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About This Guide


This guide provides you with step-by-step instructions to complete the tasks associated with managing your
employees’ beneﬁts.



It includes information for beneﬁt enrollment, system navigation and shortcuts, setup information and more.



Each section of this guide includes a list of links to speciﬁc topics, such as Adding a New Employee, Viewing
Employee Beneﬁts and so on.



Each topic provides numbered steps and pictures to guide you through the process.

Note: The information and the steps to complete tasks in this guide are based on common scenarios, but your exact
screens and procedures may vary slightly. Some sections of this guide may not apply to you, depending on the settings
established for your group.
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System Navigation & Administration


Managing Your Account Information



Navigating the System



Searching for Employees



Managing Employee Information



Logging Out of the System
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Managing Your Account Information
Depending on how you access the system and preferences set for your group, you may either log directly into
the system or access it from another site via Single Sign-On (SSO). In order to keep our members’ information as
secure as possible, Benefitfocus, the Plan’s eligibility and enrollment vendor, will now disable accounts after 90
days of inactivity. To keep access to eBenefits, you must log in once every 90 days. Accounts will be reviewed
daily and any accounts that have not been accessed in the last 90 days will be disabled.
If you log directly into the system, you may also have options to retrieve your username and reset your password.
Once you are in the system, you may also have access to change your password. This section describes all of these
options.
If you do not have access to your account and need to log in or change your information, please contact your
Account Manager at Benefitfocus.

Logging into the System
The ﬁrst time you log in, you are prompted to change your password by entering your current password and
establishing a new one. Complete the following steps to log in to the system.

1.

Enter your Username and Password.

2.

Select the Log In button or press Enter on your keyboard.
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Resetting Your Password
Depending on settings established for your group, you may be able to reset your password if you forget it. You will
be required to enter key information, including secret question/answers, email address, and full name, to reset your
password. Perform these steps to reset your password.
1.

Select the Can’t access your account link to begin the account retrieval process.

2.

Select I have a problem with my password and select Next

3.

Enter the username into the corresponding ﬁeld:

4.

Complete the Security check ﬁeld by checking the I’m not a robot box, then select Next.

5.

Enter the answers to your secret questions. (Note: if your account has not been established with secret
questions, you will be required to choose 3-5 questions and provide answers here.)

6.

Check your email for the veriﬁcation code.

7.

Enter the veriﬁcation code from your email into the text box, then select Next.

8.

Enter your new password and conﬁrm it.

You will be taken to the Home page when you have created the new password.

Retrieving Your Username
Depending on settings established for your group, you may be able to retrieve your username. You will be required
to enter key information, including secret question/answers, email address, and full name, to retrieve your
username. Perform these steps to reset your password. To retrieve and conﬁrm your account username, an email
will be sent to the email address associated with your account.
1.

Select the Can’t access your account link to begin the account retrieval process.

2.

Select I forgot my username.

3.

Select the Benefits Administrator radio button and select Next

4.

Enter the following required information into the corresponding ﬁelds:


Last Name



Work Email

5.

Complete the Security check ﬁeld by checking the I’m not a robot box, then select Next.

6.

Check your email account on ﬁle for your username.

7.

Select the Back to Login button to return to the login page to enter your username and password.

Changing Your Password
Once you have logged into the system, you may have the ability to change your password. Your administrator
password is considered personal and conﬁdential. Complete the following steps to change your password.
1.

Select the My Proﬁle link listed under your name in the top navigation bar.

2.

Enter your Current Password.

3.

Create a new password using the following:
Note: Your password must:



Contain 8- 15 characters (special characters are permitted but not required)



Contain at least one capital letter



Contain at least one lower case letter



Contain at least one number
Note: Your password cannot:



Be the same as your old password



Have more than two of the same characters in a row



Contain your Username

4.

Enter your New Password in the New Password ﬁeld and conﬁrm your New Password in the Conﬁrm
New Password ﬁeld.

5.

Choose your Secret Questions and answers. Note: the number of secret questions/answers
will be established for your group.

Select Save.

Navigating the System
You can easily ﬁnd the information you are looking for by selecting navigation elements on the Home page. The
following is a list of some of the navigation elements you may access from the Home page:


Manage processes related to one or more employees (To‐Do List)



Navigate to screens related to other system functions, such as reports, videos, user guides and more
(Navigation Tabs)



Search for employees (Search bar/Employees tab)



Create reports (Data & Reporting tab)



Manage notes and customized information to display to employees in the Member role (Content
Manager tab)



Compose messages to employees (Messages tab)

Managing the To-Do List
*Note – depending on the settings for your Employing Unit you may see different options than what is presented in
the screen shots below
Use the To‐Do List to keep track of employee activity. You can ﬁlter the categories of employees that display in your
To‐Do List. Note: For very large employer groups, no tasks will display by default. You will need to select an option
from the View by drop- down box to display all tasks or speciﬁc categories of employees.

The To‐Do List has diﬀerent types of data related to your employees, such as items that need to be approved,
incomplete information and beneﬁt elections that have not been started. These items are separated into sections
(including current beneﬁts, open enrollment beneﬁts, work related information, personal data and so on). The
number in front of each link indicates how many employees need attention. When you select a link, you are taken
to the list of associated employees for that item.

If you have access to Group Settings – Group approval preferences, you can select the types of information that you
can see in your To-Do List. Please see Updating To-Do List Approval Preferences for more information.

Viewing Beneﬁt Enrollment
You can see how many employees are enrolled in beneﬁts by looking at the charts at the bottom of the Home page
in the Beneﬁt Participation section. You can select the plan year and the beneﬁt type from the drop- down boxes
above the chart. When you hover over the chart, you will see the number of employees enrolled in the beneﬁt
plan:

When you click on the chart, you will see the list of employees enrolled in that plan if under 1,000 enrollees:

If there are more than 1,000 employees, you will receive 3 options from which you may choose:

Exporting Beneﬁt Participation Information
From the Home page, you can download a ﬁle that shows you the details of the beneﬁt participation chart.
1.

Select the Home tab and scroll down to the chart in the Beneﬁt Participation section of the page.

2.

Select the Export button below the chart. The ﬁle will save to the Downloads folder on your computer
in .csv format.

3.

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 employees who have selected the
plan.

Comparing Beneﬁt Plan Counts Across Plan Years
Please note: This feature enhancement requires conﬁguration by a Benefitfocus Account Manager. The Beneﬁt
Participation widget includes the option to compare enrollment counts across plan years. To do so, select the
Add another to compare button, and then select an additional plan year. As a result, the Beneﬁt Participation
widget displays two employee counts for each plan: one for the initial plan year selected and another for the
second plan year selected.

Using Navigation Tabs
The Navigation Bar on the left portion of the screen includes tabs that allow you to dive deeper into the system.
Your access to certain tabs may vary depending on your account permissions. These navigation elements display
on every tab within the system, allowing you quick access to information without having to perform extensive
searches to ﬁnd it.

Searching for Employees
You can search for employees by entering a name or Social Security number in the search bar in the top, right
corner of any screen or above the To-Do List on the Home page. You can add additional criteria for a more complex
search by selecting the Employees tab in the Navigation Bar.
Complete the following steps to perform a simple search:
1. Enter the ﬁrst few characters or the full criteria in the search ﬁeld (example: smi or smith for a Name
Search). The search is not case sensitive.

2.

Select Go or press Enter. The Employee Search Results page provides you with a list of employees
who meet the criteria entered into the search ﬁeld.

3.

To open a record, select the employee’s name from the list.

Note: If the system ﬁnds an exact match when you search by last name or Social Security number
(SSN), you are taken directly to the employee’s Overview tab.
4.

You can also see other items by selecting the Actions icon next to the employee’s SSN:

Managing Employee Information
Once you have opened an employee’s record, you can perform several actions by selecting the Manage Employee
drop-down box. Note: Some of these options many not be available to you, depending on settings established for
your group.

Logging Out of the System
Logging out of the system properly and securely ends your session. Select Logout at the top right of any screen to
end your session and return to the Login screen.

