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Benefits Administration Manual  
 

 

Benefits Election Entry 

 

 

Entering and Verifying Manual Events 
Event triggers are reflected on the BAS Activity Table. When an event is successfully scheduled 

for processing, the event is no longer displayed on the BAS Activity Table.  

 

If an employee's date of birth or service date is changed, the system generates a workflow notice 

to the benefits administrator rather than trigger an event on the BAS Activity Table. This occurs 

because these changes are made to fields that are not effective dated under a correction action and 

must be handled carefully.  

 

You specify on the Event Class Table which event classes can be manually inserted into the BAS 

Activity Table. The Manual Event Allowed checkbox must be turned on for the particular event 

class if you intend to insert manual events of that class into the BAS Activity Table.  

 

For passive event processing, you specify whether passive events should not be processed, should 

be triggered only, or should be processed. If you choose to simply trigger passive events, the 

system automatically records any passive events on the BAS Activity Table. If you choose to 

process passive events, the system records passive events automatically on the BAS Activity 

Table and then immediately processes and deletes them. In this case, you cannot review the 

passive events on the BAS Activity Table.  

 

When you manually enter events such as miscellaneous event it affects an individual's benefits 

eligibility. Therefore, you must process the events the next time you run the Event Maintenance 

process. After entering such events, verify that they exist in the BAS Activity Table.  

 

 Consider this scenario:  An employee wishes to change their contributions into their Health 

Savings Account (HSA).  You need to manually enter this HSA change. 
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Procedure 

 
 

 
 

Step Action 

1. Begin by navigating to the Review BAS Activity page. 

 

Point to the Benefits link. 

2. Point to the Manage Automated Enrollment link. 

3. Point to the Events object. 

4. Click the Review BAS Activity  object. 

 

5. Use the Review BAS Activity page to view unprocessed events for the next run of 

Event Maintenance. You can review the events currently on the BAS Activity page, 

insert events for processing, or delete events if absolutely necessary. 

6. As soon as Benefits Administration successfully processes an event, the system will 

delete the corresponding BAS Activity. BAS Activity is only populated during 

Event Maintenance. Open Enrollment activity does not reflect on the BAS Activity 

Table. 
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Step Action 

7. Benefits Administration monitors employee records for events, or changes in 

employee data, that affect benefits. For most of these events, a record of the event is 

automatically written to the BAS Activity Table so that the employee will be 

processed in the next Event Maintenance process. 

 

Notice in this example, that there are already records for a termination, address 

change, and hire of employees. 

8. Changes in employment status, e.g. hiring, resigning or changing from part-time to 

full -time employment can affect eligibility and are automatically recorded on the 

BAS Activity Table. Certain events do not register on the BAS Activity Table, 

however, and can only be included in Event Maintenance through manual insertion 

on the BenAdmin Activity  page. 

9. One type of event class must be manually inserted on the BAS Activity  page for 

processing in Event Maintenance: some miscellaneous events (those not triggered 

through ordinary data entry changes). The type of events requiring manual insertion 

can be customized according to your company's needs. 
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Step Action 

10. In this example, you have to manually enter the employee's health savings account  

in the BAS Activity table.  

 

Use the Add Row button to manually insert an event in the BAS Activity table. 

 

Click the Add Row button. 

 

11. Enter the ID of the employee effected by the health savings account change. 

 

Enter the desired information into the EmplID  field. Enter "KUTR04". 

12. The Action Source field automatically defaults to "manual". 

13. The date for a manually entered event defaults to the current system date, but can be 

changed if needed. 

 

Enter the date from which the health savings account change is effective in the 

Event Date field. 

 

Click in the Event Date field. 

 

14. Enter the desired information into the Event Date field. Enter "07/01/2009". 

15. If there is more than one manual event for an employee for the same effective date, 

enter unique sequence numbers for each event in the Event Effseq field. Otherwise, 

PeopleSoft populates the event effective sequence from the BAS Activity Table. 

16. The BAS Activity table defines the actions associated with events. This table 

automatically assigns codes for direct and passive events.  

 

For manual events, you must specify the BAS Action code. The code for a health 

savings account change is HSA. 

 

Click in the BAS Action field. 

 

17. Enter the desired information into the BAS Action field. Enter "HSA". 

18. Click the Save button. 

 

19. You successfully entered a manual event to change a health savings account 

distribution. 

 

You must now navigate to On-Demand Event Maintenance to process the HSA 

contribution change. 

 

Press [Enter] . 
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Step Action 

20. Click the Main Menu button. 

 

21. Point to the Benefits menu. 

22. Point to the Manage Automated Enrollment menu. 

23. Point to the Events menu. 

24. Click the On-Demand Event Maintenance menu. 
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Step Action 

25. Click in the Empl ID  field. 

 

26. Enter the desired information into the Empl ID  field. Enter "10000280288". 

27. Click the Search button. 

 

28. Use the On-Demand Event Maintenance page to perform all the steps in the Event 

Maintenance process, such as enter and validate elections. 

 

Press [Enter] . 

