delete Send on API

9. Qualifying Life Event(s)

Qualifying life events (QLEs) refer to events like marriage, birth, divorce, and many others, which allow a member to make a
benefit change outside the member’s initial or open enrollment periods. For example, after the birth of a child, a member
may need to add a new dependent to their health insurance plan.

ETF encourages the best practice of encouraging members to enter their own qualifying life events themselves within My
Insurance Benefits as this drives adoption and empowers our members to feel ownership of their own benefits. In the event
that a member cannot complete the QLE themselves, follow the steps below to initiate a life event from the Manage member
menu on their behalf.

family or vice versa, they cannot also change their plan on their own. The member will need to contact the

o While members can add new dependents to an existing plan based on a QLE and move from single to
HR Administrator, who will need to manually change the plan on behalf of the member.

9.1. Qualifying Life Event (QLE) Companion Guide

Qualifying life events are complicated and are based on a combination of employer and governmental rules and regulations.
Given the complexity of the plans and offerings, there is a supplemental Qualifying Life Event Companion Guide which
includes detailed requirements including:

e Definition of the qualifying life event or change reason.

e Date rules and timeframes for action by members and HR Administrators.
e Details on who can initiate the QLE and what activities are required.

e Common errors and the messages that appear in My Insurance Benefits.
e Coverage changes that are permitted based on the QLE or change reason.

e Additional information for specific QLEs or change reasons that depart from the normal process in My Insurance
Benefits.

Make note of the permitted changes that are allowed as a result of a life event to ensure the member’s
A requested change is compliant.

9.2. Initiating a Qualifying Life Event
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1. Select Initiate Life Event from the Manage member menu.
2. The Life Events on File page appears, displaying all life events available for the member. Click Initiate Life Event for

Employee.

Life Events on File

You may initiate a life event for this employee to use when making an election change

Name of Life Event Event Date Event Detail Date

- Category Change 07/01/2023

Cancel Initiate Life Event for Employee

3. Select the appropriate life event from the Life Event Type list box and click Next.

Initiate a Life Event for Employee

You are initiating a life event for this employee

~ Guardianship or Tegal cusiody of a child -
Late Reported Divorce and New Marriage
Leave of Absence
Less than Half Time to Full Time

Life Event Type Loss of dependent child status

Loss of other coverage
Medicaid Eligibility Change
Medicare Eligibility Change v

4. Enter the date of the event.

Initiate a Life Event for Employee

Marriage (Employee)
Enter date of marriage 06/28/2023 i |

Cancel “ Save and Add Another

5. Click Save. The application confirms the initiation of the life event.

Confirmation

You have successfully initiated a life event for this employee.

Return to Employee Profile

6. You should now either notify the member to make their enrollment changes or complete their enrollment on their
behalf by going to the Benefit details tab.

9.3. Adding a Dependent due to a Qualifying Life Event

Follow the steps below to add a dependent to a member's benefits as a result of a life event, on behalf of the member.

1. Select the Benefit details tab within the member record.

ET-1110 (REV 6/12/2025) Page 42 of 93



= Christine has 0 pending tasks
Benefit details

Employee Detail Report

Christine Nelson (CHRISTINENE3807)

Dependents
Documents Benefits Snapshot
Interactions .
Medical # Edit $50.00
Employee history Quartz West: IYC Health Plan 2023 | Individual | Effective as of 01/01/2023 Semi-Monthly
EMPLOYEE REPORTS . Pharmacy # Edit $0.00
Navitus Pharmacy 2023 | Individual | Effective as of 01/01/2023 Semi-Menthly

2. Click the Edit button associated with the offer you wish to update.

. .
Health Benefits and Health Savings Account 2025 w— # Edit bonciis
Medical ' Accepted
Plan Common Ground: IYC Health Plan 2025
OID: 10000024155051967 2] GUID: 2FIF789F39E14888E0631D80C0AD481 (2]
Persons Covered HR Test (Subscriber)
0oID: 3, GUID: ID80CB0A908E, Effactive 01/01/2025
Coverage Level Individual
Additional Insurance None
Attributes COBRA Attribute 13: Common Ground IYC Health Plan (01-D), COBRA Attribute 15: EE, COBRA Attribute 19: P01501, COBRA Attribute 21: Common Ground IYC
Health Plan (01-D), Payroll Attribute 1: 38, Payroll Atiribute 3: 1, Plan C Code: IND, dard 834 A dard 834 Attribute 03:
3911037586, lard 834 Attribute 04: 0001999, {ard 834 Atiribute 05: 01, lard 834 Atiribute 07: 01, Standard 834 Atiribute 08: send_UPID, Standard
834 ib 09: 38, 834 ib 15: 0001999-50500, Standard 834 Attribute 18: 0001999-01133-04, Standard 834 Attribute 31: PO1S01

3. Click Edit due to Change Reason.

Enrollment Summary
You may edit this banefit by clicking on the section's corresponding Edit button.

Medical

Changes Requiring a Change Reason A BT R I Y

Total Premium $377.16
Choose your Medical plan type

Employer Cost $327 16
Medical Accepied Employee Cost $5000

Plan Quartz West: IYG Heaith Plan 2023

Persons Covered
Name Relationship Effective Date
Christine Nelson (Late") Subscriber 01/012023
*This family member is considered a late enrollee because he/she was enrolled outside of an initial eligibility period

To edit & person's Name er SSN, click the persen's name.

Coverage Level Individual

Cancel Benefits for All

Edit due to Change

4. Selectthe life event from the drop-down menu. In this example, we are adding a child due to a birth. Click Next.
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--Select a new change reason— -
Adoption
|

Change in Residence

Death of dependent

Divorce (Employee)

Guardianship or legal custody of a child
Late Reported Divorce and New Marriage
Leave of Absence

RE| Less than Half Time to Full Time

Loss of dependent child status

23| Loss of other coverage ccou ntS 2023
Marriage (Employee)

Medicaid Eligibility Change

Medicare Eligibility Change

Military Leave

National Medical Support Notice

Reno Longer Contributing to Wisconsin Retirement System
Now eligible for other coverage .
OU Plan Change for Valid Life Event - g this change?

p --Select a new change reason-- ~]

5. Select the Yes radio button and enter the required dates (the actual date of the event and when you were notified)
for the change. Make note of the permitted changes that are allowed as a result of a life event to ensure the
member’s requested change is compliant. Click Next.

*Reason for Change

You have selected a Birth change reason.

You are permitted to perform the following adjustments to your insurance coverage as a result of this life event:
« You CANNOT cancel your coverage.
« You are NOT permitted to change your plan.
« You may change your coverage level.

« You can add dependents to your existing coverage.
« You CANNOT cancel coverage for any dependents at this time.

Do you wish to continue with this change?
O Yes
O Ne

If yes, please enter the following:
Enter date of birth*

date of birtt 3 -

When were you notified about this life event?*

Previous Next

6. Click Edit within the Persons Covered section to add the dependent.

Medical
Change Reason Birth on 06/15/2023 Edit Semi-Monthly Premium Cost
Summary
Choose your Medical plan type Edit Total Premium $377.16
Employer Cost $327.16
Medical Accepted
Employee Cost $50.00
Plan Quartz West: IYC Health Plan 2023
Persons Covered ‘ Edit
Name Relationship Effective Date
Christine Nelson (Late") Subscriber 01/01/2023
*“This family member is considered a late enrollee because he/she was enrolled outside of an initial eligibility period.
To edit a person's Name or SSN, click the person’s name.
Coverage Level Individual D

7. Click Add Dependent.
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Persons Covered

Choose who you want to cover

Covered Name Relationship  Effective Date

/] HR Test Subscriber 01/01/2025

Add Dependent

8. Enter the dependent information. Click Add Another Dependent to create a new dependent profile, if applicable, to

add them to coverage. Otherwise, click on Save.

Persons Covered
Add Dependent

If thar relotionship of the new dependent is ot listed, you moy need to update the Coveroge Lovel,

S [ I -

Relaticnahip . —ePloaiss Sebact--- u..
Fox ---Ploase Sebect--- ¥

Date of Birth ' =
ETF Member ID

SEN

fvmericon Indion or Aleskon Motive

Race (¥ I response) Black or African American -
Other Pocific Islander
‘White: -
Mot of Hispanic, Lotino/a or Spanish Crigin
Pusrte Rican

Ethnic | res; o ¥

Sr (erae Epeoed Anather Hispanic, Lafing or Spanish Origin

Maxicon, Maoxioon American, Chiconodo

Addreas Uset Employes’s Standard Address v

9. Ensure the existing dependent is added to the member's coverage.
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Persons Covered

Choose who you want to cover

Covered Home Relationship  Effective Date

] HR Test Subscriber W01/ 2025

] Childo? Test  Child 02A15/2025 Remove from coverage
Add Dependent

10. Click Next and then continue with the enrollment flow by answering all required questions for each benefit type.
11. Review your selections and click Save.

12. Verify that the coverage level and effective date have been updated, then click Next.

LT T

Health Benefits and Health Savings Account 2025

i i C ol Bk, on QLA [l

Fa- A swrews {armarsd FYT Hewal Pl 707%

[

I"-l-l"IIl#'!'.|

Chdar Tea

* P lgrriby rrasmver @ coradered o ke arrolies becman btk of

Cospraga Level Currend Coveroge - ndwahsal
Fegariied Coveriage - Farsly - Pevabe dggrord

Additional Insuronco

“Crrentty, do any of the persons covered under thin benedit howe offar heal® insronce
G ol i S5 Pl rvmarmam W g prrpoes (urmenily him B VT ipte o 'Wine ress Dpege et of Befrminintrfon

g, o v ol e ] et Py Wi, ralhcybosbod, Liess M, dred illpctive Erite

T, b 1 cho 0T heove ol Pl e e denods.

& Mo, reiur S amployes ron oy depsndend Fas hod heol® inearancs.

13. Confirm all information is correct, then click on Save changes or Save changes and go to benefits to action other
enrollment updates.
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9.4. Dropping a Dependent due to a Qualifying Life Event

Follow the steps below to remove a dependent from a member's benefits as a result of a qualifying life event.

1. Click the Benefit details tab within the member record.

Christine Nelson (csristneneresy)

7087 Manage Employee v

== Christine has 0 pending tasks
Benefit details _

Dependents

Documents Benefits Snapshot

Interacti "

e + Medical # st $43.50

Employee history Medical Associates: HDHP 2023 | Family | Effective as of 01/01/2023 Semi-Monthly
EMPLOYEE REPORTS ‘ Pharmacy # Edit $0.00
Empioyee Detail Report Navitus Pharmacy 2023 | Family | Effective as of 01/01/2023 Semi-Monthly
Employee Benefit Summary
Report (’) Wellness # Eat $0.00

Wellness 2023 | Individual + Spouse | Effective a5 of 01/01/2023 Semi-Monthly

2. Click the Edit button associated with the benefit.

Health Benefits and Health Savings Account 2025 — # 10

o pdadiral [ R T—
P e sl 17 Huith Flass 2338
[ TR A" B B Sl s
LR BRI
g Test [Chid)
1P v BRRES
Coverage Lavel Fawdy
Aokl I [
hrritane M At E Cormamon Groesnd [P Heaish Por, [26-01], COBRA Afribaste 51 SFAMIY, COBEA Retelote 19 POiScs, DOEA kiirlohe - Comman
el 1YL Haalth, Piaa [0 0, Paryrall Arirkate 1 14, Poyrsd krirlie & o, Plas Covenage Coda: FAM, 834 Atirikests BE FT5, 834 Airibase
P B34, Abtribeta B4 Coxrrii, Bl Aftvibeste f- ), Sharahord 834 Afiribute 1. , Shondord L4 Aitvibate - werei ST,

Snawdard Bl Arwibrote 39 08, Saoedord s Armvibeste T OO0 0000, Sioeiord 834 Al Wl OO0TRE-Of U L-Cud, Sioedoed B4 Artribeste T PEES00
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3. Click Edit due to Change Reason.

T BEREFITE

Health Benefits and Health Savings Account 2025

Enrollment Summary
Wems iy el Thin barerl® ey clheking o e dnctian's oormeap=sraiing Edi butsos,

Medical

Changes Requiring o Change Reason

Cheiwega Fimtrices Wt o ORS00
E

Mpdcal At opied I
Pan Cowrameon Covasradt IV Hasalth Plom 3005
Periana Covmed

Mome Eebatknthip [ fiectios Dote

HE Toal (Lot} Sibariar Loty T

ik Tl il Ly

“This Fassdy marmiber b conikdeied o ke e olles Raconrin hevibe win arroled cutikie of on itk elkpldiey periedl

Coverage Lavl I Foamaly

Concel Berafits for Al

4. Select the life event from the drop-down menu. In this example, we are dropping a spouse due to a divorce. Click
Next.