Employee Records


Adding Employees



Managing Dependents and Beneﬁciaries



Creating Login Credentials for Employees



Updating the Employee Proﬁle



Updating Employee Salary Information



Managing Medicare Information



Completing Missing Information



Viewing Carrier Change Notiﬁcations



Viewing Employees in the Member Role


Adding Employees
Adding a New Employee
Complete the following steps to add a new employee; enter basic demographic; work and beneﬁt information.
Note* only those employing units who do not submit a payroll file to Benefitfocus should manually add members
in the platform.

1.

Select the Employees tab from the Navigation Bar

2.

Select the Add a new employee button.

3.

Complete the Personal Information section by entering the employee data in the required ﬁelds
(identiﬁed with an asterisk).

4.

Enter Login ID/Password information. Click on the Login ID ﬁeld so that the employee’s Login ID
generates automatically. Alternatively, you may enter a chosen Login ID along with a password.
Note: If your group is using the Account Creation process, the Login Enablement ﬁelds will be prepopulated to indicate that employees can create their own login accounts.

5.

Select the applicable Save button to continue.

Importing Employees and Dependents
In addition to entering new hires through the Add New Employee screen, you can easily import census data from
multiple members using an Excel Spreadsheet or CommaSeparated Value (CSV) ﬁle, eliminating the need to add
members to the system one at a time. The spreadsheet can be in any format, and the columns of data can be set
up in any order.
Note* only those employing units who do not submit a payroll file to Benefitfocus should manually import
members in the platform.
You can import data for employees or for their dependents. You must have access to the Group Setup link within
the Group Settings tab, and your group must be set up to allow member data to be imported. Complete the
following steps to use the Import Tool.
1.

2.

Access the tool:


Select the Group Settings tab from the Navigation Bar.



Select the Setup link.



Select Import Employees or Import Dependents (under the Members heading) from the Users tab.

Load the ﬁle:


Select the Browse button to choose a ﬁle to import.



Select the ﬁle you want to import and select Open.



(Optional) If your spreadsheet has headers, select the First row contains column headers checkbox to
display the headers in the preview.



Select the Load File button to display the parameters for the column labels.

3.

4.

Map the data:


Map the column names in the Column Label drop- down boxes with the sample import data from the
ﬁle.



Select the Preview Import button in the bottom, right-hand corner of the screen.

Resolve errors and complete the import:


Check for errors and duplicate data. Shaded information indicates problems with the ﬁle, which are
explained in the Errors column.



Select the Import button to submit the data to be loaded into the system.



Select the Scheduled Processes link to check the status of the import. If there are no errors, the
member data imports into the system.

Managing Dependents and Beneﬁciaries
You can manage dependent and beneﬁciary information for employees on the Dependents/Beneﬁciaries tab. If the
beneﬁts for which an employee is eligible do not include beneﬁciaries, then the page will only show dependent
information. Similarly, if the employee has no dependents but beneﬁts include beneﬁciaries, only beneﬁciary
information will display on the page.
Note* only those employing units who do not submit a payroll file to Benefitfocus should manually edit
dependents in the platform.

Adding Dependent Information to the System
There are multiple ways to add dependents to the system. Note: Depending on settings established for your
group, you may be able to quickly add dependents via the employee’s Dependents/Beneﬁciaries tab as described
below. Otherwise, you will need to add dependents by editing the employee’s beneﬁt elections from the
employee’s Beneﬁt Details tab.
1.

Search for and select an employee.

2.

Select Add New Dependent from the Manage Employee drop-down, or open an existing employee record
and select the Add dependent button on the Dependents/Beneﬁciaries tab.

3.

Add the demographic information for the dependent. Required ﬁelds are indicated with an asterisk (*).
Special note for SSN – any dependent over the age of 6 months must have a valid unique SSN.

4.

Select Save.

You are returned to the Dependents/Beneﬁciaries screen. Dependents who are covered for beneﬁts are
displayed with a green checkmark.

Updating Dependent Information
If you need to update a dependent’s demographic information, follow these steps:
1.

Search for and select an employee.

2.

Select the Dependents/Beneﬁciaries tab.

3.

Select the View Details button.

4.

Select the Edit icon.

5.

Update the information for the dependent’s record.

6.

Select Save.

Adding Dependents to an Employee’s Beneﬁt Coverage
In addition to adding/updating a dependent’s demographic information, you can also add and remove dependents
to the employee’s beneﬁt coverage if the dependent experiences a Qualifying Life Event (QLE). Section 125 of the
Internal Revenue Code (IRS) provides guidelines for allowed QLE status change. All dependents and QLEs must
have valid documentation uploaded.
In the example below, we are adding a dependent to an employee’s medical beneﬁts due to the QLE Adoption.
Note * SHP recommends that employees use the eBenefits platform to make changes for their own records. This
allows them to enter the QLE status change reason and upload all applicable documents at the same time.
1.

Search for and select an employee.

2.

Select the Beneﬁt details tab.

3.

Select the Edit button for the beneﬁt.

4.

Select the Edit due to Change Reason

5.

Select the applicable change reason, or QLE that allows the member to add the dependent.

6.

Select Next

7.

Complete the Do you wish to continue with this change and date fields as applicable, then click Next

8.

Select the edit button next to Coverage Level and select the applicable coverage level and select Next.

9.

Select the appropriate coverage level.

10. You will be prompted to enter the dependent’s information

11. You will see a green checkmark next to all of the people covered on the beneﬁt plan.

12. Select Next.

13. Continue with the enrollment process. For example, answer Medicare and additional insurance questions
for the dependent, if applicable.
14. Review the beneﬁt information and select Next.

15. All newly added dependents will get a task for verification. Members will need to upload the
document(s) to verify their QLE and dependents directly into eBenefits document center.

Click here to access the list of accepted documentation.
Click here for step-by-step instructions for the document center.
Adding a New Beneﬁciary
There are multiple ways to add beneﬁciaries to the system. If at least one beneﬁciary has already been added to
beneﬁts, you can add more by following the procedure below. If no beneﬁciaries have been added to beneﬁts,
you must do so by selecting the Beneﬁt details tab and editing the applicable beneﬁt to include beneﬁciaries.
1.

Select Add New Beneﬁciary from the Manage Employee drop-down or open an existing employee
record and select the Add beneﬁciary button on the Dependents/Beneﬁciaries tab.

2.

Determine the type of beneﬁciary you want to add from the drop- down box. In this example,
we are adding an organization.

3.

Enter the information for the beneﬁciary. Required ﬁelds are indicated with an asterisk (*).

4.

Select Save.

Updating Existing Beneﬁciary Information
Existing beneﬁciaries display on the Dependents/Beneﬁciaries tab when beneﬁciaries are added to beneﬁts. You
can update demographic information by following these steps:
1.

Search for and select an employee.

2.

Select the Dependents/Beneﬁciaries tab.

3.

Select the View Details button for the beneﬁciary.

4.

Select the Edit icon.

5.

Update the information and select Save.

Creating Login Credentials for Employees
There are multiple ways employees can log into the system to enroll in their beneﬁts, depending on your group’s
policies. The most common approach is for employees to Single Sign-On (SSO) from an existing portal to the
eBenefits system so that they do not have to maintain multiple passwords and log into two systems. With SSO, you
will not manage the employee’s login information.
Alternately, if employees are not using SSO to log in from a portal, you can manage their login information. You
can manually enter the employee username and password, or you can allow employees to create a login account
so that they may log directly into the eBenefits system.

Entering the Employee Username and Password
1.

Follow the Adding a New Employee steps in the above procedure.

2.

Select Create a login account for this person from the Login Enablement drop- down box in the Login
Information section.

3.

Click or tab to the Login ID ﬁeld to automatically create a login ID for the employee


4.

Enter and conﬁrm a Password




5.

The Login ID must be between 6 and 50 alphanumeric characters

The Password Must Contain:
o

8 – 15 characters

o

At least 1 number

o

At least 1 upper and 1 lower case letter

The Password Cannot Contain:
o

More than 2 of the same characters in a row

o

The login ID

Select Save. Employees must change their password the ﬁrst time they log in to the system using the
credentials you create for them.

Allowing Employees to Create an Account
1.

Follow the Adding a New Employee steps in the above procedure. The Login Enablement ﬁelds will be
pre-populated to indicate that employees can create their own login accounts.

2.

Select Save. Employees can select the Create an Account link on the login page.