29. Use the Show Activities button to view pending activities to be processed.  If no 

activities are waiting to be processed, this button is not available. 

 

Click the Show Activities button. 

 

30. Click the Show Activities button. 

 

31. Notice that the health savings account change you entered is displayed in the 

pending activities list.  You must select an activity for processing.  Because there is 

only one activity, it has been selected by default. 

 

Click the OK  button. 
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Step Action 

32. Use the Schedule/Prepare Activity button to initiate a COBOL process that 

schedules and prepares activity for the selected employee for any pending activity. 

 

Click the Schedule/Prepare Activity button. 

 

33. A message box appears displaying that the process has completed successfully. 

 

Click the OK  button. 

 

34. Click the Election Entry button. 

 

35. Enter the annual amount the employee wishes to contribute into the field. 

 

Enter the desired information into the Annual Pledge field. Enter "2,000.00". 

36. Enter the bi-weekly amount the employee wishes to contribute into the field. 

 

Enter the desired information into the Employee Contribution Override field. 

Enter "333.33". 

37. If you need help figuring the annual pledge amount, PeopleSoft can help calculate 

by clicking the Contribution Worksheet  link.   

 

Enter the desired information into the Annual Pledge field. Enter "2,000.00". 

38. Enter the desired information into the Pay Period Amount field. Enter "333.33". 

39. Click the Calculate button. 

 

40. When using the worksheet, check to be sure PeopleSoft is identifying the correct 

number of pay periods being affected by the change. 

You may need to click the Open Protected Fields button so you can change this or 

to enter the Contributions Year-to-Date field. 

 

Click the Open Protected Fields button. 

 

41. Notice that you can now edit the number of pay periods remaining if necessary. 

 

Press [Enter] . 

42. Next, return to the On-Demand Event Maintenance page to validate the dependent 

and beneficiary details. 

 

Click the OK  button. 
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Step Action 

43. After the Health Savings Account change has been entered and the employee has 

been enrolled, the Status displays Entered. 

 

Press [Enter] . 

44. Next, use the Validate/Finalize button to run the COBOL process to validate and 

load these elections. 

 

Click the Validate/Finalize button. 

 

 

 
 

Step Action 

45. Click the Return button. 
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Step Action 

46. After the process is complete, you must print a Payroll Deduction Authorization 

form (AS-47).  See separate instructions for printing these documents. 

 

Click the Return to Search button. 

 

47. You have successfully performed Entering and Verifying Manual Events. 

 

End of Procedure. 

 

Processing a Family Status Change 
  

As an employer, the State of Indiana understands that employees may experience major life 

events during the course of their employment.  These events are called qualifying events or 

family status changes.  An employee has thirty (30) calendar days to contact their benefits 

administrator to report the family status change.    

  

Consider the following scenario:  An employee contacts the Benefits Hotline to report their 

marriage. 
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Procedure 

 
 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Workforce Administration  menu. 

 

3. Click the Job Information  link. 

 

4. Click the Job Data link. 
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Step Action 

5. Click in the Empl ID  field. 

 

6. Enter the desired information into the Empl ID  field. Enter "10000280288". 

7. Click the Search button. 

 

8. You will need to add a row to process a Family Status Change and you can do this 

by clicking on the Plus Sign icon. 

 

Click the Plus Sign button. 

 

9. By default, the effective date populates today's date.  You will need to enter the 

correct effective date for this record. 

 

Enter the desired information into the Effective Date field. Enter "08/31/2011". 

10. By default the Sequence field is "0".  If there is another entry in PeopleSoft with the 

same date of family status change in which you are entering, you will need to 

change the Sequence to the next number. (i.e.1,2 ect.) 

 

Click in the Effective Sequence field. 
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Step Action 

11. Click in the drop down box and select the appropriate action. 

 

Click the Action list item. 

 

12. For this example we will use FSC. 

 

Click the Family Status Change list item. 

 

13. Click the Reason list. 

 

14. Click the drop down list and choose the appropriate Reason code.  For this example 

we will choose Marriage of Employee. 

Click the Marriage of Employee list item. 

 

15. You have now entered the family status change in Workforce Administration , 

creating a benefit event.  Please ensure you save this page. 

 

Click the Save button. 
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Step Action 

16. You have now entered the family status change in the Workforce Administration 

section, creating a benefit event.  You can begin to process this change by 

navigating to the main menu. 

 

Point to the Benefits menu. 

17. Point to the Manage Automated Enrollment menu. 

18. Point to the Events menu. 

19. Click the On-Demand Event Maintenance menu. 

 

 

 
 

Step Action 

20. Enter the desired information into the Empl ID  field. Enter "10000280288". 

21. Click the Search button. 

 

22. Use the On-Demand Event Maintenance page to perform all the steps in the Event 

Maintenance process, such as enter and validate elections. 

 

Please note that you can use the Show Activities button to view pending activities to 

be processed.  If not activities are waiting to be processed, this button is not 

available. 

 

Press [Enter] . 
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Step Action 

23. Click the Election Entry  button. 

 

24. Before you begin to add elections, you need to add the employee's dependents and 

beneficiaries. 