Reason for Medical Change

You are making a change to benefit elections. Why are you making this change?
@® |Divorce (Employee) v

() Other (Correction, etc.)

5. Select the Yes radio button. Enter the required dates for the change. Click Next.
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*Reason for Change
You have selected a Divorce (Employee) change reason.

» You CANNOT cancel your coverage.

= You are NOT permitted to change your plan.

« You may change your coverage level.

« You CANNOT add any family members to your existing coverage.
« You can cancel coverage for any dependent.

Do you wish to continue with this change?
ORTR |
O No

If yes, please enter the following:
Enter date of divorce*

date of divorce 3 '

When were you notified about this life event?*

Enter a date = <

PrEVious

You are permitted to perform the following adjustments to your insurance coverage as a result of this life event:

6. Click Edit within the Plan section to update the plan if needed.

7. Review the Coverage Level and Persons Covered sections. Click Edit within the Persons Covered section.

Medical

Change Reason Divorce (Employee) on 06/25/2023

Choose your Medical plan type

Medical Accepted

Plan Medical Associates: HDHP 2023

Persons Covered
Name Relationship
Christine Nelson (Late™) Subscriber
Shane Nelson (Late*) Spouse

To edit a person's Name or SSN, click the person's name.

Coverage Level Family

Edit

Edit

) e
Effective Date

01/01/2023

01/01/2023

*This family member is considered a late enrollee because he/she was enrolled outside of an initial eligibility period.

Persons Covered

Choose who you want to cover

Covered Name Relationship  Effective Date
4 Christine Nelson ~ Subscriber 01/01/2023
v Shane Nelson Spouse 01/01/2023

/

Remove from coverage

ET-1110 (REV 6/12/2025)
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9. Confirm the automatically generated benefit End Date per applicable plan rules. Click Next.

10. Click Next after confirming the new coverage level effective date. Continue making any other applicable changes to
the member’s election.

Name Relationship
Christine Nelson (Late*) Subscriber

“This family member is considered a late enrollee because he/she was enrolled outside of an initial eligibility period.
Coverage Level Individual

Additional Insurance None Edit

Effective Date

The Effective Date is auto-populated based on the business logic configured on the Qualifying Life Event Date Rules. No action needed, uniess a
correction is necessary.

Enter an effective date.* 07/01/2023

11. Click Save to complete.

9.5. Updating Health Plans due to a Qualifying Life Event

There are a few instances whereas an HR Administrator, you will need to manually intervene to enable the member to enroll
in the health plan they would like to. These include the following event types:

e Adoption

e Birth

e Guardianship of a Child

e  Legal Custody of a Child

e  Proof of Paternity (More than 60 Days After)
e National Medical Support Notice

e Marriage

e Divorce

e Loss of Other Coverage

To permit the member to change health plans, complete the following steps in the HR Administrator role:

1. Navigate to member’s account, then select Manage Employee in the top right, then Initiate a Life Event for Employee
under the drop-down arrow.

2. Select Initiate a Life Event for Employee, then choose Plan Change for Valid Life Event from the list.
3. Enter the date of the corresponding life event.

After the event has been created by the HR Administrator, it will be available for the member to use and complete their
elections. After the member makes the changes, the HR Administrator will receive a pending task to review and approve.

9.6. Qualifying Life Event across Plan Years

Members will not have access to the previous year’s coverages once the plan year ends. It is entirely possible that a member
will only update the current year benefits and miss updating on the prior year even though they were eligible for coverage.
Additionally, they may not contact their HR Administrator to notify them of the change. HR Administrators will need to enter
changes in My Insurance Benefits on the member’s behalf if they have not done so themselves prior to the plan year ending.

For example, if a child was born on 12/15/24 and the member adds them to coverage on 1/10/25, the child's coverage start
effective date would be 1/1/2025, not back to their original date of birth.

The HR Administrator would need to decline the QLE change in the current plan year. After doing so, they would proceed go
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into the previous plan year to enter the change, which will then systematically carry forward to the current plan year as long
as they are in the same plan across both plan years.

If the member does not notify HR Admin, the documentation that the member submits would not match up with the
effective dates of the change entered, which would indicate to the HR Administrator that the requested coverage change also
needs to be applied to the previous year.

read the documentation effective dates to ensure that coverage is accurately entered both for the current

E For the first 65 days of the year, in particular, it will be very important for the HR Administrator to closely
and prior year to ensure no gap in coverage.

10. Enrolling a Member in Benefits

ETF's recommended practice is to encourage members to elect their own enrollment decisions themselves within My
Insurance Benefits. This drives adoption and empowers our members to be independent and feel ownership of their own
benefits.

In the event that an employee cannot complete the enroliment themselves, electing benefits on a member’s behalf consists
of a series of steps. The types of information that you will enter may vary depending on the employer, the member, and the
type of benefit available.

10.1. Adding a Medical, Dental, and Health Savings Account (HSA) Elections

Follow the steps below to enroll a member in medical and dental coverage as well as a health savings account (HSA), if eligible.
HSA options will only be available if the member elects a high deductible health plan (HDHP). The example provided is the most
standard experience when a member is offered medical. These elections may not be visible to all members as members will only
see the plans, they are eligible for through their employer.

1. Click Start for the medical offer in the Sections To Be Completed box on the member Overview page.

Raye Stanley (RAYES7931)

= Raye has 10 pending tasks

A\ sections To Be Completed

Health Benefits and Health Savings Accounts 2023 - Section not started )  Start
Health FSA 2023 - Section not started Start

Dependent Day Care Account 2023 - Section not started Start
EMPLOYEE REPORTS
Employee Detail Report
! ’ Supplemental Dental 2023 - Section not started. Start
yee Benefit Summa
t
Vision 2023 - Section not started. Start

2. Select the medical plan in which the member is being enrolled in or scroll to the bottom to Decline Coverage. Then
click Next at the bottom of the page.
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CURRENT BENEFITS

Health Benefits and Health Savings Accounts

Medical

Plan

*Select & Plan Offered By State of Wisconsin
Aocess Health Plan

Ascess High Deductible Health Plan
Aspirus: IYC Health Plan

Aspirus: High Deducsible Health Plan

Comman Ground: I'VC Haalth Plan

Decline Coverage

' Decline coverage for this person

3. |If applicable, add a dependent for the member. Then, click Next at the bottom of the page.

Persons Covered

Choose who you want to cover

Covered Name Relationship
v Raye Stanley ~ Subscriber
4 Sam Stanley  Spouse Remove from coverage

Add Dependent

Next

4. Select a response for the Additional Insurance Survey. Then click Next.

Additional Insurance

O Yes, but | do NOT have all the required details.

@® No, neither the employee nor any dependent has had health insurance:

*Currently, do any of the persons covered under this benefit have other health insurance?

Do not include Aspirus medical insurance that the employee currently has through SWI1 University of Wisconsin System.

O Yes, and | have all the required information: Policy Number, Policyholder, Carrier's Name, and Effective Date.

5. Select a Uniform Dental coverage to enroll or to decline coverage, select Decline coverage for this person. Then, click

next.
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Plan

“Select A Plan Offered By 5tate of Wisconsin

) Uniform Dental

Decline Coverage

I} Decline coverage for this person

6. Verify if the date pre-populated in the Effective Date field. Then click Next. This should be based on the eligibility date
rules defined for your organization.

Based on the member's medical plan selection, they may be eligible to enroll in a pre-tax savings account, such as a health
savings account (HSA), flexible spending account (FSA), or limited purpose spending account. If they have not elected an HDHP,
the following screens will not show.

7. Select an option from the Contribute to my Health Savings Account drop-down menu to indicate what type of
contribution the member would like to make to the account.

HSA Contribution

A Repeating contribution is the amount contributed to my HSA account each pay period.

Contribute to my Health Savings Account

Annual ongoing contribution

8. Enter the contribution amount in the appropriate field. The fields will vary depending on the type of contribution you
are entering. Be sure to validate the certification assumptions with the member to ensure that they are eligible to
contribute to an HSA account.
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Annual contribution amount*

L} Gl
Start*

Pay Date: 12/14/2022 / Pay Period: (11/17/2023 - 12/01/2023) W |(2
End*

Pay Date: 12/28/2022 / Pay Period: (12/02/2023 - 12/16/2023}) (2

o “

My estimated Health Savings Account (HSA) contributions

Start Date End Date Frequency Employes Employer
PerCheckiTotal PerCheckiTotal
{Final Check Amount) {Final Check Amount)
12/14/2023 12/28/2023 Ongoing per pay period contribution $31.25 / 362.50
Employee Annual Total $0.00
Employer Annual Total $52.50
Grand Total $62.50
How

By enrolling in an HSA, | certify that:

1. | have qualified High Deductible Health Plan (HDHFP) coverage

2. | do not have other non-HDHP medical coverage, including coverage under my spouse's plan (unless it is an HDHP plan). or a general purpese Medical Flexible Spending Account (FSA)
3. | am not entifled to benefits under Medicare
4

. | cannot be claimed as a dependent on another person's tax return.

The system is configured to restrict HSA and FSA contributions to the IRS maximum. Members can add
contributions up to the IRS max based on the medical coverage level and whether the member is eligible for
additional catch-up amounts. Employer contributions will apply automatically if the member is eligible.

Click Next at the bottom of the page after you’ve added all contributions. A summary page of the elections you just
made on behalf of the member will appear. Review the information and Edit any information or elections that are

incorrect. You are also able to see the total cost that will be deducted from the member’s paycheck for each benefit
type.
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Medical

Medical

Plan

Persons Covered

Name

Thomas HinTest2235

Coverage Level

Additional Insurance

Effective Date

Enrollment Summary

“fou may edit this benefit by clicking on the section's corresponding Edit button.

Accepted

Actess High Deductbie Health Plan

To edit a person’s Mame or 55N, click the person's name.

Individual

MNone

12/01/2023

Health Benefits and Health Savings Accounts 2023

Edit

Edit

Edit

Relationship

Subscriber

Edit

Semi-Monthly Premium Cost

Summary

Total Premium §$372.58
Employer Cost $355.08
Employse Cost $17.50

Cancel without Saving

Sawve and Go to Benefits

10. Scroll to the bottom. Then click Save or Save & Go to Benefits to continue the election process.

There are two ways to see all the elections that are available to a member and to complete the enroliments
on their behalf. Clicking Save will take you back to the Overview screen. Clicking on Save and Go to Benefits
will take you to the Benefits details screen.

10.2. Adding Income Continuation Insurance (ICl)

Follow the steps below to enroll a member in ICI coverage:

1. Click Start for the ICI offer in the Sections to Be Completed box on the member’s Overview Page.

Income Continuation Insurance (ICI) - US 2023 - Section not started

- Start

2. Select the plan or Decline Coverage. Click Next.

CURRENT BENEFITS

Plan
*Select A Plan

Decline Coverage

Income Continuation Insurance (ICl)|

@ Income Continuation Insurance 2023

Decline coverage for this person

L

3. Select a Coverage Amount. Click Next.
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CURRENT BENEFITS

Income Continuation Insurance (ICl) - US 2023

Income Continuation Insurance (IC1) Accepted

Plan Income Continuation Insurance 2023

Coverage Amount

Select a Coverage Amount for Income Continuation Insurance 2023

@ $37.500.00 per year
(75% of annual salary maximum of $90,000.00 per yea 3127 a0

Decline Coverage

Decline coverage for this empioyee

El e

Edit

4. A summary page of the elections you just made displays. Click Save or Save and Go to Benefits to complete the ICI

enrollment process covered.

CURRENT BENEFITS
Income Continuation Insurance (ICl) - US 2023

Enrollment Summary

You may edit this benefit by clicking on the section's corresponding Edit button.

Income Continuation Insurance Accepted

(icy

Plan Income Continuation Insurance 2023
Coverage Amount $37,500.00 per year

(75% of annual salary maximum of $90,001 F12, 00K r)

Effective Date 07/01/2023

Cancel without Saving “ Save and Go to Benefits

Edit

Edit

Edit

10.3. Adding Other Benefit Programs

Depending on the employer and the member’s eligibility, there may be additional benefits available for election after
selecting medical coverage, or as an alternative if medical is not available. Other potential benefit options that require an

election decision may include:

e Life insurance (supplemental, spouse and dependent)
e Dependent day care

e  Supplemental dental

e  Vision (supplemental)

e Accident

e Transit Account

e  Parking Account

e  Other plans as available

Plans are subject to change and vary depending on employer and individual eligibility.

1. To elect the coverage, click the Start button.
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.ﬂ Sections To Be Completed

Dependent Day Care FSA 2023 - Section not started.

Supplemental Dental 2023 - Section not started.

Wision 2022 - Section not started.

Accident 2023 - Section not started.