Updating Employee Login ID or Password
When an employee attempts to log in numerous times but is unsuccessful, he or she will be locked out of
the system for a deﬁned period of time. Once the lockout period has passed, the employee can log in to the
system using his or her existing username and password. If a user is locked out of his or her account a
number of times consecutively, then the user’s account is disabled.
You can unlock the account by updating the employee’s Login ID and/or Password to allow an employee access
to the system. Complete the following steps to update an Employee Login ID or Password.
1.

Search for and select an employee.

2.

Select Update Login Information from the Manage Employee drop-down

3.

Create a new employee Login ID and/or Password.

4.

Select the Allow this member to login checkbox.

5.

Select Save Login ID and Password.

Updating the Employee Proﬁle
The Proﬁle consists of the employee’s personal and work demographic information. You can edit this information
based on your permission settings.
Note* only those employing units who do not submit a payroll file to Benefitfocus should manually update the
employee profile in the platform.

Updating an Employee’s Demographic Information
To make changes to an employee’s information, follow these steps:
1.

Search for and select an employee.

2.

Select the edit icon next to the Employee Proﬁle.

3.

Complete or make changes to the information in the Personal section (required ﬁelds are indicated with
an asterisk (*).

4.

Enter a date in the Effective Date of Change ﬁeld.

5.

Select Save at the bottom of the screen.

Note: You cannot edit an employee’s SSN once it has been saved in the system. To change an employee’s SSN
please contact your Account Manager.

Updating an Employee’s Work Information
Work Information includes: Hire Date, Adjusted Service Date, Earning/Salary, Categories (if applicable), and Work
Contact Information. Any changes you make on the Work Information tab will trigger an item on the To‐Do List to be
approved. Complete the following steps to edit an employee’s Work Information:
Note* only those employing units who do not submit a payroll file to Benefitfocus should manually update the
employee profile in the platform.
1.

Search for and select an employee.

2.

Select the edit icon next to the Employee Proﬁle.

3.

Scroll down to Work Information section.

4.

Enter information in the required ﬁelds (required ﬁelds are indicated with an asterisk (*) or make
changes to the existing information. Note – Non-working field should only be checked for 12 month RIF
(Reduction in Force) or LOA (Leave of Absence) or LWOP (Leave Without Pay) employees. Retired
should only be checked for those members that are retirees.

5.

Select Save.

Managing Medicare Information
Depending on settings established for your group, you can see who is eligible for Medicare by accessing a link in the
Additional Tools box on the Home page. If you don’t see this link, you can still add or review Medicare information
for each employee by selecting Manage Medicare from the Manage Employee drop- down box on the Home page.

Finding Medicare- Eligible Employees
1.

Select the Find Medicare Eligible link from the Additional Tools box on the Home page. Employees who are
eligible for Medicare, based on their age, display in the list.

2.

Select the employee to manage Medicare information. Proceed with the procedure below to add a
Medicare policy.

Managing Medicare Information for Employees
Select Manage Medicare from the Manage Employees drop-down box.

1.

Select the Add Policy button for the applicable member.

2.

Enter the applicable Medicare policy information.

3.

Select Add. A Summary screen displays so that you can edit information before saving it.
Depending on settings established for your group, you may also be asked if the employee is
currently working.

4.

Select Save when you have completed Medicare information.

Completing Missing Information
The Home tab shows employees that have incomplete sections under the To-Do list, view by All Tasks.

This will give you several sections, Current Benefits, Open Enrollment Benefits (if applicable), Benefits not
started and Dependent Information. Please note your options may be different depending on your permissions
and your employing unit’s set up.

Some of the more common types of incomplete information:
Beneﬁt elections that have not been started/completed
Missing addresses on the Proﬁle
Missing pay period information
Missing salary information for salary- based beneﬁts
Invalid data

You must complete the information to remove employees from the list. To complete missing information:
1.

Ensure that All Tasks is selected in the View by drop- down box on the Home page.

2.

Select the Employees and/or Dependents with Invalid Data link.

3.

Select the employee from the list.

4.
5.

Select the Start button from the Sections To Be Completed box to complete the missing information. In
the example below, we are completing missing address information.
Enter the required information and select Save.

Viewing Carrier Change Notifications
The Carrier Changes Need Review column indicates that a carrier representative made a change. This information
is for your review and does not trigger any electronic transmission of data to the carrier.
1.

1.

View employees who have changes.


Select the Home tab and select the Carrier Changes Need to be Reviewed link.



Review updates to either personal information or beneﬁt elections for any employee that has an
icon in the Carrier Changes Need Review column.



Select the employee’s name to open the record.

View the Carrier Changes to be Reviewed section


(Optional) Select the edit icon and select the View Change button to review the employee’s
History of Changes report. This report will display the information that the carrier updated.



Select the edit icon and select the Remove Task button to remove the notification from your To-Do
List.

Viewing Employees in the Member Role
If your group and your account permissions are established to view employees in the Member role, you can see
the system exactly as your employees view it.
1. Search for and select an employee.
2. Select View in Member Role from the Manage Employee dropdown.

3. The Member role opens in a new window:

4. When you log out of the Member role, you receive notification that you are returning to the Beneﬁts
Administrator role:

Employee Approvals
 Approving Employee Data
 Mass Approving Employee Data


Approving Employee Data
All changes that need approval must be completed before the data is sent to the insurance carrier. You can
approve tasks individually or use the Mass Approve/Mass Refuse feature. Enrollment and termination rules
are governed by North Carolina General Statute 135 Article B and Section125 of the IRS code. This is to protect
members and provide consistency in administering the State Health Plan. Employees must upload documents
into eBenefits or provide supporting documentation to their Health Benefits Representative to verify the
qualifying life event in accordance to State Health Plan policy within 30 days of the QLE or 60 days of
becoming entitled to or losing eligibility for Medicaid or the Children’s Health Insurance Program (CHIP).
You will see an error message if there is an attempt to make a change that doesn’t meet the above conditions
and must take alternate action, such as correcting a miskeyed date, to process the election.
Your group determines the items that display for your approval in your To‐Do List. You may manage them (depending
on your permissions) by selecting the Group Settings tab in the Navigation Bar and selecting the Group Approval
Preferences link. (See the Group Settings section in this document for more information).
Complete the following steps to approve individual tasks:
1. View employees who have sections to be approved:


Select the Home tab.



Select the link for the item you want to approve.

2. Select an employee name to open the employee’s record to review and approve changes.

3. View the To-Do List for the employees. The Overview tab lists each section that needs approval.

5. Select the
icon to view the History of Changes report to see the speciﬁc changes to an item
before approval. In the example below the Dependent gains Medicaid QLE was used, so the member
would be responsible for uploading the documentation showing the Medicaid effective date for the
dependent. Note: Confirm that the employee has loaded valid QLE and dependent (if applicable)
supporting documentation into eBenefits.

6. Approve the section.



Select the
icon to individually approve a task.
Select the Approve All button to approve all changes.

Mass Approving Employee Data
The State Health Plan strongly recommends that the option for mass approval is not used, as most events
will require documentation review to allow any changes. Note: This option is only available if established
for your group by a Systems Administrator. Complete the following steps to mass approve or mass refuse
items in the To-Do List:
1. View employees who have sections to be approved:
 Select the Home tab.



2.

In the To-Do List, select the Approve All or Refuse All button for a task.

Select the employees you want to update. All employees are selected by default. You can:
 Deselect individual employees by selecting the corresponding checkboxes.
 Select the All Employees link to select all checkboxes.
 Select the No Employees link to deselect all checkboxes.

3.

Select Next.

4.

Select the Save and Return Home button. You are returned to the Home page.

5.

Check the status of the job at the top of the To-Do List.

Messaging


Sending Email and Text Messages to Employees



Managing Secure Messages

Sending Email and Text Messages
There are six types of messages that you can send to employees:


Open Enrollment – The system sends a confirmation email to all employees who complete their Open
Enrollment beneﬁt elections after they receive the confirmation message in the Member role. Note: The
employee must accept or refuse all beneﬁts and must have a valid email address on ﬁle within
eBenefits.



Initial Enrollment – The system sends a confirmation email to employees who complete enrollment in all
beneﬁts after they receive the confirmation message in the Member role during the Initial Enrollment
(New Hire) period. Note: The employee must accept or refuse all beneﬁts and must have a valid email
address on ﬁle within eBenefits.