 

Click the Dependents/Beneficiaries tab. 

 

25. Click the Change/Add Dependent Data button. 

 

26. Use the Name page to add the names of new dependents and beneficiaries.   

 

Note:  The system has assigned a Dependent/Beneficiary ID.  You can change this 

ID, but you cannot assign the same ID to the dependents and beneficiaries of the 

same employee.  For this exercise, retain the default ID. 

 

Press [Enter] . 

27. The Effective Date field displays the date from which the dependent/beneficiary 

name information is valid. 

 

Click in the Effective Date field. 

 

28. Click the Edit Name button. 

 

29. Click in the First Name field. 

 

30. Enter the desired information into the First Name field. Enter "Susie ". 

31. Enter the desired information into the Middle Name field. Enter "Marie ". 

32. Enter the desired information into the Last Name field. Enter "Doe". 

33. Click the OK  button. 

 

34. Use the Address page to enter dependent/beneficiary address information. 

 

Click the Address tab. 

 

35. Click the Same Address as Employee option. 

 

36. Click the Same Phone as Employee option. 
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Step Action 

37. Use the Personal Profile page to add dependent/beneficiary personal history 

information. 

 

Click the Personal Profile tab. 

 

38. Enter the desired information into the Date of Birth field. Enter "06/29/1991". 

39. Click the Relationship to Employee list. 

 

40. Click the Child  list item. 

 

41. Your selection in the Dependent Beneficiary Type field determines whether you 

can enroll this person into a benefit plan as a dependent or assign this person as a 

beneficiary, or both.    

 

Click the Dependent Beneficiary Type list. 

 

42. In this example, use the default of Both. 

 

Click the Both list item. 

 

43. Click the Female list item. 

 

44. Click the Marital Status  list. 

 

45. Click the Single list item. 

 

46. Enter the desired information into the National ID field. 

 

Click in the National ID field. 

 

47. Enter the desired information into the Social Security Number field. Enter "331-

22-4441". 

48. Click the Social Security Number option. 

 

49. You have successfully added the employee's daughter as a dependent.  Similarly, 

you want to add her husband as a dependent.  For the purposes of this exercise, this 

has been done for you to save time. 

 

Click the OK  button. 
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Step Action 

50. Use the Option Election page to enter benefit plan options, such as option code, 

election details, and dependent and beneficiary information for each benefit plan 

type. 

 

Begin with Plan Type 10:Medical. 

 

Click the Option Election tab. 

 

51. You can enter in the Option Code or choose to look it up. 

 

Click the Look up Option Code (Alt+5) button. 

 

52. For this exercise please select the High Deductible Health Plan 1-Family. 

 

Click the 34 link. 

 

53. Specify the Dependent/Beneficiary ID to enroll the daughter and spouse for this 

benefit plan type.  PeopleSoft Benefits Administration assigns these ID's when the 

dependent and beneficiary records are created. 

 

Click in the ID  field. 

 

54. Click the Look up ID (Alt+5)  button. 

 

55. For this exercise please select Susie Doe. 

 

Click the 01 link. 

 

56. Add multiple rows to enroll the spouse. 

 

Click the Plus Sign button. 

 

57. Click the Look up ID (Alt+5)  button. 

 

58. Please select John Doe. 

 

Click the 02 link. 

 

59. Use the Enroll All  button to process dependent and beneficiary information.  

Clicking this button overwrites all the existing dependent and beneficiary records for 

the benefit plan type. 

 

Click the Enroll All  button. 
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Step Action 

60. After you have enrolled everyone in the Medical plan you will need to add the 

following plan information: 

 

-  Plan Type 11:Dental 

-  Plan Type 14:Vision 

-  Plan Type 25:Dependent Life 

 

Click in the Option Code field. 

 

61. Click the Look up Option Code (Alt+5) button. 

 

62. For this example the employee has decided to waive dental insurance. 

 

Click the 099 link. 

 

63. Select the proper option code to add Plan Type 14: Vision. 

 

Click the Look up Option Code (Alt+5) button. 

 

64. For this example select the Family Vision option. 

 

Click the 002 link. 

 

65. Specify the Dependent/Beneficiary ID to enroll the daughter and spouse for this 

benefit plan type.   

 

Click in the ID  field. 

 

66. Click the Look up ID (Alt+5)  button. 

 

67. For this example, select Susie Doe. 

 

Click the 01 link. 

 

68. Add multiple rows to enroll the spouse. 

 

Click the Plus Sign button. 

 

69. To add the spouse, add John Doe. 

 

Click the 02 link. 
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Step Action 

70. Click the Enroll All  button. 

 

71. Next you can add Plan Type 25:Dependent Life Insurance 

 

Click in the Option Code field. 

 

72. Click the Look up Option Code (Alt+5) button. 

 

73. Click the 005 link. 

 

74. Specify the Dependent/Beneficiary ID to enroll the daughter and spouse for this 

benefit plan type.   

 

Click the Look up ID (Alt+5)  button. 