Transit Account 2023 - Section not started.

Parking Account 2023 - Section not started.

Start

Start

Start

Start

Start

Start

2. Follow the directions on the screen, electing or declining coverage by clicking on the applicable circle following the

member’s elections.
3. After the section is completed, click on the Next button.

4. An Enrollment Summary Screen will appear for each benefit. Carefully review and Edit as necessary.

Enroliment Summary

“You may edit this benefit by clicking on the section's corresponding Edit button.

Health Care F5A Zoverage Declined Edit

End Date 12001/2023

Cancel without Saving “ Sawve and Go to Benefiis

5. When satisfied, click Save or Save and Go to Benefits to continue the election process.

6. Continue to elect or decline coverage until all options have been completed.
7. Click Save to view the Overview Screen.

A\ Sections To Be Completed

Dependent Day Care FSA 2023 - Section not started.

Supplemental Dental 2023 - Section not started.

Vision 2023 - Section not started.

Accident 2023 - Section not started.

Transit Account 2023 - Section not started.

Parking Account 20232 - Section not started.

Start

Start

Start

Start

Start

Start

8. Clicking Save and Go to Benefits to view the Benefit details screen.
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10.4. Dual Employment

While rare, there are instances where a member works for multiple agencies or local employers. Members who are employed
with more than one organization will have a “Y” indicator that will be sent across from the Employee Transaction Application
(ETA) to My Insurance Benefits via an integration file. The HR Administrator can review the employee’s record for the Dual
Employment category. A “Y” means the member is employed by at least one other State employer. An “N” means they only
have one state employer.

Categories
Calandas St 7 13 Currend Ags for Baakc Ui /0 - &4 Duenial Porpmanl Seesrcs 7 AD Employpsr Madical Surchangs / HA Emplopar Sub-Usi 5 SOST90S. 0111104
Ernphrpse L3 / Aibminkisatien Erpdirid Uil Bragrarm Opiien £ PO Emphrpresr Eaargs / FT FeptlTh Irvisarasie 81 Rerirpmant Bk Hualth Pl Bavarin ¢ B W2 Caevil Winl Prerid Miel /8
i1 Promium Cotegory 71 FC1 Preméum ‘Walver L Legacy Lifs /N Lifs Poymens Source / AD Life Prosshsm Wolver /N Mapdical Confrib Woit Perled 7 & Medicol Premium Contribeficn £ B&
Madirore S Boie Dwverrids | W Opt Out Incentivs Elgible « H Chit ol State Eregloyes /M Prvicraa Emplayer | HA Prionary Emplayer / Y Praledthves Statu £ W Rehire 7 W Tas Statua /' Pre
dnder T Whan Hired / N Unbgrust Plaey Eaibslity & 1 LW Provrshars ‘Wabwes 7 N UWHE Pramisen Wakeer /B [ ey S — T T WS Ebgills /W

If an employee has multiple employers, they will need to decide which employer they want to enroll in for which benefits.

e If the member is employed by organizations A and B, then when electing coverage in the My Insurance Benefits
system, they will have the option to choose either employer A or B during log-in.

e The member will need to complete their enrollment under employer A, log-out, log-in again under employer B, and
complete that enrollment.

e The member will enroll and/or decline coverages under all organizations that they are eligible for coverage under.

e  Most HR Administrators do not have access to multiple employers in My Insurance Benefits to make the updates to
all coverages on behalf of the member under both employer A and B.

The employee will need work with both employers to ensure their enrollment is completed accurately, in the event they
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cannot complete enrollment themselves.

10.5. Transferring between Organizations

Given the number of state and local government agencies and organizations that participate in ETF programs, there are rules
and agreements between entities that define how members are moved between groups and what happens with their
benefits. The below table provides a high-level explanation of this activity and what the HR Administrator needs to do to
support the member.

Scenario Coverage Impact HR Administrator Action
State to State Transfer All coverage remains the same and is Works with peer to validate that all coverage
(within 30 days) mapped forward automatically. mapped correctly and active.
Local to Local Originating organization terminates employee.
Local to State Treated like a standard termination and New organization hires employee, opens
State to State (more new hire. enrollment window, and ensures enrollment is
than 30 days) completed.
Active Employer (Local Coverage is terminated in the active Originating organization terminates employee.
or State) to Retiree sponsor and must be manually re- Employee is “hired” under the Retiree sponsor,
enrolled in the retiree sponsor by ETF. opens enroliment window, and ensures
enrollment is completed.
Surviving Dependent Coverage is terminated and re- Originating organization terminates employee.
enrollment in new coverage is required. Dependent is “hired,” opens enrollment window,
and ensures enrollment is completed.

More detailed information can be found by visiting the ETF website at Benefits | ETF (wi.gov) or contacting the ETF Employer
Insurance Unit.

11. Open Enroliment

The open enrollment period allows benefit changes to be made outside of a member’s initial enrollment period and without
the occurrence of a qualifying life event. The home page separates open enrollment tasks from other, non-open enrollment
tasks. The Open Enrollment Manager appears in the HR Administrator role at the top of the home page during the open
enrollment (OE) period. The Open Enroliment Manager provides a reminder of tasks to complete before open enrollment can
end.

Go Open Enrollment progress
Time remaining €@
> 39:13:19
days hours minutes
To-do list
View by: All Tasks
Benefits not started O %
Complete
Enroliment period 2 selected ~ Benefit offer 6 selected - a
| 4 Employees whose enreliment period has passed Refuse All
| 9 Employees with 6 or more days left to enro Refuse All
Gomplete
View all employees with benefits not started > O
Dependent Information &5 In progress
1 Employee Missing Dependent Verification Not started
A

The Open Enrollment Progress Widget provides a high-level overview and visual representation of the status of an employer’s
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open enrollment progress. The widget appears on the right of the HR Administrator home page while open enrollment is in
progress.

The Time remaining counter at the top of the widget is based on the member open enrollment end date and the configured
time zone. If there is more than one applicable end date, the time remaining is based on the latest of the end dates. If open
enrollment dates are not configured for the member, then time remaining is based on the dates configured for the HR
Administrator.

11.1. Reviewing Open Enrollment To-Do List Tasks

Before open enrollment elections can be sent to the insurance carrier, members must first approve or refuse all sections in
their To-Do List per the dates communicated by ETF. In the event that the member does not complete their tasks, the HR
Administrator should watch for communication from ETF which outlines the expected timelines and activities that require
completion in preparation for open enroliment.

For more information on how to action tasks, see the section To-Do List & Task Management above.

11.2. Managing Member Open Enrollment Benefits
When you open a member’s record, HR Administrators may notice that there are two tabs on the Benefit Details page: Open
Enrollment Benefits and Current Benefits.

The Current Benefits tab displays the member’s current benefit elections.
The Open Enrollment Benefits tab shows elections that are available for the member in the upcoming open enrollment
period. If you have not elected benefits for the member for the open enrollment period, click Start to begin enrolling the

member in benefits.

After the member is enrolled in both current and open enrollment benefits, the Overview page will show an Open Enroliment
Benefits tab, and a Current Benefits tab. Select the applicable tab to review the benefits for the member.

Ke nny Brave FIMan «ennyseogas)

Benefits Snapshot

Dependen
Documents

Medical $150.00

PPC Plan 2020 | Employee Only | Effective as of 01/01/2020 Semi-Monthly

A Life

l Coverage Declined

Employee profile # Edit

First Name:
Last Name:
Date of Birth:
SSN:
Gender:

11.3. Electing Benefits in Multiple Overlapping Enrollment Periods
Sometimes a member may have multiple enrollment windows open at the same time. For example, a member may be in an initial
enrollment period at the same time as your organization’s open enrollment period. The system will check to make sure the
following criteria are met:

e Anew hire is added to the current benefit period when a future benefit period exists.

e The member effective date occurs prior to the future benefit period effective date.

e The planin the current benefit period is also available in the future benefit period.
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e The plan coverage levels are the same in both benefit periods.
e The member is enabled for the same benefits in both benefit periods.

e If the member has a category change effective on or after the renewal date, the benefits enabled for the new
category must be the same of those enabled for the old category.

If all of the above are true, then the system copies the elections from the current year to the future year.

For members that have a QLE happening at the end of one plan year and do not report it until the new plan year, but are still
within the allowed QLE window, there are two likely member scenarios.

Scenario 1: Member does not enter the change and submits a request to HR Administrator.
e In this scenario, the HR Administrator would go into the previous plan year to enter the change, which will then
systematically carry forward to the current plan year as long as they are in the same plan across both plan years.
o Ifthey are in different plans across plan years, for example, HDHP in previous and IYC Health Plan in
current, the HR Administrator will be notified after updating previous to also update current.

Scenario 2: Member enters the changes to current and may or may not notify the HR Administrator that QLE has occurred in
the previous plan year.

e Inthis scenario, the HR Administrator would need to decline the QLE change in the current plan year. After doing so,
they would proceed go into the previous plan year to enter the change, which will then systematically carry forward
to the current plan year as long as they are in the same plan across both plan years.

o |fthe Member does not notify HR Admin, the documentation that the Member submits would not match up with
the effective dates of the change entered, which would indicate to the HR Administrator that the requested
coverage change also needs to be applied to the previous year.

12. Payroll

12.1. Payroll Deduction Dashboard (UWHC and ETF Retiree & Inactives Only)

Starting in 2026, the Payroll Deduction Dashboard is only available to groups that have deduction-based payroll integration
and permissions. The Deduction Dashboard provides you with payroll deduction information, including the deduction or
credit amount, paycheck date, and associated benefit by member. To view the Deduction Dashboard, navigate to an individual
member record, and select Payroll deduction from the secondary navigation bar.

Within the member record, HR administrators have the ability to add or edit payroll deduction adjustments using the
Deduction Dashboard. Follow the steps below to manually add an adjustment.

1. Select the Payroll deduction tab within the member record.

Oliver Queen (OLIVERQE596)

953-01-6596 123456 | o.que estintel

= Overview
== Oliver has 0 pending tasks

Leave of Absence

Benefits Snapshot

Medical $20.00
HDHP | Employee Only | Effective as of 08/03/2018 Bi-Weekiy
Health Savings Account (HSA) $50.00
Health Savings Account (HSA) | Effective as of 08/03/2018 Bi-Weekly
Dental $12.26

Coverage Declined Bi-Weekly

2. Select a date and, if applicable, a benefit type for the deduction you would like to adjust.

For example, if you select 09/10/2021 as the date and Medical as the benefit type, your view will be filtered to only
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show the September 10 paycheck and medical plan in which the member is enrolled. Additionally, you can filter by
deduction codes. Click Add another date for range to locate multiple paychecks.

Payroll Deduction

Pay Date Filter by Benefits

091102021 v = Add another date for range Please Select

Filter by Deduction Codes

Please Select

Create Payroll Report

l} 1-30f3 >
Deduction Employer Total Employee
Pay date \/ Benefit Code Employee Pre Tax Employee Post Tax Imputed Income Adjusted Deduction Deduction Total
09/10/2021 SUPPHARM SUPPHARM_ER - $0.00 $0.00
09/10/2021 BASICBENEFIT - $0.00 $0.00 $0.00 5000
09/10/2021 SUPPHARM SUPPHARM $0.00 $0.00 $0.00 $0.00
o Add adjustment
1-30of3
Create Payroll Report
3. Click Apply Filter.
4. Click Add Adjustment at the bottom of the page.
Payroll Deduction
Pay Date Filter by Benefits Filter by Deduction Codes
091072021 v = Add another date for range Please Select v Please Select v
Apply Filters
% 1-30f3 >
Deduction Employer Total Employee

Pay date v Benefit Code Employee Pre Tax Employee Post Tax Imputed Income Adjusted Deduction Deduction Total

09/10/2021 SUPPHARM SUPPHARM_ER - $0.00 5000

091072021 BASICBENEFIT - $0.00 $0.00 $0.00 50.00

09/10/2021 SUPPHARM SUPPHARM $0.00 $0.00 $0.00 $0.00

= Add adjustment

1-30f3

5. Select the benefit type for which you want to make a retro adjustment from the Benefit drop-down menu. Only the

benefits the selected member is enrolled in will populate as options.

Add adjustment

Please enter your adjustment preferences below. Benefits with a review task will not be available
until the task is complete

Benefit®

Please Select v

Starting paycheck™

Please Selact v
Adjustment Type™
Please Select v

Paycheck adjustments

Adjustment amount*

$

6. Select the paycheck during which the retro adjustment should begin from the Starting paycheck drop-down menu.
7. Select the type of adjustment being made (e.g. Member Pre-Tax adjustment or Defined Contribution) from the
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Adjustment Type drop-down menu.

Select the number of paychecks from which the adjustment applies. You will only be able to select up to the number
of paychecks remaining in the deduction calendar.