Beneﬁt Update – The system sends an email to an employee who accesses or changes beneﬁts and saves
information in the Member role after Initial Enrollment or Open Enrollment.



Personal Information – If employees are permitted to make changes to demographic information in the
Member role, the system sends an email to employees after they save any updates.



Custom Scheduled Message – The system can send a custom email to all employees or categories of
employees.



Custom Event-Based Message – The system can send a custom email to all employees or certain sets of
employees based on events, such as:
o

The start or end of a beneﬁt enrollment period (such as Open Enrollment or Initial Enrollment)

o

Employees who have not completed required information, such as personal data, beneﬁt
enrollment or a health statement

o

Employees who have a dependent who is newly eligible to log in to the system

o

Dependents that are newly eligible to login to the system

o

Before an employee’s or dependent’s birthday

o

Based on a qualifying life event, such as adoption, marriage, etc.

o

Based on enrollment in a particular beneﬁt type (medical, dental, life, etc.) and/or beneﬁt
plan (PPO, HDHP, etc.)

Creating an Email Message to Send to Employees
Perform the following steps to send scheduled email messages to employees:
1.

Select the Messages tab in the Navigation Bar.

2.

Select Scheduled messages in the Messages list.

3.

Select the type of message you want to send; in this example we are showing how to send a custom
message, which is not based on any enrollment period or any event.

4.

Enter the email details:
a.

Select the Enable checkbox to activate the message. Note: Any messages that are not enabled will
not be sent to employees.

b.

Select the recipients in the Send messages to drop- down box. Messages can be sent to all
employees, categories of employees (if they are set up for your group, such as location,
classification, etc.), speciﬁc employee IDs or speciﬁc employee SSNs.

c.

Select the type of email address to identify employees (work email, personal email, both, or
either depending on which one is available)

d.

Enter a valid email address.

e.

Enter an email subject.

f.

Enter the body of the email. Format the font, color, hyperlinks, etc., using the toolbar at the top of the
message box

5.

g.

(Optional) Enter an email footer. Text will display below the "Body" and below links to the
"Login" and "Beneﬁt Summary Report" if enabled. HTML is required for text formatting. The
footer should include the closing and signature.

h.

(If applicable) Attach a ﬁle to be sent in the email. The Message Center supports up to 14
diﬀerent types of ﬁles, including Microsoft Word documents, Excel spreadsheets and
compressed .zip ﬁles.

i.

(Optional) Include a link to the login page. When selected, a hyperlink link to the login page will be
added below the text of the email so that employees can easily access the system to make any
necessary updates to their information.

j.

(If applicable) Enter the date you want the email to be sent (Delivery Date)

k.

(If applicable) Enter the delivery time.

l.

(Optional) Select the Preview Email button to see what the message looks like before you send it.

Select Save when you have completed all options to send the email on the designated date.

Sending Messages to One or More Employees from Search Results
You may want to notify employees of speciﬁc information based on results you gather from your To-Do List. For
example, if you have employees that have incomplete data, you may need to contact all of them at once to notify
them that they should update their information or send you their missing information.
Note: You can also send an individual message to an employee by selecting Send Message from the Actions button
in the Search Results list or by selecting Send Message from the Manage Employee drop-down box when you open an
employee’s record.
Here’s an example of how to send a message to employees who have not started the beneﬁt enrollment process:
1.

Select a task from your To-Do List. In this example, we are selecting the Beneﬁts Not Started task.

2.

Select the checkbox below the Actions button to select all employees in the list. You can then deselect
individual employees if you don’t want to send a message to them. In this example, we are going to send
a message to all employees who have not started their beneﬁts yet.

3.

Select Send Message from the Actions drop-down.

4.

Enter the email criteria:
a.

Select the type of email address to identify employees (work email, personal email, both, or
either depending on which one is available)

b.

Enter a valid From email address.

c.

Enter an email subject.

d.

Enter the body of the email. Format the font, color, hyperlinks, etc., using the toolbar at the top of
the message box.

e.

(Optional) Enter an email footer. Text will display below the "Body" and below links to the
"Login" and "Beneﬁt Summary Report" if enabled. HTML is required for text formatting. The
footer should include the closing and signature.

f.

(If applicable) Attach a ﬁle to be sent in the email. The Message Center supports up to 14
diﬀerent types of ﬁles, including Microsoft Word documents, Excel spreadsheets and
compressed .zip ﬁles.

g.

(Optional) Include a link to the login page. When selected, a hyperlink to the login page will be
added below the text of the email so that employees can easily access the system to make any
necessary updates to their information. You can determine the description of the login link if you
select this option.

h.

Determine the Delivery Schedule. You can send the message immediately or enter a future date
and time you want the email to be sent.

i.

(If applicable) Enter text message information in the SMS Text Message box. Note: this option
may not be available; standard text fees apply.

j.

(Optional) Select the Preview Email button to see what the message looks like before you send it.

5.

Select Send. You are returned to the Search Results List; a green banner displays at the top of the page,
notifying you that the message has been sent successfully. *Note if an invalid address is entered for the
employee you will not be notified of the returned email.

Managing Secure Messages
Note: The Secure Messaging feature is only available if established for your group by a Systems Administrator.
The Secure Message Center provides a secure method of communication. You can view current, sent and deleted
messages, or compose and print messages from the Secure Message Center.
You have the option to receive an email notification each time an insurance carrier representative or Systems
Administrator sends you a secure message.
Note: Your email address must be on ﬁle within the system; one email message is sent per secure
message created.

Sending a Secure Message
1.

Select the Messages tab in the Navigation Bar.

2.

Select Secure messages in the Messages list to display the Secure Messaging Center.

3.

Select the Compose Message tab from the Secure Messaging Center.

4.

Enter a Subject and a Message.

5.

(Optional) Attach a ﬁle from your computer by selecting the Browse button to search and upload a ﬁle.

6.

Select Send.

Beneﬁt Elections
 Viewing Employee Beneﬁts
 Adding a Medical Election
 Managing Employee Life Events
 Electing Beneﬁts in Multiple Periods
 Validating Dependent Eligibility

Viewing Employee Beneﬁts
The Beneﬁts Snapshot on the employee’s Overview tab shows basic information for each beneﬁt for which the
employee 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.

You can select a beneﬁt in the Snapshot section to jump to the Beneﬁt details tab and see more information:

Viewing Beneﬁt Eligibility
In addition to reviewing the beneﬁts an employee is currently enrolled in, you can see which beneﬁts an employee
is eligible for using the Beneﬁt Eligibility.
1.

Search for and select an employee.

2.

Select the Beneﬁt Eligibility link to see the beneﬁts available to the employee. Please note, your screen may
appear differently depending on the types of benefits your employing unit offers:

3.

Select a beneﬁt type under the Benefits details or Benefits snapshot to display more information. In this
example, we are selecting Medical:

4.

Review the available plans for the employee. The plan selected for the employee shows “Current Beneﬁt”
in green as well as the current coverage level and cost:

5.

Select the View plan details link to display more information about any plan:

Enrolling Employees in Beneﬁts
Electing beneﬁts for an employee consists of a series of steps. The types of information that you will enter may
vary depending on the employee, the type of beneﬁt and settings established for your group. Note: Employees
must select their own benefits via eBenefits. HBRs are only permitted to assist the employee when needed.

Adding a Medical Election
This example shows a typical election where the employee has a choice of two medical plans. There are a number of
other factors that can be included in beneﬁt election, such as surveys (tobacco usage, for example) and Primary Care
Provider (PCP) information.
1.

Search for and select an employee.

2.

Select the Start button for the beneﬁt in the Sections to be Completed box, or select the Beneﬁt details
tab and select the Start button.

3.

Select the beneﬁt plan (If applicable).

4.

Select the coverage level. In this case we are selecting Employee Only; other coverage levels, such as
Employee and Family, require that you add dependents.

5.

Select PCP, if applicable

6.

Read the note on Tobacco Attestation, then click Next

7.

Determine if the employee or dependents are enrolled in Medicare. If so, you will be asked to enter the
Medicare details.

8.

Determine if the employee or dependents are enrolled in Additional Insurance policies. If so, you will be
asked to enter the details for the policy.

