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Benefits Administration Manual

Benefits Election Entry

Entering and Verifying Manual Events

Event triggers are reflected on tBAS Activity Table. When an event is successfully scheduled
for processing, the event is no longer displayed on the BAS AcTigible.

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 thatbeffective 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 theyartevent
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 chaosirply 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 processad 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 tiret you run the Event Maintenance
process. After entering such events, verify that they exist in the BAS Activity Table.

Consider this scenaricAn employee wishes to change their contributions into their Health
Savings Account (HSA)You need to mamally enter this HSA change.
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Procedure

ORACLE"

Favorites : Main Menu
‘Search Menu:

I ®

Home | ‘Workist | MultiChannelConsole | AddtoFavories |  Sign out

Personalize

3 seff Service

1 Manager Self Service

3 Recruiting

03 workforce Administration
3 Benefits

3 Compensation

0 stock

3 Time and Labor

3 Payroll for North America
3 Global Payrol & Absence Mgmt
2 Payroll Interface

3 Workforce Development
3 Organizational Development
3 Enterprise Learning

£ workforce Monitoring
3 Pension

3 Set Up HRMS

3 Enterprise Components
03 worklist

3 Application Diagnostics
1 Tree Manager

3 Reporting Tools

3 peopleTools

3 packaging

D Careers

D Change My Password

v vy v v vy vyvy vy e e v ow ey ovror v ooy ow w v 4k

D My Personalizations
D My System Profile
D My Dictionary

[Z] My Feeds

El

[ [ [ ’teclintranst 100 -

Step

Action

Begin by navigating to thReview BAS Activity page.

Point to theBenefitslink.

Point to thevlanage Automated Enrollmentlink.

Point to theEventsobject.

Click theReview BAS Activty object.
[Review BAS Activity |

Use theReview BAS Activity page to view unprocessed events for the next run
Event Maintenance. You can review the events currently on the BAS Activity p
insert events for processing, or delete events if absolutely necessary.

As s@mn as Benefits Administration successfully processes an event, the syste
delete the corresponding BAS Activity. BAS Activity is only populated during
Event Maintenance. Open Enrollment activity does not reflect on the BAS Acti
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 6
automatically written to the BAS Activity Table so that the employee will be
processed in the next BweMaintenance process.

Notice in this example, that there are already records for a termination, addres
change, and hire of employees.

8. Changes in employment status, e.g. hiring, resigning or changing frotmpaito
full-time employment can affecligibility 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 inse
on theBenAdmin Activity page.

9. One type of evetrclass must be manually inserted onB#S Activity page for
processing in Event Maintenance: some miscellaneous events (those not trigg
through ordinary data entry changes). The type of events requiring manual ins
can be customized accordirmytour company's needs.

ORACLE’
Home | ‘Workist | MuliChannel Console | Addto Favortes |  Sign out

Favorites - Main Menu > Bengfits > Manage Automated Enrolment > Events > Review BAS Activity
2 New Window E/, Customize Page T3 hitp
Review BAS Activity
Customize | Find | View 100 | B | % £t L 1.30 of 125 DI
*Empl ID Hame *Action Source gzor ; ;’:c‘:lr 4 “EventDate E‘:fes’:u ;BQ.SW ?;:’rﬁ;e“ COBRA Action
B-HIPCOB305 Yogi Bear BenPerson 0 0011512000 0/MsC = =2
BA-91CBRO1 Allen Lee JobChg 0 0 0210112001 owr [ =] =
HCQAE30051 Thomas Carlos JobChg 0 0 0210412009 owr [ = =
KOW131 Sabine D'Hardcastle |JobChg 0 0 01/01/2000 owr [ =] =
KaW132 Fabio Fabiano JobChg 0 0 01/01/2000 owr [ =] =
KOW133 Denise Salisbuy  |JobChg 0 0 01/01/2000 owr [ = =
Kow134 Harold Montgomery  JobChg 0 0 01/01/2000 0HR = =]
Kow135 Kristy Corrington JobChg 0 0 01/01/2000 0/HR = ==
KOW137 Giel Marriman JobChg 0 0 01/01/2000 owr [ = =l
Kow13s Arnold Newbern JobChag 0 0/01/01/2000 0HR = =
KOW129 Wendy Baxter JobChg 0 0 04/01/2000 0/HIR = =]
KOW140 Kim Churchill JobChg 0 0 01/01/2000 0|HIR = =
KC0048 Ian Canfield JobChg 0 0 1110412008 opora [ = =
KC0048 Ian Canfield JobChg 0 0 01/01/2008 owr [ = =
KCDOD1 Camille Ploutard ~ JabChg 0 0 01/01/2007 0/DTA = =l
Customize Find View 100 H First L4 1-30 of 125 ] Last
5] save | [= Notily | [£% Refresn
Done [ [ [ [ [$3vocalintranet 0% v
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Step

Action

10.

In this example, you have to manually enter the employee's health savings ac
in the BAS Activity table.

Use theAdd 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 teenplID field. Enter KUTRO04".

12.

TheAction Sourcefield automatically defaults to "manual”.

13.

The date for a manually entered eveetaults to the current system date, but car
changed if needed.

Enter the date from which the health savings account change is effective in thé
Event Datefield.

Click in theEvent Datefield.

014252010

14.

Enter the desired information into tReent Datefield. Enter 07/01/2009.

15.

If there is more than one manual event for an employee for the same effective
enter unigue sequence numbers for each event iEBvitret Effseqfield. Otherwise,
PeopleSoft populates the event effective sequence from the BiAStyATable.