9. Once the number of paychecks in which the adjustment applies to is entered, the last paycheck (i.e., ending
paycheck) date will populate.

10. Enter a positive or negative adjustment amount for each paycheck in the Adjustment amount field. Do not include
the dollar ($) sign.

11. After the adjustment amount has been entered, the total adjustment for that member populates.

Add adjustment

Please enter your adjustment preferences below. Benefits with a review task will not be available
until the task is complete

Benefit*®
Medical v
Starting paycheck® Ending paycheck
05/01/2019 v 091612019
Adjustment Type™
Employee Posi-Tax v

Paycheck adjustments

10 v

Adjustment amount*

$ 10 X 10 paycheck adjustments = $100.00

Save Cancel

12. Click Save.

13. After entering a retro adjustment, the Edit link appears. Click this link if you need to adjust the retro adjustment in
the future.

Payroll Deduction

Pay Date Filter by benefits

05/01/2019 v 05/01/2019 RE" Medica . T

1-10of1

Pay date ~ Benefit Forecasted deduction Adjusted deduction Total expected deduction

05/01/2019 Medical $9.27 $40.00 §48.27 *y‘ Edit

== Add adjustment

Create Payroll Report

14. Click Create Payroll Report to run a report that shows members' payroll adjustments.

1-1af1

12.2. Payroll Reconciliation Variance Manager (Retiree & Inactives Only)

a This functionality is only available for Retirees & Inactives.

Payroll reconciliation allows a group to send actual payroll data to My Insurance Benefits to compare to projected deductions
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within the My Insurance Benefits system as well as to automatically generate retroactive deductions based on variances
detected.

The Payroll Reconciliation Variance Manager is where authorized administrators approve pending reconciliation variances.
When the reconciliation process is completed, the Payroll Reconciliation Variance Manager is populated with all detected
variances in a pending state which require approval. This means that the variances are staged but have not yet been
committed to the My Insurance Benefits system as retroactive adjustments.

The Payroll Reconciliation Variance Manager can be accessed by clicking the Payroll Reconciliation Variance Manager link
from the administrator role homepage.

Additional tools

Auto Enrollment Summary >

Document Center >

Find Medicare Eligible >

Health Statement Approval Manager >
Payroll Reconciliation Variance Manager »

Billing Reconciliation Variance Manager >

The Payroll Reconciliation Variance Manager displays all data elements surrounding detected variances that require
administrator approval prior to application:

e  SSN:used to uniquely identify the member associated with the variance
e Employee name: the name of the member associated with the variance

e Deduction code: the payroll deduction code associated with the variance as presented on the reconciliation file and as
configured in the system

e  Benefit type: the benefit type tied to the payroll deduction code associated with the variance

e Check date: the payroll check date associated with the variance. This represents the check date presented on the
reconciliation file that is compared to data in the My Insurance Benefits system

] o i i [ ke [ - Rl Py il Dl [T

12.2.1. Searching and Filtering
You can search for a member’s Name, SSN, Member ID, or Alternate ID in the Payroll Variance Manager.

e You can use a single filter or combine filters to analyze the variances that are presented on the Variance Manager
e The Benefits filters show all available Benefits

e The Employment Status filter has “ACTIVE” and “TERMINATED” options. A member is listed as terminated if they have a
termination date present on their member record and are currently terminated within My Insurance Benefits.

e The Deduction Code filter shows all deduction codes that are present on the payroll Variance Manager.

e The Variance Amount Minimum and Maximum can be used alone or together to isolate costs associated with variances
on the manager.
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Payroll Reconciliation Variance Manager

Close Out Pay Periods Reconciliation Job History

Search for Employee

Filter by Benefits Filter by Employment Filter by Deduction Variance Amount Minimum Variance Amount Maximum
Status Codes
Please Salect v 3 s
Please Select ~ Please Select v

Apply Fiters | Clear Filters

12.2.2. Closing Out a Pay Period

After all the reconciliation files for a pay period have been received and processed by the My Insurance Benefits system, you
should close out the applicable pay period within the Payroll Reconciliation Variances Manager. Closing out a pay period will
replace any null or missing values with a value of $0.00. This ensures that missed values can be calculated and processed.

Complete the following steps to close out a pay period.
1. Click the Payroll Reconciliation Variance Manager link under Additional Tools on the Benefits Administrator role
homepage.
Click the Close Out Pay Periods button.
3. Alist of available check dates to be closed out will be presented. Earliest check dates must be closed out first.
Click the Close Out Check Date button after all reconciliation files for the check date have been processed.

Payroll Reconciliation Variance Manager

Close Out Pay Periods

NOTE: Check Dates must be closed out individually and in chronological order.(?

cancel Close Out Check Date 07/16/2021 | (] Bypass Thresholding

Check Dates Eligible to Be Closed

07/16/2021 (Next o be closed)

5.  When the Action Required warning notice appears, carefully review.

Selecting Yes will replace any missing deductions for the pay period with a value of $0.00. This action cannot
A be undone, so be sure the pay period is ready to be closed out before proceeding.

After any missing values are populated, variances will be calculated for these missing values in addition to the
variances already determined from the values received on the reconciliation file.

Click Yes on the warning notification to proceed.
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Action Required

Are you sure you would like to close out check date 01/15/20167 Closing the Pay Period will
assume that unpresented Payroll Actual amounts = $0.00 and an additional Payroll
Reconciliation process will automatically launch. This action cannot be reversed.

Yes No

12.2.3. Applying Variances
If variances are detected in the Payroll Reconciliation Variance Manager, you must review and choose to apply or do not apply
for each variance.

e Selecting a checkbox and choosing Apply Variances from the Actions drop-down menu transforms the variance into a
retroactive adjustment(s) to be applied to future pay periods based on existing retroactive adjustments strategies for
your organization.

e Selecting a checkbox and choosing Do Not Apply Variances from the Actions drop-down menu will disregard the
amount so no transformation to retroactive adjustments is performed. You will be able to view the variance to the
Payroll Variance Report.

While the variances are being applied, the Payroll Reconciliation Variance Manager will be inaccessible to all
users. The time it takes to apply all adjustments will vary depending on the number of variances being
applied. Once the process is complete, the Variance Manager will again be accessible. All other functions in
the My Insurance Benefits system are accessible as normal during this process.

Pending variances presented in the Payroll Reconciliation Variance Manager can remain in a pending state for an indefinite
period of time. Behavior of applied variances, specifically which future check dates resulting retroactive adjustments are
applied to, will be defined by business logic at the time the variance is applied. It is considered a best business practice to
address all pending variances as soon as the reconciliation process is complete and prior to the next outbound payroll file
extraction.

12.2.4. Reviewing the Payroll Variance Report

The Payroll Variance Report provides details surrounding detected reconciliation variances. Information surrounding both
applied and unapplied/display-only variances are provided on this report. The report is provided as a standard report for all
groups subscribed to payroll reconciliation can be exported in .csv or .pdf format. Reports can be scheduled to run
automatically.

The Payroll Variance Report can be accessed as a standard report from the Payroll subtab of the Data & Reporting
Tab.

Data & Reporting

Your reports Favorite Popular Benefit Census Administrative | Payroll =~ Transaction History ~Employee Profile  Surveys

Scheduled reports

Payroll

Payroll attribute changes Includes data changes per benefit type(s), attribute(s), and date range selected
Payroll census report Includes deduction information per benefit type(s) and benefit effective date selected
Payroll changes report Includes deduction information with changes per benefit types(s), date range, participation peried, and benefit effective dates selected

Includes deduction information for adjustments and remainders for members per benefit type by participation period or effective date, including

Payroll deduction detail report
¥ © the paycheck information

Payroll Variance report Includes information about R D and the Variances between the Reported Amount and the deducted Actual Amount

1. Click on the Payroll Variance report text to launch the report screen. Report options are available to customize the
exports:
®  Report Format: Select the type of output, such as .csv or .pdf.
e  Sort by: Sort the output by data element, such as by the member's last name or check date.
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Mask SSN in Report Results: Select to mask the SSN on output. Masking the SSN will render the field as xxx-xx-
1234, with only the last four SSN digits exposed.

Check Date Start: Enter the start of the check date range to be processed on the report.
Check Date End: Enter the end of the check date range to be processed on the report.
Benefit Type: Pick list of benefit types to include on the report.

Categories are available as a filtering option.

Scheduling Options: Like other standard reports, you have the ability to create schedules for the Payroll
Variance Report to run on an automated basis.

Data & Reporting

Your reports
Payroll Variance Report
Sohan s o Formatting Options

Report Format = Excel Compatible (CSV)
Sort by Employee Last Name, First Name &

Mask SSN in Report Results

Filtering Options
Check Date Start i

Check Date End i)

—All-—

Accident

Child Term Life

Critical liness

Dental

Dependent Care Flexible Spending Account (FSA)
Employee Paid AD&D

Employee Paid Term Life

Benefit Type*

Employer Paid Accidental Death & Dismemberment
Emgloyer Paid Term Life

Scheduling Options

~| Create Schedule for Report

Cancel . Create Report

2. Afteritis processed, the Payroll Variance Report provides all the information necessary to track variances detected
through the payroll reconciliation process. This includes the source of the variance (benefit/deduction code),
amounts, and whether variances were applied as retroactive adjustments.

Data is displayed in the report based on the deduction code presented on the reconciliation file. If a benefit
type is configured for separate deduction codes for calculated (recurring) and retroactive (adjustment)
amounts and/or if pretax and post-tax deductions are configured, each associated deduction code will display
separately. If these deduction types are combined into a single deduction code on the benefit type level, they
will be presented with the associated values representing a net of all transactions for the check date.

The file contains the following information:
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Check Date: Date paychecks were administered for the associated variance.

SSN: Social Security number of the member associated with the variance.

Employer ID: Employer ID of the member associated with the variance.

Name: Name of the member associated with the variance.

Benefit Type: Benefit type associated with the variance.

Deduction Type: Deduction type associated with the variance.

Deduction Code: Payroll deduction code associated with the variance, which matches the deduction code
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presented on the reconciliation file and mapped to the associated benefit in the My Insurance Benefits system.

*  Reported: Amount stored in the My Insurance Benefits system, which represents the amount that was presented
on the outbound file and the projected amount that should have been deducted from the member paycheck.

e Actual: Amount presented on the reconciliation file for the associated deduction code.
*  Variance: Calculated difference between reported and actual amounts.
e Applied: indicates if the associated variance was applied as a retroactive adjustment.
o No will display for all values currently pending action in the Payroll Reconciliation Variance Manger.
o Yes will display for all values designated to be applied via the Payroll Reconciliation Variance Manager.

o No - Display Only will display for all values indicated as "do not apply" via the Payroll Reconciliation
Variance Manager as well as for all display-only benefit types. Any action desired on these values can be
applied by the administrator via the Deduction Dashboard as appropriate.

A B C 8] E F G H I ) K
1 |cHECK_DATE ssn EMPLOYER_ID EMPLOYEE_NAME BENEFIT_TYPE DEDUCTION_TYPE __|DEDUCTION_CODE REPORTED ACTUAL VARIANCE VARIANCE_APPLIED
2 ef17/2022 : 991389 ACCGRD Employee Pre-Tax AACE 10 0 10 Yes
3 ef17/2022 : 991389 ACCGRD Employee Pre-Tax ACE 2.78 0 2.78 Yes
4 6/17/2022 ] 991389 LIFE Employer Pre-Tax cpL 1.34 0 1.34 Yes
5 6/17/2022 b 991389 LIFE Employer Pre-Tax ACPL 14.74 0 14.74 Yes
6 6/17/2022 : 991389 STD Employee Pre-Tax ASDE 20 0 20 Yes
7 6/17/2022 i 991389 5TD Employee Pre-Tax SDE 8.21 0 8.21 Yes
8 7/1/2022 : 991389 ACCGRD Employee Pre-Tax AACE 10 (] 10 Yes
9 7/1/2022 i 991389 ACCGRD Employee Pre-Tax ACE 2.78 0 2.78 Yes
10 7/1/2022 : 991389 LIFE Employer Pre-Tax ACPL 16.08 0 16.08 Yes
1 7/1/2022 : 991389 LIFE Employer Pre-Tax cPL 1.34 0 1.34 Yes
12 7/1/2022 i 991389 sTD Employee Pre-Tax ASDE 20 ] 20 Yes
13 7/1/2022 : 991389 STD Employee Pre-Tax SDE 8.21 (] 8.21 Yes
14 7/15/2022 : 991389 ACCGRD Employee Pre-Tax ACE 2.78 0 2.78 Yes
15 7/15/2022 : 991389 ACCGRD Employee Pre-Tax AACE 10 0 10 Yes
16 7/15/2022 : 991389 LIFE Employer Pre-Tax cPL 1.34 0 1.34 Yes
17 7/15/2022 : 991389 LIFE Employer Pre-Tax ACPL 17.42 (] 17.42 Yes
18 7/15/2022 ] 991389 STD Employee Pre-Tax ASDE 20 0 20 Yes
19 7/15/2022 ] 991389 STD Employee Pre-Tax SDE 8.21 0 8.21 Yes
— N

12.2.5.