9.

Review all of the information you entered for the employee and select Save.

Managing Employee Qualifying Life Events
Life Events encompass reasons such as marriage, birth, divorce, etc., which require a beneﬁt change outside of the
employee’s Initial enrollment period or Open Enrollment. Depending on rules established by the insurance carrier,
you may be able to add the employee and/or dependents, drop the employee and/or dependents, or in some
cases, perform both actions, depending on the life event. The examples below show sample scenarios for adding
and dropping dependents.

Adding a Dependent
Dependents that are eligible for coverage include the following:


Legal spouse



A child under age 26 including natural, legally adopted, foster, children for which the employee is legal
guardianship, and stepchildren of the employee



This includes coverage for such children (described above) who are covered by the Plan when they turn age
26 to the extent that they are physically or mentally incapacitated on the date that they turn age 26. A
child is physically or mentally incapacitated if they are incapable of earning a living due to a mental or
physical condition. Coverage continues for such children as long as the incapacity exists or the date
coverage would otherwise end, whichever is earlier – Coverage Request for Incapacitated Dependent

Note: Please remember that when employees add dependents to their benefit plan, they are asked to provide
documentation of dependent eligibility under the State Health Plan - Click here to access the list of accepted
documentation
Complete the following steps to enroll a dependent due to a life event:
1.

Search for and select an employee.

2.

Select the Edit icon for the corresponding beneﬁt on the employee’s Beneﬁt details tab.

3.

Select the Edit due to Change Reason button.

4. Select the change reason from the drop- down box and select Next. In this example, we are adding a child
due to birth.

5. Enter the required dates for the change and select Next.
Note: A diﬀerent rule may be applied for an initial acceptance of a beneﬁt as opposed to a simple change to
the policy. For example, if an employee uses a divorce event to accept coverage, the system may apply a
date of event rule; alternatively, if the divorce event is used to add a child to existing coverage, the child may
be added using the ﬁrst of the following month date rule.

6.

Continue with the beneﬁt elections:
a. Select or update the beneﬁt plan (if applicable).

b. Ensure the coverage level is suitable.

c. Add or update dependent information.
d. Continue with the enrollment ﬂow by answering all required questions.
7.

Review your selections and select Save.

Dropping a Dependent
Complete the following steps to drop a dependent due to a life event:
1.

Search for and select the employee.

2.

Select the Edit icon for the corresponding beneﬁt on the employee’s Beneﬁts tab.

3.

Select the Edit due to Change Reason button.

4.

Select the change reason from the drop- down box and select Next. In this example, we are dropping
a spouse due to a divorce.

5.

Enter the required dates for the change and select Next.
Note: A diﬀerent rule may be applied for an initial acceptance of a beneﬁt as opposed to a simple
change to the policy. For example, if an employee uses a divorce event to accept coverage, the
system may apply a date of event rule; alternatively, if the divorce event is used to add a child to
existing coverage, the child may be added using the ﬁrst of the following month date rule.

Note: Review the Coverage Level and Persons Covered sections. If you are dropping a dependent, you
may need to change the coverage level to align with the employee’s new coverage. In this case, we are
dropping spouse due to divorce
6.

Select the Edit button next to the Persons Covered section.

7.

Select the Cancel Coverage button for the spouse.

Note: Because some coverage levels, such as Employee and Family, have speciﬁc rules for the
number of dependents on the policy, a message will display to notify you if dropping
dependents breaks the rules of the coverage level. In this case, in order to continue, you will
be required to change the coverage level.
a.

Select the Edit button next to the Coverage Level section.

b.

Update the coverage level. In this case, we are changing it to Employee Only.

c.

Select Next. Continue making any other applicable changes to the employee’s
election.

8.

Select Save.

Electing Beneﬁts in Multiple Periods
The Cross-‐‐Participation Period Wizard helps you process beneﬁts if the employee’s elections will span beneﬁt
periods. For example, an employee may be in a New Hire period at the same time as your group’s Open
Enrollment period. Criteria for the wizard include:
 A new hire is added to the current beneﬁt period when a future beneﬁt period exists.


The employee effective date occurs prior to the future beneﬁt period effective date.



The plan in the current beneﬁt period is also available in the future beneﬁt period.



The plan coverage levels are the same in both beneﬁt periods.



The member is enabled for the same beneﬁts in both beneﬁt periods. 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 as those enabled for the old category.

If all of the above are true, then the system will guide you to apply the same beneﬁt elections to the upcoming
beneﬁt year:
1.

Elect beneﬁts for the employee as described in any of the above Adding Beneﬁts procedures.

2.

After entering the Effective Date, you may be asked if you want to enroll the employee in next
year’s beneﬁts.

3.

If you select to save the beneﬁts and apply the same elections to the future beneﬁt period, the system
copies the elections from the current year to the future year. You receive a confirmation message
informing you that your elections have been successfully applied. If you select not to save the changes,
you receive a message indicating you may need to make changes to the next year’s beneﬁts.

Validating Dependent Eligibility
You can edit dependent information such as personal and address information on the employee’s Dependents tab.
Dependents can be set up per their corresponding type (child, legal spouse, disabled child and so on) for each
beneﬁt.
You can track that you have received dependent information by selecting the Dependent Verification checkbox on the
Dependents tab. Check out this video (video is a demonstration with no sound) which demonstrates how HBRs
review submitted documents in eBenefits.
Complete the following steps to access the Verification Information.
1.

Search for and select an employee.

2.

Select the Dependent’s tab.

3.

Select the Edit button for the dependent.

4.

Select Save to return to the Dependents tab. The dependent will default to Not Verified Status.

5.

After the dependents documentation has been reviewed and approved you will flip the radio button on
Verify this person for all benefits? from No to Yes

Open Enrollment


Managing Open Enrollment



Processing Open Enrollment Elections



Mapping Current Beneﬁts Elections to Future Plans



Closing Out the Open Enrollment Period



Receiving Open Enrollment Notifications


Managing Open Enrollment
The Open Enrollment period allows beneﬁt changes to be made outside of an employee’s Initial Enrollment
period and without a life event occurrence. During Open Enrollment, members can:


Enroll in the State Health Plan



Disenroll from the State Health Plan



Switch between plans



Add or remove dependents without a qualifying life event

Note: There will be no exceptions to this rule. Please remember, when employees enroll they are encouraged to
print the confirmation page upon completion of enrollment. This rule emphasizes the importance of new hires
enrolling in a timely manner and the consequences that will follow with failure to elect coverage within 30 days
(possible gap in coverage, unable to enroll in the Plan until the next Open Enrollment period, etc.).
Open Enrollment functionality in the system allows you to manage changes while maintaining current elections
simultaneously.
The Home page separates Open Enrollment tasks from other, non- Open Enrollment tasks. You can also review
the Open Enrollment dates for your group at the top of the To-Do List.

Processing Open Enrollment Elections
It is important that you refer to your To-Do List to see the tasks for the Current Beneﬁt Period and the tasks for the
Open Enrollment period. Any changes from mid-August through the start of Open Enrollment will be mass
approved by Benefitfocus. This means that all tasks must be worked in a timely manner. Each year an HBR Alert
or Update will be sent to give you the exact dates of the mass approval.

Reviewing the To-Do List
Review the tasks that are open (such as Personal, Work, Current Beneﬁts, Open Enrollment Beneﬁts, Beneﬁts not
Started, etc.). You must resolve all of these tasks before benefit elections will be sent to the insurance carrier.

Review the tasks that are open (such as Personal, Work, Current Beneﬁts, Open Enrollment Beneﬁts, Beneﬁts
not Started, etc.). You must resolve all of these tasks before beneﬁt elections will be sent to the insurance
carrier.

Managing Employee Open Enrollment Beneﬁts
When you open an employee’s record, you may notice that there are two tabs on the Beneﬁt Details page (Open
Enrollment Beneﬁts and Current Beneﬁts). The Current Beneﬁts tab displays by default. This includes the
employee’s current beneﬁt elections. Select the Edit button to make changes to the employee’s current elections.

The Open Enrollment tab shows elections that are available for the employee in the upcoming Open Enrollment
period. If you have not elected beneﬁts for the employee for the Open Enrollment period, select the Start
button to begin enrolling the employee in beneﬁts.