 

75. Click the 01 link. 

 

76. Add multiple rows to enroll the spouse. 

Click the Plus Sign button. 

 

77. Click the 02 link. 

 

78. Click the Enroll All  button. 
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Step Action 

79. Click the Dependents / Beneficiaries tab. 
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Step Action 

80. After the dependent/beneficiary election details have been entered and the employee 

has been enrolled, the Status displays entered. 

 

Press [Enter] . 

81. Use the Validate/Finalize button to run the COBOL process to validate and load 

these elections. 

 

Click the Validate/Finalize button. 

 

82. After the process is complete, you may print a benefit confirmation statement and/or 

a Payroll Deduction Authorization form (AS-47).  See separate instructions for 

printing these documents. 

 

Click the Return to Search button. 

 

83. You have successfully performed the On-Demand Maintenance Process. 

End of Procedure. 

 

 

Printing the Benefits Confirmation Report 

Procedure 

 
After entering a new employee's benefit elections, it is advised that a Benefits Confirmation Form 

is printed and compared to the employee benefit election forms.  This confirmation should be 

performed the same date that the employee elections are entered into the PeopleSoft system.   

 

This process will assist in ensuring the accuracy of the benefit elections upon submission to the 

State Personnel Department and Office of the Auditor. 
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Step Action 

1. Point to the Benefits menu. 

2. Point to the Manage Automated Enrollment menu. 

3. Point to the Participant Enrollment  menu. 

4. Click the Benefit Statement Reprint menu. 
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Step Action 

5. Enter the desired information into the Run Control ID  field. Enter "run ". 

6. Click the Search button. 

 

7. The employee ID number in the EmplID field automatically defaults to the last 

employee a Benefits Confirmation Statement was printed for.  Click in the field and 

delete the last employee ID number entered into the EmplID field. 

 

Enter the desired information into the Empl ID  field. Enter "10000280293". 

8. Click the Run button. 

 

9. Click the OK  button. 

 

10. Click the Report Manager link. 

 

11. Click the Administration  tab. 

 

12. Click the Refresh button until the Run Status column in the Process list box shows 

'Success' and the Distribution Status column shows 'Posted'.  When running several 

statements, the most recent statement will be the top row. 

 

Click the Refresh button. 
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Step Action 

13. Click the Benefit Confirmation Statement button. 

 

14. From here, the Benefits Confirmation Statement may be viewed or printed for 

comparison to the employee elections. 

 

Click the Print  button. 

 

15. Click the OK  button. 

 

16.  

End of Procedure. 

Printing an AS-47 (Non OE Event) 

Procedure 

 
Agency benefit coordinators are responsible for printing the AS-47 form from PeopleSoft.  The 

form should be routed to the employee for signature and routed to the Auditor of State's office for 

processing.  
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Step Action 

1. Click the Main Menu button. 

 

2. Point to the Benefits menu. 

3. Point to the Manage Automated Enrollment menu. 

4. Point to the Participant Enrollment  menu. 

5. Click the AS-47 - Non-OE Events menu. 
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Step Action 

6. Enter the desired information into the Run Control ID  field. Enter "run ". 

7. Click the Search button. 

 

8. Please note that this screen will show the employee record from your previous 

search. 

 

  

Click the Look up Schedule ID (Alt+5) button. 

 

9. Click the scrollbar. 

10. Click the ERG1 link. 

 

11. Enter the desired information into the Employee ID field. Enter "1000280293". 

12. Click the Look up BAS Event ID (Alt+5) button. 

 

13. Click the 10000280293 link. 

 

14. Click the Run button. 

 

15. Click the OK  button. 
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Step Action 

16. Click the Report Manager link. 

 

17. Click the Administration  tab. 

 

18. Click the Refresh button until the Run Status column in the Process list box shows 

'Success' and the Distribution Status column shows 'Posted'.  When running several 

statements, the most recent statement will be the top row. 

 

Click the Refresh button. 

 

 

 
 

Step Action 

19. Click the AS-47-Non-OE Events button. 

 

20. From here, the AS-47 may be viewed or printed for comparison to the employee 

elections. 

 

Click the Print  button. 
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Step Action 

21. Click the OK  button. 

 

22.  

End of Procedure. 

Reviewing Elections 

Viewing Employee Event Detail 

Procedure 

 
 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Point to the Manage Automated Enrollment menu. 

3. Point to the Review Processing Results menu. 

4. Click the Employee Event Detail menu. 
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Step Action 

5. Enter the desired information into the Empl ID  field. Enter "10000280293". 

6. Click the Search button. 

 

7. The Search Results table provides a list of all benefit events associated with the 

employee.  It is important that all events are worked in order (by date) and that once 

the events are processed that the Event Status is Closed.   

 

For this example will we select the ERG1 link. 

 

Click the ERG1 link. 

 

8. For record keeping purposes you need to print out a screen shot of the Participant  

page to be scanned in and saved in the Employee's folder. 

 

This screen shot will serve as official record that the employee entered their 

elections online. 