Example Payroll Reconciliation process

Scenario: After payroll is completed the reconciliation process is run which identifies that an employee’s paycheck is under
deducted for medical coverage.

1.
2.

My Insurance Benefits sends the medical expected deduction amount as $116.35 on the payroll file.

The employer receives the file and processes the payroll for member. However, instead of deducting $116.35, the
actual deduction taken out of the member check by payroll was $112.42 (Actual Deduction Amount). This is a
difference of $3.93.

After payroll closes, a payroll reconciliation file is sent back to My Insurance Benefits by the employer, showing the
actual payroll deduction taken of $112.42.

The Variance Manager compares actual ($112.42) versus expected ($116.35) and identifies a variance of $3.93 and
display the variance amount under the variance manager report.

An HR administrator logs into the portal, navigates to Payroll Variance Manager, and closes out the specific check
date.

After the closing the check date, the HR administrator determines whether to deduct the variance from a future
check.

Sample report before applying Variance:

Pay Data Filter by Benefits Filter by Deduction Codes.
w - x - -
(et
40f 4
Deduction Employer Total Employee
Pay date Benefit  Code Employee Pre Tax Employee Post Tax Imputed Income Adjusted Deduction Deduction Total
040272021 MEDICAL HEALH $116.35 . - - 5000 $116.35
041672021 MEDICAL HEALH $116.35 . 5000 51635
043072021 MEDICAL HEALH 5116.35 s = = 50,00 511635
05142021 MEDICAL HEALH 511635 - . . 5000 $11635
o+ Acd
1-d4of
Create Payroll Report
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Sample report after applying Variance:

Daduction Employer Total Employes
Pay date ~ Benefit Code Employes Pre Tax Employee Post Tax Imputed Income Adjusted Deduction Deduction Total
08202021 MEDICAL DPMed - - 50.00 - £0.00 50.00
090372021 MEDICAL HCOST . $142.48 $0.00
0032021 MEDICAL HEALH S116.35 - = = 50.00 5116.35
090372021 MEDICAL DPMed . 50.00 . $0.00 $0.00
0032021 MEDICAL HEALH - - - 5393 50.00 5343

Arrears

13. Data Exchange Dashboard

The Data Exchange Dashboard provides visibility into the member-level data included on files produced by the My Insurance
Benefits system for your carrier, payroll, and other vendor systems. The dashboard allows you to view which jobs processed
during a given date range and look deeper into the details of the processed job.

A job refers to a set of instructions, business logic, and filtering logic that results in the import or
o export of a file.

With the dashboard, you can:
e View a list of jobs processed during a specified date range.

e View a breakdown of the number of members sent (included on the file), skipped (found to not have applicable
data), failed (violated a business rule), or held (waiting for criteria to be met) by a particular job.

e  Access a list of the members processed by a job.

e Navigate to a member's profile or transaction history directly from the list to view more details, complete tasks, or
make corrections.

e View the reason a transaction failed.
e Download a CSV file of members processed by a job.

Follow the steps below to view information in the Data Exchange Dashboard.
4. Selectthe Data & Reporting tab and click the Data exchange link in the secondary navigation.

Data & Reporting

Data exchange

Start date

Status Process Date Al Sent Skipped Failed Held

No data available

5. Enter the date(s) for which you would like to review jobs processed.
e If you enter a single date, the system will return all jobs run from that date through the current date.
e Click Add date for range to specify a different end date.
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Data & Reporting

S—— Data exchange /

= Start date
Data exchange
07/13/2023 ] 4+ Add date for range Apply filters

Status Process Date Al Sent Skipped Failed Held

No data available

6. Click the Apply filters button.

Data & Reporting

Data exchange

il Scheduled reports

Data &

Reporting Business Intelligence
01/13/2023 =) 6/30/2023 ™ Apply filters

Start date

The Job Summary for the entered date range will display. The Job Summary page lists all the jobs processed during the
specified date range in a table including the following details:

e Name: The name of the job that was processed.

e Date: The date that the job was processed.

e All: The count of all member contracts processed by the job.

e Sent: The count of members included on the file to be sent to the receiving party. Dependents are not included in
the count view.

e  Skipped: This is the number of members left out of the file because their information isn't relevant to the current
task. For example, if a member changed their dental plan but the job is focused on medical plans, that change
wouldn't be included. However, the system still checks and confirms that the dental change doesn't need to be
added to this file. The rules for skipping members are based on the business guidelines set for the group or vendor.

e  Failed: The count of members that failed to send due to violation of a business rule. An example is as an unexpected
value in a field or a missing SSN. Failure logic is also determined by the business rules set for the group and/or
vendor.

e Held: The count of members held from being sent due to not yet meeting certain criteria. An example reason is EDI
lead time, where the vendor system cannot receive data until within a certain date of the event. Held members will
be sent when the criteria is met.

Depending on the amount of data, this can take a few seconds to several minutes to display. If you
are loading a large amount of data, please allow sufficient time to load.
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Data & Reporting

Data exchange

Start date

01/13/2023 mh 6/30/2023

Status Process
- FF21EBOAC26046E8E0530AB0CB0AS4D6-PR
~ FF21EBOAC26146E8E0530A80C80A94D6-PR

[ad SCV_HEALTHPARTNERS_5010_SWI

[od SCV_MAHP_5010_SW|_SNGL

Date All Sent Skipped Failed Held
06/27/2023 2 0 2 o o
06/27/2023 0 € 0 0

06/27/2023 1 0 4] 0

06/27/2023 0 0 0

14. Data and Reporting

The Data & Reporting tab provides access to reports that you can run to view benefit- and member-specific information.

14.1. Standard Reports

The below are a sampling of the reports that are available depending on role.
Category Report Name Description
Administrative ACA Reporting Details This report provides details on members' delivery preference of the
Reports Affordable Care Act's (ACA) Form 1095-C. The report also displays when

members viewed Form 1095-C electronically.

Active User Accounts

This report includes details of current active user accounts, including
their last login date and date of last changed made in the system.

Messaging Detail

This report includes details about emails and SMS messages sent to
members via the Message Center. Messages from the Open Enroliment
Manager are not included.

Task List

This report lists those To-Do List tasks that require attention. If your
group is configured so that members complete only one benefit review
task during Open Enrollment, the report will include one row per
member indicative of the single task. The participation period appears as
a separate column, linked to all benefit elements or offers within that
period. If a benefit review task is required for each benefit element,
multiple rows per member will be present to indicate each open benefit
element. The benefit element is listed in a separate column, labeled Task

Type.

User Account Changes

This report includes details about user accounts created and disabled
within a given time period.

Benefit Reports Benefit Comparison

This report shows a side-by-side comparison of benefits for two user-
defined sets of dates and may be particularly helpful in comparing open
enrollment elections to previous or current elections.

Benefit Confirmation
Statements

This report generates an enrollment confirmation report for each
member within the organization or for those specified members.

Benefit Detail

This report includes the cost and enrollment summary for each member.
This is a report that is frequently used to get an overall perspective of
which members are enrolled in which benefits. You also have the option
to include dependents on this report.

Benefit Refused/
Cancellation

This report shows any member that refused or cancelled coverage. You
also have the option to include dependents on this report.

Benefit Summary

This report includes the cost and enrollment summary for each plan and
coverage level at a group level, including leftover defined contribution
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Category

Report Name

Description

amounts.

Dual Enrollment

This report displays primary and secondary coverage information for
those who have dual enrollments.

Employee Benefit
Summary

This report is a compilation of member benefit summary reports for all
members. Each member benefit summary report includes personal
information and a brief overview of elected benefits as well as:

e Any canceled benefits identified as Canceled beneath the associated
name

e For accepted, salary-based benefits, the coverage amount selected,
salary percentage and time period

e For benefits with pending EOI, the approved coverage amount plus
the amount of any additional coverage requested and/or pending
EOIl approval

e Alist of benefits for which dependent verification has not yet been
completed

e |dentify which dependent verification has not yet been completed
and displays a Pending Dependent Verification text beneath each
applicable plan.

e You also have the option to include:

e The benefit element name above the plan name for both accepted
and canceled benefits

e The benefit element name instead of the plan name for both declined
and refused benefits

¢ Adeclination effective date (usually the benefit effective date) for
any declined or refused benefit

This report is often used as an Open Enrollment confirmation report and
can be mass generated for all members within a group.

Documentation Review
Report

This report provides a list of employees whose uploaded documents are
ready for review within Document Center

Employee Participation

This report includes detailed information regarding member participation
in benefits.

Health Savings Account
Detail

This report includes details of members' health savings account (HSA)
elections along with corresponding medical coverage information.

Life Event

This report includes basic information about members you have used a
life event, occurring in a specific date range, to change benefit elections.

Pending EOI

This report includes basic information about members with pending
health statement/evidence of insurability (EOI) elections.

Student

This report includes enrollment information about students who are
covered on a member benefit plan based on plan rules. Employers can
determine student eligibility by processing the necessary paperwork and
verifying the student's status by using the Dependent Verification feature
on the Dependents tab in the administrator role.

Census Reports

Basic Work

This report includes employment details about every member. Fields
include hire date, rehire date, category change effective date, salary
information, pay frequency and category values for all required category
fields under the Work tab. The report also includes termination dates for
the terminated members.

Dependent Census

This report identifies all dependents in the system who are enrolled in
benefits. The report includes address, social security number and
important date information of all dependents.

Dependent Changes by
Date Range Export

This report lists all the dependent-related changes that have occurred for
each dependent within a specified date range.

Employee Attribute

This report lists changes to member records made by administrators.
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Category Report Name Description

Changes These changes can be filtered by work and personal attributes, including
phone number, member category and earnings amount.

Employee Birth Date/ This report shows member Social Security numbers and dates of birth.

Retiree Eligibility This report can be filtered to show only members within a certain age
range during a specific time frame.

Employee Census This report identifies all members in the system (with or without benefit

elections). The report includes address, Social Security number and
important date information of all members. You also have the option to
include terminated individuals.

Employee Census Export This report includes HRIS information for all members as of a specified
effective date.

Employee Changes by Date | This report lists all the HRIS-related changes for each member for a

Range Export specified date range.

Hired Employee This report displays demographic information for members hired
between specified dates.

Login ID This report lists login ID information for all members and includes the
date each member last logged into the system.

Terminated Employee This report lists basic information about all members who were

terminated within a specified date range.
Trustee Survey Responses | This report lists members' trustee survey responses.

ICHRA Election Summary This report lists members, insurance premiums, and their ICHRA
Report contributions.
Payroll Reports Payroll Attribute Changes This report includes changes to specific payroll attributes for members

within a specified time period. This report can be filtered by several
different types of attributes, including plan type, plan name, coverage
level, effective date and pay frequency.

Payroll Census This report includes the pay period, pay frequency and annual benefit
cost for all members as of an effective date.

Payroll Changes This report includes changes to deduction information per benefit type,
date range, participation period and effective date selected.

Payroll Variance Report This report provides details surrounding detected reconciliation

variances. Information surrounding both applied and unapplied/display-
only variances is provided on this report.

15.1.1. Accessing Standard Reports
Reports that HR administrators commonly use are found under Data & Reporting then in Standard reports tab menu,
organized by categories including Benefit, Census, Administrative, Payroll and Billing, and Transaction History.

15.1.2. Running a Standard Report

As an HR administrator, you will run reports frequently. The process for running reports is similar for all reports, varying by
the information you can include in the report. The example below uses the Benefit Detail Report as an example. Follow the
steps below to run a standard report.

1. Locate the report from the Standard reports tab.
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Data & Reporting

Your reports Favorite Popular  Benefit

B Sstandard reports

Scheduled reports

Benefit

Benefit Summary
Business Intelligence

Data exchange

Employee Participation

Student

Life event

Census  Admi

Benefit detail —

Benefit refused / cancellation

Health Savings Account Detail

inistrative ~ Payroll and Billing  Transaction History

Includes cost and enroliment summary information for each plan and coverage level
Includes cost and enralliment information for each covered person

Includes enrollment information for persons that refused or canceled coverage

Includes detailed information regarding employee participation

Includes details of HSA elections along with corresponding medical coverage information
Includes student information

Includes basic information about employees with a life event occurring in a specific date range

2. You areredirected to a page to specify your requirements for the report.

3. Select the format for your report from the Report Format drop-down menu. It is recommended that you run your
report in the Excel Compatible (CSV) format (the default option), so that the data can be used for other purposes.