During Open Enrollment the Overview page will show an Open Enrollment Beneﬁts tab and a Current Beneﬁts
tab. Select the applicable tab to review the beneﬁts for the employee.

Receiving Open Enrollment Notifications
Email notification:
If your group is set up to receive emails regarding Open Enrollment, you and/or the insurance carrier receive the
following types of message:


Open Enrollment In Progress – This email is sent on the ﬁrst day of Open Enrollment to notify recipients
that they are now able to log in and make additions or changes to the Open Enrollment beneﬁts. This
email is enabled on the Setup tab in Basics > Open Enrollment Manager.
Note: The Open Enrollment Manager does not have to be enabled to send this email.



Open Enrollment Reminder – This email is sent after the Open Enrollment period is already in progress
to remind recipients to log in and complete Open Enrollment elections. This email will only be sent if
you have not ended your Open Enrollment period.
The email can be conﬁgured to send either every X number of days after the Open Enrollment period
starts or X number of days before Open Enrollment ends. This email and the date rule configuration are
enabled on the Setup tab in Basics > Open Enrollment Manager.
Note: The Open Enrollment Manager does not have to be enabled to send this email.



Open Enrollment Successfully Completed – This email is sent after all employees’ Open Enrollment tasks
have been completed and you select the Send/End Open Enrollment button. This email requires the
Open Enrollment Manager to be enabled.



Open Enrollment Requires Attention – This email is sent when your Open Enrollment period has ended
but you have not completed all of the Open Enrollment tasks and/or has not selected the Send/End
Open Enrollment button. This email requires the Open Enrollment Manager to be enabled.



Data and Reporting


Group- Wide Reports



Individual Employee Reports



Employee Audit Reports

Group-Wide Reports
Creating On- Demand Reports
Numerous reports can be created from the data that has been entered into the system. Complete the
following steps to create on demand reports.
1.

Select the Data and Reporting tab from the Navigation Bar.

2.

Select the name of the report you want to view. Report descriptions are provided for each type of report.

3.

Select report options, including:


The format you want to create for the report
o PDF will be created in Adobe Acrobat
o



CSV can be loaded into a payroll system and is also Excel compatible

The parameters you want to include in the report
o You can ﬁlter by several diﬀerent criteria
o

You can also sort and group your results for easier reading

4.

Select Create Report.

5.

View the report. The Your reports tab shows reports that have been generated in the past ﬁve
days. Depending on the size and complexity of the report, it can take a few moments or several
minutes to generate the results.

6.

Select Download from the icon in the Actions column to generate the report in the format you
selected (PDF or Excel, for example).

7.

Acknowledge the PHI Notification window by selecting the Continue To Download or Cancel button.
Note: Reports downloaded to a workstation may contain Protected Health Information (PHI), which
is regulated by the Health Insurance Portability and Accountability Act (HIPAA).

Creating Scheduled Reports
You can schedule reports to run at speciﬁc time intervals.
1.

Select the report to be scheduled from the Data and Reporting tab. All available reports are categorized
by report type.

2.

Enter the criteria for any report that has Scheduling Options available at the bottom of the report.

3.

Select the Create Report button to display the results on the Scheduled reports tab. The reports
display on the Your reports tab for the day they are scheduled. Depending on the size and complexity
of the report, it can take a few moments or several minutes to generate the results.

4.

Select Download from the icon in the Actions column to generate the report in the format you
selected (PDF or Excel).

Sharing Reports with Other Beneﬁts Administrators
From the Your reports tab, you can share standard reports from the Actions drop- down menu. Reports may be
shared with users from the same group who hold the same data access rights. You can send a configurable
email message to alert the recipient that you are sharing a report.
Shared reports appear on the Your reports tab under Reports shared with you. Recipients cannot delete reports,
but if you delete the report from the Your reports tab, it will delete the report from the recipient’s Reports shared
with you section. 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.
To share a report:
1.

Create a report (see the Creating On-‐ Demand Reports procedure above for more details).

2.

Select Share from the icon in the Actions column.

3.

Select the recipients from the drop- down box.

4.

(Optional) Enter a message to send to recipients.

5.

Select Share.

You are returned to the Your reports tab. A message displays at the top of the screen to conﬁrm that your
report has been shared. The Status column shows that your report has been shared. The recipient(s) can
now download the report.

Marking a Report as a Favorite
You can mark reports as favorites from the Standard reports tab. Any reports marked as a favorite will display on
the Favorite tab for your convenience.
1.

Select the Data & Reporting tab.

2.

Select the star next to reports to mark them as favorites.

3.

Select the Favorites tab to see the reports you marked as favorites.

4.

Select the star again to remove the report as a favorite.

Exporting ACA Data
eBenefits provides the ability to extract the data required to populate Internal Revenue Service (IRS) Form 1095-
C. Your account must be enabled to view ACA Reporting in order to perform the procedure below. There are
additional features available for ACA Reporting that required an additional fee; for more information, please
contact your Systems Administrator.
Note: The 1095-C extract report is for informational purposes only. The results extracted from the Benefitfocus
database contain only the data that is available within the platform. The data extraction will not include all of the
information required to meet IRS Reporting requirements for Form 1095-C. Employers should consult their
attorney or tax consultant with questions concerning the content and requirements related to 1095-C IRS
Reporting obligations.
1.

Select the Data & Reporting tab.

2.

Select the ACA Reporting link.

3.

Select the Extract Data button.

4.

Select report options, including any employee categories (if applicable).

5.

Select the confirmation checkbox.

6.

Select Create Report.

7.

View the report. The Your reports tab shows reports that have been generated in the past ﬁve days.
Depending on the size and complexity of the report, it can take a few moments or several minutes to
generate the results.

8.

Select Download from the icon in the Actions column to generate the report.

Some of the vital reports strongly recommended by the Plan include:
 Benefit detail report: contains cost and enrollment information for each covered person
 Task list report: Provides a list of task which requires attention
 Pending documentation review: provides a list of employees whose uploaded documents are
ready for review within Document center.

Individual Employee Reports
Viewing a Subscriber Detail Report
The Subscriber Detail Report shows date report is printed, personal, work, medical beneﬁt information, and
cost of coverage entered into the system for the speciﬁed employee. Complete the following steps to view the
Subscriber Detail Report.
1.

Search for and select an employee.

2.

Select the Subscriber Detail Report link from the Employee Reports section.

3.

The report ﬁle options opens in a new window as an HTML ﬁle.

Viewing a Confirmation Statement
The Confirmation Statement shows all current elections entered into the system for the selected employee.
Complete the following steps to view and Employee Beneﬁt Summary Report.
1.

Search for and select an employee.

2.

Select Confirmation Statement link from the Employee Reports section.

3.

The report ﬁle options opens in a new window as a PDF ﬁle. Select to Open or Save the ﬁle.

Employee Audit Reports
View and Compare Employee History Information – Point in Time
Employee history data provides you with visibility into an employee’s beneﬁt status to a particular date with the
option to ﬁlter the results.
1.

Search for and select an employee.

2.

Select the Employee History link.

3.

Select the Point in Time radio button.

4.

Enter a date from the calendar picker and select Next.

5.

(Optional) Filter the results by selecting/deselecting checkboxes.

6.

(Optional) Select Add another date to compare to compare to dates side- by-side.

7.

Select the new date from the calendar picker.

8.

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

View and Compare Employee History Information – Timeline
You can also see an employee’s beneﬁt status as a summary of events in a timeline.
1.

Search for and select an employee.

2.

Select the Employee History link.

3.

Select the Timeline radio button.

4.

Enter a date from the calendar picker and select Next.

5.

Select a speciﬁc item to see more detail.

6.

Review the side-by- side information. Any diﬀerences will be highlighted.

Viewing an Employee History of Changes Report
Employee history of changes shows all updates entered into the system, including entry date, time and Login ID.
Complete the following steps to view an Employee History of Changes Report.
1. Search for and select an employee.
2. Select the Employee History link.

3. Select the View history of changes link.

4. Enter the range of dates for the changes you want to see.
5. Select the type(s) of changes you want to view.
6. Select formatting options
7. Select Run to create the report. The Employee History of Changes Report will open.