 

Press [Enter] . 

9. Navigate to the Plan Type tab to view the employee's benefit elections. 

 

Click the Plan Type link. 
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Step Action 

10. Click the View All  link. 

 

11. The Plan Type tab will list the Plan type and the plan the employee has elected.   

 

You need to take a screen shot of each election (i.e. medical, dental, vision, life 

insurance). 

 

Press [Enter] . 

12. Navigate to the Dependents link to view the dependents covered by the employee.  

 

Click the Dependents link. 

 

13. You will also need to print a screen shot of the dependent record for each benefit 

plan.  This document can be scanned in and saved into the Employee's folder. 

 

Press [Enter] . 

14. Click the Return button. 

 

15. Release the mouse button. 

16. Click the Dependents link. 

 

17. You will also need to print a screen shot of the dependent record for each benefit 

plan.  This document can be scanned in and saved into the Employee's folder. 

 

Press [Enter] . 

18. Click the Return button. 

 

19. Click the Dependents link. 

 

20. You will also need to print a screen shot of the dependent record for each benefit 

plan.  This document can be scanned in and saved into the Employee's folder. 

 

Press [Enter] . 

21. Click the Return button. 

 

22. Click the Dependents link. 
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Step Action 

23. You will also need to print a screen shot of the dependent record for each benefit 

plan.  This document can be scanned in and saved into the Employee's folder. 

 

Press [Enter] . 
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Step Action 

24. Click the Return button. 

 

25. Click the button of the scrollbar. 

26. Click the Dependents link. 

 

27. You will also need to print a screen shot of the dependent record for each benefit 

plan.  This document can be scanned in and saved into the Employee's folder. 

 

Press [Enter] . 

28. Click the Return button. 

 

29. Click the button of the scrollbar. 

30. Click the Return to Search button. 

 

31.  

End of Procedure. 

Updating Personal Information 
When an employee is hired, you enter the individual's family status information in PeopleSoft 

Benefits Administration. Changes to this information, such as divorce, marriage, and death can 

affect the individual's benefits program eligibility. 

 



 

 Last Updated:  October 14, 2011 Page 32 

Consider this scenario: An employee in your company recently got married. Include this family 

status change in the employee's personal information. 

Procedure 

 
 

 
 

Step Action 

1. Begin by navigating to the Biographical Details page. 

 

Point to the Workforce Administration  link. 

2. Point to the Personal Information link. 

3. Click the Modify a Person link. 
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Step Action 

4. Enter the desired information into the EmplID  field. Enter "KUTR04". 

5. Click the Search button. 

 

6. Use the Biographical Details page to enter employee personal information.  
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Step Action 

7. You need to specify the employee's family status change. Begin by adding a new 

row in the Biographical History section. 

 

Click the Add Row button. 

 

8. The system inserts a new row and copies the data from the previous row. The 

Effective Date defaults to the current system date, but you can change it if needed.  

9. Click the Marital Status  list. 

 

10. Click the Married  list item. 

 

11. Click in the As of field. 

 

12. Enter the desired information into the As of field. Enter "07/01/2007". 

13. Click the Save button. 

 

14. You successfully updated this employee's family status change. This change, which 

will be processed during the next run of the Event Maintenance process, can affect 

her benefits program eligibility. 

End of Procedure. 
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Viewing Employee Event Detail-1 
Use this procedure to view a detailed account of the benefit plan and election options that are 

processed by Benefits Administration for a selected participant. 

 

The data for this component comes from the BAS Participant Tables (BAS Participant, BAS 

Participant Plan, BAS Participant Option, BAS Participant Cost, BAS Participant Dependent, and 

BAS Participant Investment), which are updated as a participant moves through each phase of the 

Open Enrollment or Event Maintenance process. Updates occur each time the BAS process runs. 

You can view this information at any time. 

 

The tables are updated by the Benefits Administration process, initially from the information 

entered in the Administer Base Benefits and Administer Workforce pages or later from the Data 

Entry components in the Administer Automated Benefits pages. 

 

If the Pre-Enter option on the Event Rules page has been selected, information on the current 

option elections for the participant is written to the BAS Participant Table from the Base Benefit 

tables and is used in this view until data entry of elections is complete or until the participant is 

finalized with defaults applied. 

 

In this topic, you will view benefit plan and option information for a Schedule ID and an 

Employee ID. 

Procedure 
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Step Action 

1. Begin by navigating to the Participant  page. 

 

Point to the Benefits link. 

2. Point to the Manage Automated Enrollment link. 

3. Point to the Review Processing Results link. 

4. Click the Employee Event Detail link. 

 

 

 
 

Step Action 

5. Enter the desired information into the Schedule ID field. Enter "KU05". 

6. Click in the Empl ID  field. 

 

7. Enter the desired information into the Empl ID  field. Enter "KU0049". 

8. Click the Search button. 

 

9. Use the Participant  page to view event, eligibility, and processing information 

about an employee. 