Benefit Detail Report

Formatting Options

Report Format  Excel Compatible (CSV) v

]

To include additional report options, change the Report Format to CSV.

O Include filter criteria in results
Additional Details None selected ~

Group by Benefit Type v

Sort by Employee Last Name, First Name v

4. Selectitems from the Additional Details drop-down menu if you would like to include other information on the

report.
Additional Details None selected ~
Group by Benefit Type Q. Search )
Sort by Employee Last Name, Firt (] gajact all

Filtering Options

—-Accident: Accident - Fam
—-Accident: Accident - Indi
—Accident: Accident - Indiv
—-Accident: Accident - Indiv
—Accidental Death & Dism
—Accidental Death & Dism

Benefit Type*

(O Physical Address

a Mailing Address

O Show COBRA Subscribers O
(O Third Address
O Include COBRA Subscribers
OssN
O Show Dependents
O Employee SSN
—-All---
Current Benefits (J Employee Full Name

(J Member's Preferred Name

O Member ID

—Additional Life: Additiona U Alternate ID

5. Specify options to group together and sort the information on your report.
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Benef

Group by

Sort by

Formatting Options

Report Format  Excel Compatible (CSV) v

it Detail Report

To include additional report options, change the Report Format to CSV.

0O Include filter criteria in results

Additional Details Employee SSN, Categories ~

Employee Last Name, First Name v

Benefit Type v —
e

6. Select the Mask SSN in Report Results checkbox to only see the last four digits of members' Social Security numbers
on the report, if desired.

report.

Masking the SSN helps to protect sensitive member data and is a best practice if SSN must be included in the

Benefit

Report Format

Group by

Sort by

Formatting Options

Detail Report

Excel Compatible (CSV) =
To include additional report options, change the Report Format to CSV.

[ Include filter criteria in results
Additional Details Employee SSN, Categories -
Benefit Type v

Employee Last Name, First Name  *

Mask SSN in Report Results _

7. Specify filtering options, such as only including certain plans or categories of members.

=]
O

[m]

Benefit Type*

Dual
Employment*

Employee
Type*

Filtering Options

Show COBRA Subscribers Only
Include COBRA Subscribers

Show Dependents

—-All---
—-Accident: Accident - Family

—-Accident: Accident - Individual

---Accident: Accident - Individual + Child(ren)

---Accident: Accident - Individual + Spouse

—-Accidental Death & Dismemberment: Employee Only AD&D 2023

—-Accidental Death & Dismemberment: Family AD&D 2023

—-Additional Life: Additional Life 2023

—-Basic Life: Basic Life 2023

Calendar Set* All selected (3) ~

All selected (3) ~

All selected (6) ~

8. Click Create Report. You will be redirected to the Your Reports tab. This tab contains any reports you ran within the
last five days. The new report will be added to this list and will show as PENDING or RUNNING until it has completed
generating. Reports generally are available within a few minutes but could take longer depending on population.
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Your Reports

These are the reports that you have recently generated. Pending reports are refreshed every 30 seconds and will be automatically available when processing is
complete.

Status Created Available until Report Details Criteria Actions

GROUP:
SWI University of Wisconsin System

FORMATTING OPTIONS:

Report Format = Excel Compatible (CSV)

Sorted by Employee Last Name, First Name

Grouped by Benefit Type

Including Additional Details: Employee SSN, Categories

FILTERED BY:
ICl Premium Category: All
ICl Premium Waiver: All
Legacy Life: Al
Primary Employer: All
Employer Medical Surcharge: All
Protective Status: All
07/03/2023 07/08/2023 . Calendar Set: All

RUNNING 0121 Pt 04:21 PM Benefit Detail Report Opt Out Incentive Eligible: Al +-
Employer Unit Program Option: All
ICI Contrib Wait Period Met: All
Tax Status: All

9. Click Download to retrieve your report when the status is COMPLETE. You also have the option to share or delete
complete reports.

FILTERED BY:

ICI Premium Category: All

ICI Premium Waiver: All

Legacy Life: All

Primary Employer: All

Employer Medical Surcharge: All

Protective Status: All
07/03/2023 07/08/2023 Calendar Set: All

COMPLETE  oio1pM 0421 PM Benefit Detail Report, 7KB 1) 0ut Incentive Eligible: Al *
Employer Unit Program Option: All
ICI Contrib Wait Pericd Met: All — Download
Tax Status: All Shian
Employer Unit: All
Payment Source: All Delete

Medical Contrib Wait Period: All
Life Premium Waiver: All
Employer Sub-Unit: All

10. Click Continue To Download if the application warns you of the potential inclusion of Protected Health Information
(PHI) included on the report.

A PHI NOTIFICATION

Reports which are downloaded from this site to your workstation may contain Protected Health
Information (PHI), which is regulated by the Health Insurance Portability and Accountability Act
(HIPAA).

0 Do not show this message again

Continue To Download Cancel

11. The reportis downloaded in your browser. Click the file to open the report.

15.1.3. Scheduling a Report
You may wish to run a report at a certain interval, such as every month or on a set date. Follow the steps below to schedule a
report to run at a later time. For this example, we will use the Benefit Detail Report.

1. Locate the report from the Standard reports tab.
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Data & Reporting

Your reports Favorite  Popular ~ Benefit

Scheduled reports

Benefit

Benefit Summary
Business Intelligence

Dala exchange

Employee Participation

Student

Life event

Benefit refused / cancellation

Health Savings Account Detail

Census  Administrative  Payroll and Biling ~ Transaction History

Includes cost and enrollment summary information for each plan and coverage level

Benefit detail — Includes cost and enrollment information for each covered person

Includes enrollment information for persons that refused or canceled coverage

Includes detailed information regarding employee participation

Includes details of HSA elections along with corresponding medical coverage information
Includes student information

Includes basic information about employees with a life event occurring in a specific date range

2. Enter your report criteria.

Additional Details

Group by Benefit Type

Sort by Employee Last Name, Firs

Filtering Options

O Show COBRA Subscribers O
O Include COBRA Subscribers
O Show Dependents

—All-—-

Current Benefits

—Accident: Accident - Farr
—Accident: Accident - Indiy
—~Accident: Accident - Indi
—~Accident: Accident - Indi
—Accidental Death & Disrr
—Accidental Death & Disrr
—Additional Life: Additiona

Benefit Type*

None selected ~

Q  Search o
O select all
O Physical Address
O Mailing Address
O Third Address
OssN
O Employee SSN
J Employee Full Name
J Member's Preferred Name
O Member ID

O Alternate ID

Scheduling Options

Create Schedule for Report

Schedule Name KP BDR 7/3

Cancel Create Report

Schedule Start Date | 07/04/2023 |
Schedule End Date 07/05/2023 |
Receive Expiration Notice by Email?

Schedule Frequency Daily v

Recur every D day(s)

4. Click Create Report.

3. Select the Create Schedule for Report checkbox at the bottom of the page and enter the scheduling criteria.

5. After you have created a scheduled report, you may edit it or delete it at any time from the Scheduled reports tab.

When you create a scheduled report, that report will not be run at that time. The application
schedules your request. If you need to view the report immediately, click the Scheduled reports tab,
and select Run Now from the Actions menu.
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Your reports

Data exchange

Benefitfocus @ is a registered mark of Benefitfocus.com, Inc.

AU Your Scheduled Reports

@ Scheduled reports Schedule Name Report Name Schedule End Date Actions
Business Intelligence KP BDR 7/3 Benefit Detail Report 07/05/2023 +-.

Delete
Questions? Please call Ag Ac

15.1.4. Sharing a Report

Reports may be shared with users within the same employer who hold the same access rights. Sharing a report with others is
a way to streamline work, enabling one person to create the report and share it with other members of the team.

You can send a configurable email message to alert the recipient(s) that you are sharing a report. Shared reports appear on
the Your reports tab. Recipients cannot delete reports. However, if you delete the report from the Your reports tab, it will also
delete the report from the recipient’s account. Reports are available for 10 days after the report has been shared. On the Your
Reports tab, the “Available Until” column displays the report expiration date. Follow the steps below to share a report.

1. Select Share from the drop-down on the Your Reports page after creating the report.

07/03/2023  07/08/2023 Benefit Detail Report, 7

COMPLETE 04:21 PM 04:21 PM KB

T =
Employer Medical Surcharge: All

Protective Status: All

Calendar Set: All +.

Opt Out Incentive Eligible: All

Employer Unit Program Option: All

11 Confrb Wt Period M:t Al Download
Tax Status: All — Share
Employer Unit: All

Payment Source: All

Medical Contrib Wait Period: All

Delete

2. Select the recipients from the drop-down box.

< Your Reports

Report Sharing

Share report with: 5

None selected »

If desired, include an additional note below fo be sent to the recipient(s) of this report:

Cancel -u

Notification message: ETF HR Admin has shared a Benefit Detail Report with you. To access your report, log in here

3. If desired, enter a message to send along with the report.

Click Share.

5. You will be redirected to the Your reports tab. A message displays at the top of the page to confirm that your report
has been shared. The Status column shows that your report has been shared, and the recipient(s) can now download

the report.

15.1.5. Marking a Report as a Favorite

You can mark or unmark standard reports as "favorites" at any time by clicking the star icon next to the report. A yellow star

indicates a favorite.
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Favorite Popular Benefit Census Administrative

Popular Reports

* Benefit Summary

W Benefit detail

# Benefit refused / cancellation
* Employee Participation
W Employee census

* Dependent census

W Terminated employees
* Task List

W Active User Accounts

Payroll and Billing  Transaction History

Includes cost and enrollment summary information for each plan and coverage level
Includes cost and enrollment information for each covered person

Includes enrollment information for persons that refused or concelled coverage
Includes detailed information regarding employee participation

Includes name, address, and date infarmation for all employees

Includes basic information for dependent spouses and/or children; you have the option to show only dependents turning a particular age
between dates that you specify

Includes basic information for employees terminated between dates that you specify
Provides a list of items which requires attention

Includes details of current active user accounts

Reports marked as a favorite display on the Favorite tab for your convenience.

Data & Reporting

Your reports

[ Standard reports

Scheduled reports

Favorite ~ Popular

Favorite Reports

. ) Benefit detail
Business Intelligence

Data exchange

Benefit Census Administrative Payroll and Biling  Transaction History

Includes cost and enroliment information for each covered
person

14.2.

Interactive Reports

Interactive Reports is a new reporting feature that Benefitfocus is enhancing over time, and which will eventually replace the
current standard reports. Interactive reporting is generated in Power Bl which allows for data visualization as well as the
ability to filter data to meet specific user needs.

Given that this technology is constantly evolving, more detailed information on using the tools, filters, widgets, available
reports and known issues can be found within the Interactive Reporting Guide.

If you are an ETF Administrator, see also the section in this guide under ETF Specific Information,
Aggregate Interactive Report for more information

14.2.1. Accessing Interactive Reports

To access Interactive reports, go to Data & Reporting, then Interactive reports and select the report you would like to view.
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https://portal.benefitfocus.com/cp/0018000000UxZdaAAF/Shared%20Documents/Program%20Content/Training/Training%20Modules/BF_Interactive_Reports_User_Guide_V1.2.pdf?d=w1c373c084a8f4104b36d1b7aa8a11d27

Benefitplace

Company: Fresh Foods

Data & Reporting

@ Your reports Favorite Popular Benefit Census Administrative  Payroll and Billing  Transaction History
<l
Data & @ Standard reports
Reporting Popular Reports
[l Health Insights
Benefit Summary Includes cost and enrcliment summary infermation for each plan and coverage level
@ Scheduled reports
Benefit detail Includes cost and enrollment information for each covered person
ACA Reporting
Benefit refused / cancellation Includes enroliment information for persons that refused or canceled coverage
= Data exchange o i
Employee Participation Includes detailed information regarding employee participation
Employee census Includes name, address, and date information for all employees

Includes basic information for dependent spouses and/or children; you have the option to sH

Dependeant census
" turning a particular age between dates that you specify

Terminated employees Includes basic infermation for employees ferminated between dates that you specify
Task List Provides a list of items which requires attention
Active User Accounts Includes details of current active user accounts

14.3. Employee Reports
The following grouping of reports display both current and historical information. The Current reports help confirm what
members are currently enrolled in and the historical support any research that is needed to resolve a discrepancy.

14.3.1. Employee Current Reports
The Employee Benefit Summary Report and the Employee Detail Report are available to both HR administrators and members

and show the member's current personal and work information plus their current benefit elections. To access these reports,
click the Employee Detail Report or Employee Benefit Summary Report link within the member record.