*

Employee Categories


Using Employee Categories



Assigning Categories to Employees



Changing Employee Category Information



Updating Categories for Multiple Employees



Reversing Category Changes

Using Employee Categories
The system uses categories to create a great deal of ﬂexibility for the beneﬁt enrollment process. Simply put,
categories are groups of employees. Understanding how categories function is critical to understanding how
beneﬁts, users and enrollment rules are conﬁgured.
*Note, employing units that submit a payroll file should not be updating categories in the platform. Instead
this information should be updated in the payroll system and sent to BF on the file.

Assigning Categories to Employees
Once your group establishes categories and enables beneﬁts for them, you can ensure that employees are
included in one or more categories so that they can enroll or be enrolled in beneﬁts. You can assign categories to
employees by:


Adding an individual employee.



Using the Import Census feature, which adds multiple members through a spreadsheet or comma
separated value (CSV) ﬁle.

Selecting Categories When You Add an Individual Employee
You can assign categories to employees when you add them to the system.
1.

Select the Add a New Employee button on the Employees page.

2.

Complete the personal information section by entering the employee data in the required ﬁelds
(identiﬁed with an asterisk (*).

3.

Enter the work and category information. The category information displays in drop- down boxes at the
bottom of the Work Information section. Category ﬁelds are required or optional based on the setting
established for each category. Any required category ﬁelds are indicated with an asterisk (*).

4.

Select Save.

Changing Employee Category Information
You can change an employee’s category and update the beneﬁts that correspond to the new category. For some
categories, you will not need to change information because they will automatically update employees to a new
category. For example, if there is a category that is split out by age, it may automatically put employees into the
appropriate age band for the category.
Note: An insurance carrier may lock categories, and if so you cannot add or change this information. You may be
able to view category information for locked categories, depending on the carrier’s setting.
Follow these steps to update or change an employee’s category information:
1.

Search for and select an employee.

2.

Select Change Categories from the Manage Employee drop- down. The Change Categories screen opens.

3.

Enter the Effective Date of Category Change. The category effective date should always be the actual
effective date of changed eligibility being sent

4.

Select the new category information under the New Selections drop- down box, and then select Next.

5.

Select Save.
Note: You may be required to drop employees from coverage or you may be able to add coverage for new
beneﬁts based on the changes you make to an employee’s categories.

Updating Categories for Multiple Employees
If you have access to the Group Setup link within the Group Settings tab, you can move multiple employees
from their current categories into new categories. First, a Systems Administrator must enable the tool.
To move employees to new categories:
1.

Select Group Settings from the Navigation Bar.

2.

Select the Group Setup link.

3.

Select Mass Category Changes from the Tools & Reporting tab.

4.

Specify the employee base from which you want to change categories (all employees or a subset of
employees based on the employee ID).

5.

Select the categories you want to update.

6.

Select the employees from those categories (you can select All Employees, No Employees or individual
checkboxes) and select Continue.

7.

Select the effective date and new categories for the employees and select Next.

8.

Select Return to Setup Tab.

9.

Review elections on the Home page at the top of the To-Do List.

Reversing Category Changes
Note: A Systems Administrator must establish the Undo feature for your group.
You can undo a change that you or a third party interface (such as a change initiated by a payroll processor) may
have processed incorrectly. Category changes may cause an employee’s elections to be canceled. You can initiate
automatic reinstatement to the previous categories and beneﬁt enrollment without having to call for support by
using the Undo feature.
1.

Search for and select an employee.

2.

Select Undo Category Change from the Manage Employee drop-down box.

3.

Select the Revert to Original Categories & Beneﬁts button at the bottom of the page.

4.

Select the Return to employee summary tab button.

Termination


Terminating Employment and Beneﬁts



Undoing Termination



Managing Tasks for Terminated Employees with Active Beneﬁts

Terminating Employment and Beneﬁts
Terminate employment and active beneﬁts together in one section. Terminating employment changes the status of
the employee from Active to Terminated and also cancels all beneﬁts for the employee.
*Note – Employing units that submit a payroll file should send terminations on the file and not key them into the
platform.
1.

Search for the employee to be terminated.

2.

Select Terminate Employment from the Manage Employee drop-down.

3.

Enter the employment termination date for the employee.

4.

(Optional) Select the Yes radio button (if applicable) in the Login section to disable the employee’s
Login ID.

5.

Determine whether or not the employee is being terminated voluntarily, involuntarily or due to
gross misconduct (non- COBRA- qualifying reason).

6.

Select Next.

7.

Verify the beneﬁt cancellation date for each beneﬁt available. This date is pre- populated based on
the employee’s termination date and your beneﬁt termination rule.

8.

Select Save.

Undoing Termination
You can undo terminations that may have been processed incorrectly. Terminating employment automatically
cancels employees’ beneﬁts and makes them eligible for COBRA-qualifying beneﬁts (depending on their
termination reason). You can automatically reinstate the previous beneﬁt enrollments and dates if the carrier
supports the rehire strategy, “As if employee was never terminated.”
The Undo feature does not change how data is sent to the insurance carrier. The change will be transmitted to the
carrier as a cancellation or as a change in coverage.
Complete the following steps to undo an employee termination:
1.

Search for and select an employee.

2.

Select the Undo Employee Termination link from Manage Employee.

3.

(If applicable) Enter the employee’s new password and conﬁrm it.

4.

Select the Undo Termination button.

5.

Select the Return to Employee Summary button.
Note: The Undo feature is available based on settings established for your employer.

Managing Tasks for Terminated Employees with Active Beneﬁts
A task is created for terminated employees who are still covered on active beneﬁts. As part of the beneﬁt renewal
process, the system can perform a check of terminated employees and assign a task if a terminated employee still
has coverage for a non-COBRA beneﬁt. The task displays in both the Overall and Employee To-Do List, providing
you with the option of allowing the employee to remain covered or canceling the active beneﬁts.
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Rehiring







Rehire Rules



Rehiring Employees

Rehire Rules
Once employment is terminated, employees can be rehired and their beneﬁts can be reinstated. The system allows
for a rehiring strategy to be available only if the rehire date is within or more than a certain number of days past
the termination date.
As part of the Rehire Rules, the system can set a limit to the number of days an employee can be rehired after
termination. For example, if today’s date is 3/31 and the Retroactive Date Rule for the rehire date is 30 days, the
earliest rehire date the system allows is 3/1.
There are ﬁve options for rehiring previously terminated employees. These options display depending on the
above settings. For example, if your group has established that the “With No Lapse in Coverage” rule never
applies, then that option will not be available in the drop- down boxes, and option three below is not available for
your group.


Rehire employee; no prior beneﬁts to reinstate.



Reinstate employee’s beneﬁts as if employee was never terminated.



Reinstate employee’s beneﬁts with no lapse in coverage.



Reinstate employee’s beneﬁts without a wait period.



Reinstate employee’s beneﬁts with a wait period.

Note: Once you reinstate beneﬁts, you must cancel COBRA coverage.

Rehiring Employees
1.

Search for and select an employee.

2.

Select Rehire Employee from the Manage Employee drop-down.

3.

Enter the employee’s rehire date.

4.

Reset employee Login and Password.
Note: You can assign a new password for the rehired employee. If you allow your
employees access to make their own changes, create a new password, and select the
Allow employee to login box, leave the ﬁelds blank and select Next.

5.

Select the appropriate Beneﬁt Reinstatement radio button.


If you select the Yes, I want to reinstate the employee’s beneﬁts with the SAME plan, coverage level, and
persons covered radio button, the employee’s beneﬁts will automatically be reinstated with the applicable
effective date.



If you select any other radio button, the employee will be rehired, but beneﬁts will not be
reinstated. Either you or the employee must then re-enroll in beneﬁts after you complete the rehire
process.











6.

Specify how to reinstate beneﬁts (does not apply if you selected the No, I do not want to reinstate
beneﬁts radio button in Step 5).

7.

Select Next.

8.

Review the Summary of Beneﬁts list with the new coverage dates.

9.

Select Save.

10. You can reinstate the employee’s benefits by selecting start on the Benefits Tab below

Content Management
Customizing the Member Experience
Managing Messages to Display in the Member Role

Customizing the Member Experience
The Content Manager tab contains interactive information for an enhanced user experience:


HR Note Manager – Create notes for employees using the Member Self-Service application. Notes can
assist employees in their beneﬁt enrollment process.