10. The Event Information group box displays the event's ID (event ID), Status (event 

status), Class (event class), Source (event source), Date (event date), Effseq (event 

effective sequence), and Priority (event priority). 
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Step Action 

11. The system displays a status code that indicates whether the participant event is 

Open for Processing, Closed for Processing, or Void. 

12. If the event originated from (or is associated with) a Job, Union code, or Address 

(state or postal code) change, it will display effective sequence in the Effseq field. 

13. The Priority  field determines the order of processing for events that occur for the 

same benefit record number on the same event date, but which have different event 

classes. 

14. The system will display the source of the event: whether it was triggered by a 

change to an employee's address, union code, or job information, a passive event, or 

the insertion of a manual event. 

15. When the system selects the Multi -Activity Indicator  option, it means that this 

participant event is the result of a situation where the system located multiple 

activity records from BAS Activity table that had the same benefit record number, 

event date, and event class and merged them into a single participant event. 

16. The Eligibility Information  group box displays information that the system uses for 

determining eligibility for the event. 

17. The Empl Record is the employment record number of the address, job, and union 

code records used for eligibility. 

18. If the event is associated with an action that may make the employee eligible for 

COBRA coverage, the system will display that action code in the COBRA Action  

field. 

19. If the event originated from (or is associated with) an Address (state or postal code) 

change, the system will display the Effdt (effective date) and identifies the Effseq 

(effective sequence) of that event (or set of events). 

20. The Processing Information group box displays information about the current 

processing status of this participant event. 

21. The system will select the Address Eligibility Changed option if there was a 

change, insertion, or deletion to address (State and Postal Code). 

22. The system will select the MultiJob Eligibility Changed  option if there was a 

change, insertion, or deletion to the multiple job indicators. 

23. The system will select the Job Eligibility Changed option if there was a change, 

insertion, or deletion to the job information. 

24. If the event was processed out of sequence because a retroactively entered event 

preceded it, the system will select the Event Out of Sequence option. 

25. If the event was disconnected because the event triggered one or more of the HR 

records used for eligibility were deleted, the system will select the Event 

Disconnected option. 

26. If the Available through Self Service option is selected, that means that the 

participant can enter their elections for the option processing results of this event 

through the PeopleSoft eBenefits application. 

27. The Eligibility Source  group box shows the source of eligibility data that was used 

when the event was last processed.  
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Step Action 

28. The first line is always the effective date of the ADDRESSES table that contributed 

address data to the eligibility processing. The remaining rows show each job that 

may have contributed eligibility information and the Primary Job, Include Job for 

Eligibility, Include Job for Deductions flags. These flags are used primarily in 

multiple job processing. 

 

 
 

Step Action 

29. Click the Plan Type tab. 
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Step Action 

30. Click the Show Next Row button. 

 

31. The Curr Election  field is an indicator that explains why coverage might be 

terminated after event processing has occurred. The system displays one of the 

following options: 

 

Yes: The employee had coverage in this plan type as of the event date.  

No: The employee did not have coverage in this plan type as of the event date. 

Only: The employee had coverage in this plan type as of the event date, but is no 

longer eligible as a result of the event. Coverage is displayed here only because it 

will be terminated. 

Future: The employee has a future-dated election in this plan type that the system 

will terminate. 

32. Until the event is finalized, the Enroll Action  field has default values of None and 

Elect. After finalization, Enroll Action can be either: 

  

None: No action occurred for this plan. 

Enroll : Coverage Elect is set to Waive or Elect. 

Terminate: Coverage Elect is set to Terminate. 

 

A participant receives an enroll action of None if the election for the given plan type 

matches the participantôs current election. This way, if the participant stays in the 

same benefit plan for twenty years, there will be only one enrollment record rather 

than twenty. Participants also receive an enroll action of None if there is an error 

with the election, or no current election, when the participant is finalized. 
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Step Action 

33. If BAS Error  is selected, the system has encountered an error during eligibility and 

event rule processing for this plan type. 

34. The Ignore Plan field reflects the setting on the Event Rules page. This is the 

Ignore Plan action that the system followed to process this plan type, if any. 

 

Ignore Plan values can be Yes (processing is allowed), No (processing is not 

allowed), and Excess Credit Only. 

35. Proof Received tells you whether or not the system requires proof before electing 

this option. If this option is available for selection, you can select it to indicate to the 

system that any required proof of insurability has been received from the employee. 

Until proof is received the system will not allow the option to be selected. 

36. Click the Option and Cost tab. 

37. Use the Option and Cost page to view and track employee options and costs. 

38. If the Default Election option is selected, it means that the option is a default option 

that can be assigned as a default to participants who fail to make their elections. It 

does not necessarily mean that this option was assigned to the participant as a 

default option. 

39. The Proof Required field is generally used for life and retirement plans. When 

Proof Required is selected, it means the participant must pass proof rules to 

legitimately enroll in the plan. These proof rules are stored in the event rules you 

have defined for your Benefits Administration system. 

40. The History Only  option identifies options which the employee is eligible for, but 

which the employee cannot choose. 