Craig Manning (CRAIGM5025)

Benefit details

== Craig has 0 pending tasks

Jependents

Documents Benefits Snapshot

Interactions .

e Medical « Edit $17.50

Employee history Dean Health Plan: HDHP 2023 | Individual | Effective as of 07/01/2023 Semi-Monthly
EMPLOYEE REPORTS ‘ Pharmacy # Edit $0.00
Employee Detail Report - Navitus Pharmacy 2023 | Individual | Effective as of 07/01/2023 Semi-Monthly

Employee Benefit Summary

Repo (.J Wellness # Edit $0.00
Wellness 2023 | Individual | Effective as of 07/01/2023 Semi-Monthly

A description of each report is as follows:

e Employee Detail Report: This report includes everything on the Employee Benefit Summary Report plus the member's
earnings amount and effective date, date of hire, employer costs per plan, and persons covered (name, relationship,
date of birth, covered since date, and benefit effective date). This report provides significantly more information as
well as each named individual that is covered for each benefit type.
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Employee Detail Report RS
SWI Bayfield County
Personal Information
Karen HinTest2345 123 Main Street. Test City. SC 12345
T T =T Etecive date Joencer ]
5878 outm9%0 oon12023 Famale 1123) ase-7200
s e vt weanin |
Dual Emplayment; IClPremium Category: s Out o State Employees
Employee Type: 06 1C1 Premium Waiver: 1 v
Employer Sub-Unit: Bayfield County Legacy Life: n
Employer Unit: 5o, nty Life Premium Waiver:
Employment Status: Medical Contrib Wait Period: 0
Unique Plan Eligibility: 1 Calendar Set: 12
'WRS Eligible: v ICI Contrib Wait Period Met:
Employer Unit Program Option: P04 Payment Source: An
Employer Medical Surcharge: na Medical Premium Contribution: 1
‘Opt Out Incentive Eligible: 14
Medical oD
Cowroge evek Morehy 5900 5000
e R R EE lerectvese _______________________ [misee ]
Pharmacy @
T — reene ____________[wrwr [Ewlawrcm
Coverage lvet Moy 5900 sa2e
[ Date of Birth Effective date [enddote |

e  Employee Benefit Summary Report: This report lists the member's personal information included in their profile along
with the selected plans, coverage levels and amounts, benefit effective dates, pay frequency, and member costs.
This report shows current elections concisely.

HinTest2345, Karen

Karen HinTest2345
123 Main Street
Test City, SC, USA 12345

Home Phone: (123) 456-7890

Date Printed: 09/12/2023

Employee Benefit Summary Report SWI Bayfield County

Date of Hire: 09/11/2023

Gender: Female

Race (formal response):  Am
Indian/Alaskan

ative

Ethnicity (formal Nt of Hispanic,

response Latino/a or
Spanish Origin

Marital Status: Married

ETF Member ID;

Current Elections

Monthly Employee Costs: $69.22

Karen HinTest2345
Relationship: Subscriber | Date of Birth: 01/17/1990

@ HealthPartners West: Local Deductible Health Plan

Individual

& Navitus Pharmacy
Individual

& Wellness
Individual

& Uniform Dental
Individual

 Delta Dental PPO Select Plan
Employee and Family

Effective: 10/01/2023
Monthly Cost $0.00

Effective: 10/01/2023
Monthly Cost $0.00

Effective: 10/01/2023
Monthly Cost $0.00

Effective: 10/01/2023
Monthly Cost $4.00

Effective: 10/01/2023
Monthly Cost $23.40

14.3.2. Employee Historical Reports

The Employee history page offers the option to view historical data as of a specific point in time or to view a record of changes
over a period of time. Employee history of changes shows all updates, including entry date, time and login ID, as well as any
mass jobs run by file import. The Employee Benefit Summary Report and Employee Detail Report can be compared with the
historical reporting to identify when changes have occurred.
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Craig Manning (craicmsezs)
wos e 5005 Manage Employee v
= Craig has 0 pending tasks

Benefit details

Dependents

Documents Benefits Snapshot

Interact .

nteractions Medical # Edit $17.50

Employee history — Dean Health Plan: HDHP 2023 | Individual | Effective as of 07/01/2023 Semi-Monthly
EMPLOYEE REPORTS ' Pharmacy # Edit $0.00
Employee Detail Report Navitus Pharmacy 2023 | Individual | Effective as of 07/01/2023 Semi-Monthly
Employee Benefit Summary
Report (., Wellness 4 Edit $0.00

Wellness 2023 | Individual | Effective as of 07/01/2023 Semi-Monthly

Employee history shows changes to the following areas of a member record:
e Benefits
e  Carrier identifiers
e  (Categories
e  Payroll
e  Personal information
¢  Workinformation

15.3.2.a. History of Changes Report
Member history of changes shows all updates to the system, including entry date, time and login ID. Follow the steps below to
view a member's History of Changes Report.

1. Select the Member History tab within the member record.

Craig Manning (cracuszs)
i 5005 Manage Employee v
== Craig has 0 pending tasks

Benefit details

Dependents

Documents Benefits Snapshot

Interacti .

Hemee Medical # Edit $17.50

Employee history — Dean Health Plan: HDHP 2023 | Individual | Effective as of 07/01/2023 Semi-onthly
EMPLOYEE REPORTS ‘ Pharmacy # Edit $0.00
Employee Detail Report Navitus Pharmacy 2023 | Individual | Effective as of 07/01/2023 Semi-Monthly
Employee Benefit Summary
Report (‘, Wellness # Edit $0.00

Wellness 2023 | Individual | Effective as of 07/01/2023 Semi-Monthly

2. Click View in History of Changes at the top right.
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= Overview

¥ Benefit details
2 Dependents

& Documents

[S Inferactions

G Employes history

EMPLOYEE REPORTS
Employes Detail Report

Employes Benofit Summarny
Report

Employee History

How do you want to view this employee's history?

Point in fime -- view the status of this employee's record as of @
specific date

Timeline -- view a summary of the changes lo this employee's record
over a period of time

3. Select the change types as well as the plans you wish to include on the report and set the formatting and sorting

criteria. You can select multiple benefits by clicking on the topic while holding the CTRL key.

View History of Changes

Enter the start and end date of the period for which you want to view changes.

Start Date® l 08/06/2024

3

End Date” loe/osfzou

3

Personal
Dependent
Work

Medicare

Survey

Display changes to the following information:

O Carrier Identifiers (Billing Number, Account Number)

Display changes to the following benefits:

Naote: To select or deselect more than ene item in a list, hold down the Ctrl key while clicking on the choices.

All

-

All Current Benefits

-—-Medical: Aspirus: IYC Health Plan

---Health Savings Account (HSA): Health Savings Account (HSA)
---Administrative Fee: Administrative Fee

-—-Unifarm Dental: Uniferm Dental

-—-Preventive Dental: Preventive Dental

---Wellness Program: Wellness Program

---Pharmacy: Navitus Pharmacy

Display changes in this order:

Most recent changes atfop ¥

Formatting Options

[ Mask SSN in Report Results

4. Click Run to create the report.
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15.3.2.b. Point in Time

Follow the steps below to view a member’s history as of a point in time. This view allows you to see the members record as of a
specific date. You will use this report if you know the specific date of an event and want to validate coverage was active or

terminated.

1. Selectthe Member History tab within the member record, then select the Point in time radio button.

2. Enter the date from which you would like to see the member's history. Click Next.

Employee History

View in History of Changes
How do you want to view this employee's history?

@ Point in time - view the status of this
employee's record as of a specific date
Select date

06/28/2023

O Timeline -- view a summary of the
changes to this employee's record over
a period of time

Next

3. As of the date entered, you will see the
¢ demographic details
¢ the benefits in which the member is enrolled

¢ any refused or canceled benefits
Select one or more filters on the left side of the page to further filter results.

View in History of Chang Print point in time:
Employee History
. 06/28/2023 =] 4 Add anather date to compare
Demographics
Persons Demographics
Manny Santos
Attribute Groups & Manny Santos
Personal Information
Address
Email Address Information Persanal Information
Phane Numbers Information Full Nama Manny Santos
Student Information Data of Birth 01/01/1980
Emergency Contact Informaten SS5N 2017
Direct Depasit Information Gender Female
Work Information
Custodian Address
Categories Address Type PRIMARY
Survey Details Primary Street 123 Main Street
Medicare Information ciy Test City
Medicare Payer Status State sc
4. Click Add another date to compare to compare two dates side by side.
View in History of Changes Print point in time
Employee History
. 06/28/2023 (=) < Add another date to compare —
Demographics

Persons Demographics

5. Select the second date.

6. Review the side-by-side information. Any differences in the two dates will be highlighted.

15.3.2.c. Timeline

Follow the steps below to view a member’s history as a summary of events on a timeline. This view will show all changes that
occurred on or before the selected date. A timeline report would allow you to see multiple coverage changes that have occurred

over time.
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1. Select the Timeline radio button.

2. Enter the date for which you would like to search and click Next. The report will show all events that have occurred
up until the entered date.

Employee History

View in History of Changes
How do you want to view this employee's history?

O Point in time - view the status of this
employee's record as of a specific date

@® Timeline -- view a summary of the
changes to this employee’s record over
a period of time
Select date

06/28/2023

3. Select a specific item to see more detail.

of Changes | Print imeline

Employee Timeline
View a summary of the fransactions that occurred on or before the selected date
Select date

06/28/2023 =]

JUN

28

Updates to survey details; 15 benefits accepted, 18 benefits declined, 4 benefits not eligible and approved (by UAT_KPRITCHETT_SWI)
JUN

28

Recent changes approved (by UAT KPRITCHETT_SWI)

JUN

28

First recorded event (by BFKPRITCHETT)

15. ETF Specific Information

The following sections apply to ETF Administrators only. Some of these resources have additional access and functionality
available to them as they support all or a subset of employers and members. ETF is the overall administrator for how these
plans work, the system is configured, and escalation point when there is an issue.

15.1. Aggregate Administrator Access

As an ETF Administrator, you may have aggregate access which enables access to multiple sponsors or organizations and their
members. This additional functionality will automatically be accessible depending on your role at log-in.

When an ETF Administrator with aggregate user access logs in, the overall home page looks generally the same, however,
your name will appear at the top instead of a specific group. You can search for a member by either:

e Searching for the sponsor group first, then the member
e Searching for the member across all groups

It is important to pay attention to whether your name or a specific-employer group’s name is showing as
this will help ensure you are accessing My Insurance Benefits with the right level of permissions.
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Welcome back, Betsy Wattie!

‘ Q Search by Name or SSN

To-do list

Viewby: | AllTasks ~

Benefitfocus @ is a registered mark of Benefitfocus.com, Inc.

15.1.1. Specific Sponsor Search
1. To search for a specific sponsor, click on the Sponsor Search button at the far right of the landing page.

Q: vet_f & Betsy Wattie ~
ey

2. Inthe search box, start typing the sponsor group name that you would like to work with. The system will present
matches based on what you are typing. When the correct organization appears, click on the group name. Then click
Go.

CE oo

SWI Bayfield County | 39-6005670
SWI Bayfield School District | 99-0000000

SWI Green Bay Brown County Pro Football

Stadium District | 99-0000000
Go

SwI Village of Bay City | 99-0000000
SWI Village of Whitefish Bay | 99-0000000

SWI Whitefish Bay School District | 99-
0000000

SWI Williams Bay School District | 99-
0000000

SWI Bay-Lake Regional Planning
Commission | 39-1181870

SWI Bay Area Rural Transit Commission
391500844

The ETF Administrator will only see the groups they have access to on their dropdown.

3. The Welcome page now displays the group that the ETF Administrator accessing.
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Welcome, SWI Village of Bay City!

’ Q Search by Name or SSN

From here ETF Administrators can search for a member using Name, SSN, Employer ID, or ETF ID.

4. To access a different sponsor, click the Reset button on the upper right of the screen. The user knows they are at the
main ETF Administrator page because the Welcome page is back to their name rather than a specific employer.

(vetf‘ & Betsy Wattie ~
i Go ‘ ‘ Sponsor Search ‘o

15.1.2. Specific Member Search

1. To search for a member on the initial landing page, you will enter the member Name or SSN in the Search bar and hit
enter.

Welcome back, Betsy Wattie!

‘ Q Search by Name or SSN

To-do list

Viewby: | AllTasks

Benefitfocus @ is a registered mark of Benefitfocus.com, Inc.

2. The system will display all of the members and/or dependents with that name or SSN that are part of the
organization(s).
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Employee Search Results

| Q 2 Active Employees | | O o Terminated Employees ‘ ‘ (O Dependents

Actions™

[J Type Name DOB SSN Sponsor

[0 ©  Waflest4072, adddependents 01/01D : 12.16 Copy of sw|| I
[J ©  Waflest4896, removedependents 01/01D : 1216 Copy of SWI I

3. Select the appropriate member and proceed.

15.2. Retiree Medicare Advantage & Medicare Part D Pharmacy

My Insurance Benefits support both Medicare Advantage and Medicare Part D Pharmacy plans. Members must elect the
Medicare Advantage plan they wish to enroll in, whereas the Medicare Part D Pharmacy plan is automatically enrolled, both
pending CMS approvals. There are two ways for members to be eligible to be enrolled in these programs:

e aqualified life event (QLE), generally tied to aging into eligibility; or
e an Initial Coverage Election Period (ICEP).