Employee Surveys Manager – Create surveys for employees to complete in the Member Self-Service
application. You can view and print survey results at any time.



Custom Confirmation Page – Create custom text to be displayed to the member on the confirmation
screen after Electing beneﬁts.



Custom Page Manager – Create new pages in the Member Self-Service application to communicate
information pertaining to your group and its beneﬁt oﬀerings.



Widget Manager – Display on the right side of the page where employees select their plan and the page
where they select their coverage level.



Employee Oﬀer Page – Display text on the oﬀer start page per beneﬁt oﬀering (such as Medical, Life, etc.).

Managing Messages to Display in the Member Role
All of the above features can help you create a unique experience for employees when they log into the Member
role. Below is one example that provides detailed instructions for creating an HR Note. The other features contain
similar steps for creating custom messaging in the Member role. If you have access to view the Member role, you
can search for an employee and display any of the features you create to see how they look to employees.

Creating HR Notes
HR Notes help members in their beneﬁt enrollment process by placing a custom message on a speciﬁc Member
role page. They act as “sticky notes” which display as messages and can include links, video and text to help
members with their beneﬁt enrollment. Follow the steps below to create an HR Note in the Member role.
1. Select the Content Manager tab in the Navigation Bar.
2. Select the HR Note Manager link.
3. Select the Create New HR Note button at the top of the page

4. Determine which page in the Member role to create the note.

5. (If applicable) Select the employee categories to which the HR Note applies. Note: To select more than
one item in a list, hold down the Ctrl key while clicking on the choices.
6. Enter the details for the note:


Title (the name of the note as it will display to employees)



Message (the text content of the note)



Videos (Optional – include videos to display within the note)



Web Links (Optional – include links to any website)



Display Options (Enable the note to make it visible to employees, or disable it to hide it)



States to which the note applies (You can further customize who sees the notes by only allowing it to
display in speciﬁc states)

Once you add the note, employees will see it if it is enabled:

Employees can also access the note as a link on the page after they close it:

Resources
Resources Tab
The Resources tab in the Navigation Bar provides product manuals and training videos, and a video glossary of
beneﬁt terms (if your group has access to videos)
Training
The Training tab allows you to review documentation and training videos provided by your group and
carrier.

Videos
The videos you see on this tab are also available to your employees in the Learning Center and
throughout the Employee Self- Service application. If you do not have access to the videos, please
contact your Systems Administrator.

Group Settings


Updating To-Do List Approval Preferences



Reviewing Group Setup Information



Managing Administrator Accounts



Managing Pay Calendars

Updating ToDo List Approval Preferences
You can choose which tasks display in your To-Do List if your account permissions allow you access to the Approval
Preferences screen. You can enable or disable approval tasks for new hire elections and/or oﬀ cycle changes by
beneﬁt oﬀer.
Follow these procedures to determine the tasks that display in your To-Do List:
1.

Select the Group Settings tab in the Navigation Bar.

2.

Select the Group Approval Preferences link.

3.

Select the tasks you want to display in your To‐Do List:

4.

Select Save.

Note:
If you select the Elections made during the new hire Initial eligibility period or the Changes made to employee
elections oﬀ-‐‐cycle other than PCP checkbox, you can then deﬁne which beneﬁt oﬀer(s) should generate approval
tasks in your To-Do List.
If you select Changes made to employee Information or elections by the carrier, you can then manage these
notifications that display from the carrier. This function allows you to turn the notifications on or oﬀ as you do with
other types of tasks. In addition, the display of the tasks will include more detail. On the employee’s Summary tab,
each task will clearly indicate whether you can remove or review the carrier’s changes. You will also have the
option of removing all of the tasks at once for each employee.

Group Information Report
The Group Information Report allows you to view your group’s group benefit information, date rules, categories,
and more.
Follow these procedures to determine the tasks that display in your To-Do List:
1.

Select the Group Settings tab in the Navigation Bar.

2.

Select Group information report link

3.

Select Download report

4.

The report ﬁle options opens in a new window as a PDF ﬁle. Select to Open or Save the ﬁle.
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Reviewing Group Setup Information
The Setup tab allows you to view your group’s configurations. The Edit icon indicates you can edit items in that
section. Users who can create accounts determine Setup access for each HR Administrator. The Setup tab contains
several sub-tabs:
 Basics Tab
 Users Tab
 Beneﬁts Tab
 Dates & Rules Tab
 Carrier Information Tab
 Tools & Reporting Tab
Note: A limited number of HR Administrators have access to the group setup information. Please take
caution when changing any of the settings, as Systems Administrators, insurance carrier representatives
and your group have carefully selected them. Please contact your Systems Administrator if you have any
questions regarding these Settings before editing any of them.

Managing Administrator Accounts
Depending on your permissions, you can review, add and/or edit other HR Administrator accounts.

Managing Calendars
Pay periods, check dates (days employees are paid) and check cut-oﬀ dates (the last day a change can be made
that impacts a pay check) deﬁned in a deduction calendar can be used to correctly calculate contributions to
ﬁnancial accounts, employee payroll deductions and to pro- rate beneﬁt rates. Deduction calendars can be used:


For any beneﬁt type for a speciﬁed plan year (participation period). Here are some speciﬁc beneﬁt
examples:



To conﬁgure Date Rules for New Hire Rules and for Change Reasons (on Change Reason Permission
Proﬁles). The effective dates, grace periods, and cancellation dates can use the dates deﬁned in
deduction calendars.



To calculate a per-pay period amount when you pro-rate beneﬁts based on the beneﬁt effective date
because deduction frequency is less than the pay frequency (e.g. Pay frequency = 24 times a year, but
beneﬁt deductions only taken 18 times a year).

Other Deduction Calendar Details


The deduction calendar calculates the pay periods within the participation period (range of time the
beneﬁt plan is oﬀered).



Each employee with a beneﬁt using a deduction calendar must be assigned to the deduction calendar
either when added as a new hire or on the Work Information section of the Proﬁle. The system uses the
calendar to determine the number of remaining pay periods to calculate the annual or per- pay period
amounts.



If an employee’s pay frequency changes, all ongoing and future scheduled contributions are canceled, and
a review task is generated in the Member and Beneﬁts Administrator roles. The contributions can be reset
based on new calendar and frequency and applied to a speciﬁc paycheck.



New deduction calendars must be created each year and copied to a participation period. You can copy
previous pay calendars and assign a new participation period to the copied calendars and adjust dates
accordingly.

Creating a Calendar
1.

Select the Group Settings tab on the Navigation Bar and select the Calendars link.

2.

Select the Create New Deduction Calendar button.

3.

Enter a Calendar Name.

4.

Select the plan year from the Participation Period drop-down box.

5.

Select the Beneﬁt Types associated with the calendar.

6.

Determine the Calendar Period (semi-monthly, bi- weekly, annual, etc.).

7.

Enter the following for the ﬁrst deduction period:


Period start date and period end date



Check date



Cut-oﬀ date (This date is the date that determines which period a change applies to. Some
companies use the period end date as the cut oﬀ date.)
Example:
i.

Cut-oﬀ date is 1/25 and 2/23

ii. Check date is 1/30 and 2/28
 If a change or contribution is made on 1/24, it would apply to the 1/30 paycheck.
 If a change or contribution is made on 1/25 or later, it would apply to the next period and be
seen on the next paycheck.
8.

(Optional) Select the Calculate Dates button to auto- generate the rest of the calendar. Adjust any dates
as necessary. If you prefer to enter all dates yourself, continue with Step 9 below. Otherwise, go to Step
10.

9.

Continue to add rows until all periods have been completed for the calendar period.

10. Select Save when complete.
11. Create a Calendar Set to the Deduction Calendar (see procedure below).

Creating Calendar Sets
Calendar sets can be used to group together multiple calendars of diﬀerent types. For example, you might have
Flex and HSA calendar, or HSA and Pay calendar (used for PTO). If you have only one calendar for the employer
group, enable it by selecting the radio button by the calendar (as a result, the None radio button will no longer
will be selected).
1.

Select the Calendar Sets tab

2.

Enter a name for the Calendar Set.

3.

Select an existing Calendar to associate with the Calendar Set.

4.

Select Save.