 

For example, when a participant undergoes a FSC (family status change) event such 

as a marriage, her eligibility for certain options will be unchanged, but the event 

rules associated with FSC events will only allow the participant to choose between 

the different options available to them as a direct result of the change in their 

coverage status. 

 

Later, when the participant enters Open Enrollment, she will have the ability to 

choose between the many different options for which she is eligible. 

41. You successfully viewed a detailed account of the benefit plan and election options 

that are processed by Benefits Administration for a selected participant. 

End of Procedure. 

Viewing Job Summary 
The Job Summary page enables you to view an employee's job summary data. This inquiry lists 

all of the administrative actions implemented for an employee. It includes pay rate changes, 

disciplinary actions, leaves of absence, promotions, transfers, and other job-related data.  

 

In this topic, you will view the Job Summary information for an employee.  

Procedure 
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Step Action 

1. Begin by navigating to the Workforce  Job Summary page. 

 

Point to the Workforce Administration  link. 

2. Point to the Job Information  link. 

3. Point to the Review Job Information  link. 

4. Click the Workforce Job Summary link. 
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Step Action 

5. Enter the desired information into the Empl ID  field. Enter "KU0010". 

6. Click the Search button. 

 

7. Use the Workforce Job Summary page to view job information from PeopleSoft 

Enterprise Human Resources. 

8. Use the General tab to view actions and action reasons for employee events such as 

leave of absence, promotions, disciplinary actions, or transfers. 

9. The Effective Date field displays the date of each personnel action. 
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Step Action 

10. Click the Job Information  tab. 

 

11. Use the Job Information  tab  to view specific job information details for each 

personnel action. 

12. Click the Work Location  tab. 

 

13. Use the Work Location  tab to view an employee's work location data.  

14. If you're driving part or all of PeopleSoft Human Resources by position, you'll see a 

position number in the Position field for each position to which you've assigned this 

employee. 

15. Click the Salary Plan tab. 

 

16. Use the Salary Plan tab to view salary plan details. 

17. Click the Compensation tab. 

 

18. Use the Compensation tab to view an employee's compensation data. You can view 

the rate in annual, monthly, daily, or hourly terms, and in a given currency.  

19. Click the Components link. 

 

20. Use the Salary Components page to view salary component information.  
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Step Action 

21. The Rate Code field displays the rate code for the component. Rate codes are IDs 

for pay components. The system inserts any compensation information associated 

with this rate code in the compensation grid.  

 

 
 

Step Action 

22. Click the Controls tab. 

 

23. Use the Controls tab to view controls on the pay component. 

24. The Source field indicates how the pay component was assigned to the Pay 

Components grid. 

25. The Manually Updated field indicates whether the pay component was manually 

updated, or if the pay component contains only defaulted values. 

26. The Default Without Override  field indicates whether the default rate value of the 

pay component can be overridden. 

27. Click the Details link to access the Comp Rate Code Secondary Panel page and 

review the description, compensation rate type, and rate code class associated with 

the rate code. 

28. Click the Changes tab. 

 

29. Use the Changes tab to view details on changes made to the pay component. 
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Step Action 

30. The Change Points field reflects the overall change amount in points for this pay 

component. This field is visible only if Salary Points is selected on the Installation 

Table page. 

31. The Change Percent field displays the overall change amount for this pay 

component. This field is not available for rate codes that have a rate code type of 

percent or points. 

32. Click the Conversion tab. 

 

33. Use the Conversion tab to view salary information converted to the specified 

currency and compensation frequency. 

34. Select the Apply FTE  option if you want the value associated with the rate code to 

be multiplied by the full time equivalent (FTE) factor for annualization and 

deannualization. FTE is the percent of full time the employee should normally work 

in the corresponding job. This field is not available for rate codes of type percent. 

35. Click the OK  button. 

 

36. Notice the software completes the grid. 

37. You have successfully viewed the Job Summary information for an employee. 

End of Procedure. 

Viewing On-Demand Error Messages 
Use this procedure to review On-Demand Event Maintenance error messages. 

 

Consider this scenario: A family status change event has already occurred for an employee, and 

you have completed on-demand maintenance.   When you validated and finalized the process, an 

error was generated. You now want to view the error message. 

 

 

Procedure 
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Step Action 

1. Begin by navigating to the On-Demand Event Maintenance page. 

 

Point to the Benefits link. 

2. Point to the Manage Automated Enrollment link. 

3. Point to the Events link. 

4. Click the On-Demand Event Maintenance link. 
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Step Action 

5. Enter the desired information into the Empl ID  field. Enter "KU0008". 

6. Click the Search button. 

 

7. Use the On-Demand Event Maintenance page to process a single participant 

through all stages of the Benefits Administration process. 
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Step Action 

8. The Show Errors button on the On-Demand Event Maintenance page is only 

active if errors have been encountered for the participant's event. 

 

Click the Show Errors button. 

 

9. The On Demand EM - Error Me ssages page enables you to review On-Demand 

Event Maintenance error messages. 