Regardless of qualifying reason, the ETF Administrator will be responsible for enrolling the member(s) in their selected
Medicare Advantage plan based on submited enrollment paperwork. Medicare Part D Pharmacy enrollment will occur
automatically. Coverage for either plan is not active until CMS approval is obtained, generally in 7 days or less.

The enrollment in coverage is similar to standard enrollment, below are the steps:
1. The member completes and returns the enrollment paperwork to ETF for processing.
2. The ETF Administrator receives the paperwork and

e Updates Medicare Manager with the correct information;

e Enrolls the member in the selected Medicare Advantage plan;

e Monitors the CMS approval/denial status of the Medicare Advantage and Medicare Part D Pharmacy enrollment and
actions accordingly.

For Medicare Advantage plans, once coverage is elected, it is automatically sent to CMS for review and approval. Until
approval is received, the member will remain in their current coverage without interruption. In the event coverage is denied,
the existing coverage continue as well, uninterrupted. For example, if coverage is:

e Approved by CMS, then current coverage is automatically dropped and the new Medicare Advantage coverage becomes
active.

o Declined by CMS, then the Medicare Advantage election is denied and the current coverage remains in effect. The ETF
Administrator should then

o Review the information entered to look for errors, correct and resubmit; or
o Work with the member to select an alternative plan and resubmit; or
o Work with the member to remain in existing coverage and attempt to reenroll in a future enroliment window.

For Medicare Part D Pharmacy plans, all members are automatically enrolled and automatically sent to CMS for review and
approval. if coverage is:

e Approved by CMS, then Medicare Part D Pharmacy coverage becomes active and the existing pharmacy automatically
ends.

o Declined by CMS, then the Medicare Part D Pharmacy election is denied current pharmacy coverage remains active. The
ETF Administrator should then

o Review the information entered to look for errors, correct and resubmit; or
o  Work with the member to remain in existing coverage and attempt to reenroll in a future enrollment window.
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Approval status is indicated in multiple places within the platform.
Health Benefits and Health Savings Account 2025 # Edit bonalits

Initial Coverage Election Period (MR Admin) | Medicare Advantage: 10/01/2024 - 02728/ 3025 EGWP: 10/01/3024 - 04730/ 2025

Madicars Advantage T Pending CMS approvel Recoplod
Plan IYC Medicare Advantage 2025
Peérsons Covered HR Admin (Subscriber)
Effactive 03/01/2025
Cowveroge Level Individual
Aftributes COBRA Artribute 12: Ratiress and Inactives, Group Number: D0DDDDY, Payrall Attribute 1: Individual, Standard B34 Antribute 05: 05, Standard 834 Attribute 06:

HA, Standard 834 Attribute 07: 07, Standard 834 Attribute 08: send_UPID, Standard 834 Attribute 09: 18, Standard 834 Attribute 15: 0000001-00001, Standard
834 Attribute 15: 0000001-00001-00, Standard 834 Attribute 31: P01, Standard 834 Reporting Category 01 Hame: Payment Source, Standard 834 Reporting
Category 01 Qualifier: 9V, Standard 834 Reporting Categary 01 Valus: NA

If a retiree chooses to remain in their existing Medical and Pharmacy plan when they become Medicare eligible, they will not
see a change to the actual plan they are enrolled into. Instead, the carrier would be notified via the information sent on the
vendor file that the retiree and/or dependent is now eligible for Medicare.

After Medicare information is added, Part D will be elected via an automated process pending CMS. During this time, existing
Pharmacy coverage will remain in place. This automated process would apply to both retirees and dependents.

If Medicare information is not received or entered, 7 days prior to when a person would be eligible for Medicare via age,
placeholder Medicare information will be populated, with the actual Medicare information being added at a later date once
confirmed.

15.3. Aggregate Interactive Reports

As stated about under the Data and Reporting, Interactive Reports section, Interactive Reports is a new reporting feature that
Benefitfocus is enhancing over time, and which will eventually replace the current standard reports. Interactive reporting is
generated in Power Bl which allows for data visualization as well as the ability to filter data to meet specific user needs.

As an ETF Administrator, depending on your role, you may have aggregate access which enables you access to multiple
sponsor groups and members across many organizations. This interactive reporting feature will allow you to report on one or
many groups or employee types using the filtering functionality within the Power Bl report. Given that this technology is
constantly evolving, more detailed information on using the tools, filters, widgets, available reports and known issues can be
found within the Interactive Reporting user guide.

To access Interactive reports, go to Data & Reporting, then Interactive reports and select the report you would like to view.
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Benefitplace

Company: Fresh Foods

Data & Reporting

@ Your reports Favorite Popular Benefit Census
@ Standard reports
Popular Reports

[l Health Insights

Benefit Summary
@ Scheduled reports

Benefit detail
ACA Reporting

Benefit refused / cancellation

= Data exchange o
Employee Participation
Employee census

Dependant census

Terminated employees

Administrative

Payroll and Billing  Transaction History

Includes cost and enrcliment summary infermation for each plan and coverage level
Includes cost and enrollment information for each covered person

Includes enraliment information for persons that refused or canceled coverage
Includes detailed information regarding employee participation

Includes name, address, and date information for all employees

Includes basic information for dependent spouses and/or children; you have the option to sH
turning a particular age between dates that you specify

Includes basic infermation for employees ferminated between dates that you specify

Task List Provides a list of items which requires attention

Active User Accounts Includes details of current active user accounts

15.4. Open Enrollment Manager
The Open Enrollment Manager appears in the HR administrator role at the top of the home page during the open enroliment
(OE) period. The Open Enrollment Manager provides a reminder of tasks to complete before Open Enrollment can end.

Working with My Insurance Benefits, ETF will enable the Open Enrollment Manager to send various email reminders
throughout open enrollment.

The Open Enrollment Progress Widget provides a high-level overview and visual representation of the status of an employer’s
Open Enrollment progress. The widget appears on the right of the HR administrator home page while Open Enrollment is in
progress.

Q ame or SSN ~ Go Open Enrollment progress
Time remaining €
@ n complete Open Enrollment you need to complete all benefit
ns and send them to the carrier(s) 3 9 g ‘I 3 £ ‘I 9
days hours minutes
To-do list
Viewby: | Al Tasks v
Benefits not started O %
Complete
Enroliment period | 2 selecied ~ = Benefit offer | 6 selected ~ ﬂ
| 4 Employees whose enrellment period has passed Refuse All
| 9 Employees with 6 or more days left to enroll Refuse All
Complete
View all employees with benefits not started > 0
Dependent Information i In progress
1 Employee Missing Dependent Verification 4 Not started

The Time remaining counter at the top of the widget is based on the member Open Enrollment end date and the configured
time zone. If there is more than one applicable end date, the time remaining is based on the latest of the end dates. If Open
Enrollment dates are not configured for the member, then time remaining is based on the dates configured for the HR
administrator.

The data displayed and calculated for the Open Enrollment Progress widget is determined by the type of renewal the group is
using. The configuration options are:

e  Passive without review tasks
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e  Passive with review tasks

e  Active or Mixed

Please note, the data is based on all members who are eligible for non-COBRA benefits (regardless of employment status)
and who are within the start and end dates for Open Enrollment (using the earliest start date/latest end open enrollment
dates) for any offers in Open Enrollment. The two configurations are:
1. Show Open Enrollment Progress Data for:
e  All categories

e Only the categories for which HR administrator is enabled. This will restrict to show only the members to which
the administrator has access based on their category

2. Renewal Type:
e  Passive Enrollment without review tasks

e All other enrollment types, i.e. active enrollment, passive enrollment requiring review tasks, or any mix of
passive and active enrollment.

Open enrollment strategies will be determined by ETF and are analyzed on an annual basis. Each employer will be notified
accordingly based on those decisions and applicable communications will be sent. ETF will generally follow the Passive
Enrollment Without Review Tasks strategy for most plans as an active action is not required. Medical Opt-Out and pre-tax
spending accounts (HSA, FSA, etc.) are the exception as a response is required to retain into the next plan year.

The Passive Enrollment without review tasks Renewal Type option should be used for groups utilizing a passive enroliment for
all benefits. Meaning, all members are automatically re-enrolled in the same benefits for Open Enrollment as they have for
the current plan year; it is not required for them to log in to acknowledge or make any changes.

When the Renewal Type is set to Passive Enrollment without review tasks, the widget shows the percent of eligible members
who have logged in during the Open Enrollment period (% Logged In) and the number of members falling into each of the
following statuses:
e Logged in and made changes: Number of members that have logged in during Open Enrollment and have saved a
change to benefit enrollment (edited an offer and saved a change to any data within the offer)

e logged in and did not make changes: Number of members that have logged in during Open Enrollment and have
NOT saved a change to benefit enrollment

e Have not logged in during OE: Number of eligible members that have not logged in during Open Enrollment

Each of the three statuses may be selected to view the list of members within the indicated status.

15.5. Health Statement Approval Manager

Only ETF staff will be able to see and utilize this tool. Life and Income Insurance coverages may require enrollees to submit
evidence of insurability (EOI) statements, in some situations, that includes detailed information about enrollees' health
conditions. This health statement (also known as evidence of insurability) allows the carrier to assess the risk of insuring each
individual and decide whether to provide coverage.

The Health Statement Approval Manager allows you to indicate whether the carrier has approved or declined a members'
coverage requests based on the carrier's insurability determination. There are only two scenarios that would require action:

1. Id

e The communication of the carrier’s approval or denial of coverage is not processed through an automated file, as
such the HR administrator will use the approval/denial of coverage notice (email, report, carrier system look-up)
provided by the carrier and will then update the member’s coverage accordingly, per the steps outlined below.

2. Life Insurance

e The communication of the carrier’s approval or denial of coverage is through an automated file, as such the HR
administrator in general not ever be updating life EOl decisions manually following the process below. However, in
the very rare event that the file fails, there is a decision change and/or there is some other exception, the HR
administrator could update coverage approval/denial with supporting documentation (email, report, carrier
system look-up), per the steps outlined below.
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1. Clickthe Health Statement Approval Manager link within the Additional Tools section.

Additional tools

Document Center »
Find Medicare Eligible »

Health Statement Approval Manager >

2. Use the Status and/or Statement age settings to filter the list of members. You can also use the search bar to locate a

specific individual.

3. Locate the member for whom you want to approve or deny a health statement based on carrier provided decisions.

Health Statement Approval Manager

Search for employees and filter Status Statement age Per page
Q. - Search employees by name or SSN — v Pending v Select A 10 v 1-20f2 =
Employee ~~ Request date Plan request
Brown, Heatnersffm 0410312019 Voluntary Life e
Cook, Sam 04/03/2019 Voluntary Life Actions v
1-20f2
4. Select Approve/Decline from the Actions drop-down box.
Health Statement Approval Manager
Search for employees and filter Status Statement age Per page
Q _ Searchemp s by name or SSN — ~ Pending Lo Select v 0 v 1-20f2
Employee «» Request date Plan request
Brown, Heather 04/03/2018 Voluntary Life | P i
Cook, Sam 04/03/2018 Voluntary Life

Cancel

1-20f2

5. Click Approve request or Decline request based on the carrier's decision.

Health Statement Approval Manager

& Back to health statement approval manager

Approval Required

| Voluntary Life

Subscriber: Brown, Heather
Type: Contributory

Gl Amount: $100000.00
Current Amount: None
Requested Amount: $150,000.00

Approve request Decline request | Skip (neither approve nor decling)

Cancel
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e If approving the request, select the approved coverage amount and benefit effective date within the Approval

Selection window. Then, click Continue.

Approval selection

Benefit Voluntary Life
Approved coverage amount®

$150,000.00 v

Effective Date”

04/03/2019 2

Continue Cancel

e Ifdeclining the request, select the declination reason within the Declination Selection window. Then, click

Continue.

Declination selection

Benefit\oluntary Life

Declination reason®

—Please select-- v

Height/\Weight

AIDS

Cancer
Heart Surgery
Diabetes
Pregnancy

Other

7. Click Save at the bottom of the page.

Health Statement Approval Manager

¢ Back to health statement approval manager

Approval Required

A Voluntary Life

You have declined the request below!

Subscriber: Cook, Sam

Type: Contributory

Gl Amount: $100000.00

Current Amount: Nane

Requested Amount: $150,000.00
Edit Plan
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