10. The error messages generated by the last processing action you initiated appear in 

the Description field. Each time you run the PeopleSoft Benefits Administration 

process, the system deletes the error messages generated by the previous run. If 

errors from a previous run are not corrected, they are generated again with the new 

run of the process. 

 

If the error is specific to a plan type or benefit option, the plan type number and or 

option code associated with the error will be displayed. 

11. Click the Return button. 

 

12. You have successfully reviewed an On-Demand Event Maintenance error message. 

End of Procedure. 
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Viewing Participant Status (base benefits) 

Viewing Health Benefits 

Procedure 

 
 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Point to the Benefits menu. 

3. Point to the Enroll In Benefits menu. 

4. Click the Health Benefits menu. 
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Step Action 

5. Enter the desired information into the Empl ID  field. Enter "10000280293". 

6. Click the Search button. 

 

7. The page displays the coverage begin date, coverage election, benefit plan, Health 

Provider ID and enrolled dependents/beneficiaries.   

 

Use the arrow button navigation to view the Dental coverage. 

 

Click the Show next row (Alt+.)  button. 

 

8. Use the arrow button navigation to view the Vision coverage. 

 

Click the Show next row (Alt+.) button. 

 

9. Use the arrow button navigation to view any other coverage. 

 

Click the Show next row (Alt+.) button. 

 

10.  

End of Procedure. 

Viewing Life Insurance 

Procedure 
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Step Action 

1. Click the Main Menu button. 

 

2. Point to the Benefits menu. 

3. Point to the Enroll In Benefits menu. 

4. Click the Life and AD/D Benefits menu. 
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Step Action 

5. Enter the desired information into the Empl ID  field. Enter "10000280293". 

6. Click the Search button. 

 

7. The page displays the coverage begin date, coverage election, benefit plan, Health 

Provider ID and enrolled dependents/beneficiaries.  Click Show Next Row to view 

Basic Life. 

 

Click the Show next row (Alt+.) button. 

 

8. Use the arrow button navigation to view Life AD/D and Supplemental plans. 

 

Click the Show next row (Alt+.) button. 

 

9. You have successfully viewed life insurance benefits. 

 

Press [Enter] . 

10.  

End of Procedure. 

Viewing Flexible Spending Accounts 

Procedure 
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Step Action 

1. Click the Main Menu button. 

 

2. Point to the Benefits menu. 

3. Point to the Enroll In Benefits menu. 

4. Click the Spending Accounts menu. 
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Step Action 

5. Enter the desired information into the Empl ID  field. Enter "10000280293". 

6. Click the Search button. 

 

7. Click the Search button. 

 

8. This page displays the coverage begin date, coverage election, benefit plan, Health 

Provider ID and enrolled dependents/beneficiaries.  To review the Flexible Spending 

Account information, click the next row. 

 

Click the Show next row (Alt+.) button. 

 

9. Use the arrow button navigation to view the other spending account plans (HSA, 

DSA). 

 

Click the Show next row (Alt+.) button. 

 

10. You have successfully viewed Flexible Spending Accounts. 

 

Press [Enter] . 

11.  

End of Procedure. 
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Bi-Weekly Reports 

Employee Process Status Report 

Procedure 

 
The Employee Process Status Report provides a worklist of HR Events that need to be worked.  It 

is important to work all open prepared events in a timely manner.   

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Point to the Benefits menu. 

3. Point to the Manage Automated Enrollment menu. 

4. Point to the Investigate Exceptions menu. 

5. Click the Employee Process Status Rpt menu. 

 

6. Click the Employee Process Status Rpt link. 
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Step Action 

7. Enter the desired information into the Run Control ID  field. Enter "RUN". 

8. Click the Search button. 

 

9. Click the Run button. 

 

10. Check the checkbox to the left of the report to run.  

 

Click the Select option. 

 

11. Click the OK  button. 

 

12. Click the Report Manager link. 

 

13. Click the Administration  tab. 

 

14. Click the Refresh button until the Run Status is Success and the Distribution 

Status is Posted.  

Click the Refresh button. 

 

15. Click the Employee Processing Status link. 
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Step Action 

16. Click the Print  button. 

 

17. Click the Cancel button. 

 

18.  

End of Procedure. 

AOS/PS Benefits Exception Report (Mismatch Report) 

Procedure 
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Step Action 

1. Point to the Benefits menu. 

2. Point to the Manage Automated Enrollment menu. 

3. Point to the Investigate Exceptions menu. 

4. Click the Mismatch Report menu. 
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Step Action 

5. Enter the desired information into the Run Control ID  field. Enter "RUN". 

6. Click the Search button. 
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Step Action 

7. Enter the desired information into the Business Unit field. Enter "00400". 

8. Click the Run button. 
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Step Action 

9. Click the OK  button. 
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Step Action 

10. Click the Report Manager link. 

 

 

 
 

Step Action 

11. Click the Administration  tab. 
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Step Action 

12. Click the Refresh button until the Run Status column in the Process list box shows 

'Success' and the Distribution Status column shows 'Posted'.  When running several 

statements, the most recent statement will be the top row. 

 

Click the Refresh button. 

 

 
























