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 B&S Action code. The code for a health
savings account chaags HSA.

Click in theBAS Action field.

[ ]

17.

Enter the desired information into tBAS Action field. Enter HSA".

18.

Click theSavebutton.

19.

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

You must now navigat® On-Demand Event Maintenanceo process the HSA
contribution change.

PresqdEnter].
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W
6:}- |g hteps: = hrS0. aris.in. govipspihrat dev/EMPLOVEEJHRMS by hab=DEFALLT HE] \EHEHE\ IEBing \EEI
| File Edt View Favorites Tools  Help
J 7 Favorites J 5% | Suggested Sites ~
(& Emplayes-facing registry content J M- - [ g - Page - Ssfsty - Took - @~

ORACLE" Hello Lindsay =
| workist | AddtoFavorites | Signout
Favorites  Main Menu
Personalize I‘E’e"":h Mo ® ? Help
My Job O} N 2] 4] [=] [ty Applicants =
v L]
LR 3 sef senice » Last Hame: ]
ok Dpen 3 Manager Self Service 4 LmED
3 Recruiting » [nt= With Applicant Type: -
1000054c (3 Workforce Administration 4 & With Disposition: |—;[
03 Benefits 4 ’
1000054€ 3 Compensation 4 & Job Opening: [=
3 Payroll Interface 3 Applied Within: I—Ll
1000054S 9 yyorkforce Development 3 ] PPl i
3 Organizational Development 4 r
S h
10000848 1y Enterprise Learning 4 & h =
10000545 B3 set Up HRMS 4 & Onlyfirst 100 Job Openings are displayed in the Job Opening drop down. For a
— 3 Enterprise Components 4 detailed search go to Find Applicants page.
Lt 0 worklist 4 e
LSt | gy Tree Manager 3 -
Create. 1 Reporting Tools 4 |Cumpany Directory ==
B oo ' [Fnpeopie
[5] 501 5HC Request b
’7 D Change My Password = earch by:
epMony [E my personalzations = Full Name (LastFirst) =
D My System Profile ’—
D My Dictionary
The menu ) My Feeds 1 Main Menu to Search
get startec (5] submita GMIS Issue
Highights
Searchby:  [cty 7] =l
T @ meemer e
Step Action
20. Click theMain Menu button.
Main Menu
21. Point to theBenefitsmenu.
22. Point to theManage Automated Enrollmentmenu.
23. Point to theEventsmenu.
24. Click theOn-Demand Event Maintenancemenu.
| [E]| on-Demand Event Maintenance |
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/2 On-Demand Event Maintenance - Windows Internet Explorer _|&] x|
@:‘\-\;v [ hetes: e hrsa. amis . govipspitrat galEMPLOVEE /HRMS < /ADMINISTER,_AUTOMATED_BEMEFITS.Be5_C =] | G4 |[## /| | = eing £l

| File Edt View Favorites Tools  Help
J{gFavnntes J{g

(& On-Demand Event Maintenance

Suggested Sites ~

| % - B - - page e Safety - Todkse @ 7

Home | Workist | AddtoFavortes |  Sign out

Favorites | Main Menu > Bangﬁts > Manage Autumvated Enrolment > E\'gnts > On-Demand Event Maintenance

I NewWindow 7 Help B hip
On-Demand Event Maintenance

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

.' Find an Exisfing Va wi

Maximum number of rows to return (up to 300). W
Empl ID: [begins with =]

Empl Record: [= = |

Name: |heg\nswnhj|

Last Name: [begins with =]

Second Last Name: |heg\ns withj|

Alternate Character Name‘lhegms wnhj|

I” case Sensitive

Search Clear - |Basic Search [§ Save Search Criteria

4] | |
Done T @ meemer e

Step

Action

25.

Click in theEmpl ID field.

26.

Enter the desired information into tEenpl ID field. Enter "L0000280288

27.

Click theSearchbutton.

28.

Maintenance process, such as enter and validate elections.

PresqEnter].

Use theOn-Demand Event Maintenancepage to perform all the gis in the Event

29.

Use theShow Activities button to view pending activities to be processkdo
activities are waiting to be processed, this button is not available.

Click theShow Activities button.
[ Show Activities |

30.

Click theShow Activities button.
| Show Activities |

31.

only one activity, it ha been selected by default.

Click theOK button.

Notice that the health savings account change you entered is displayed in the
pending activities list.You must select an activity for processirecause there is

Last Updated: October 14, 2011
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Step

Action

32. Use theSchedule/Prepare Activitybutton to initiate a COBOL process that
schedules and prepares activity for the selected employee for any pending act
Click theSchedule/Prepare Activitybutton.

Schedule/Prepare Activity

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

Click theOK button.
0k
34. Click theElection Entry button.
Election Entry

35. Enter the annual amount the employee wishes to contribute into the field.
Enter the desired information intioe Annual Pledgefield. Enter '2,000.00.

36. Enter the biweekly amount the employee wishes to contribute into the field.
Enter the desired information into tBenployee Contribution Override field.
Enter '333.33.

37. If you need help figuring the annudefdge amount, PeopleSoft can help calculat
by clicking theContribution Worksheet link.
Enter the desired information into tA@nual Pledgefield. Enter '2,000.00.

38. Enter the desired information into tRay Period Amountfield. Enter '333.33.

39. Click the Calculate button.

40. When using the worksheet, check to be sure PeopleSoft is identifying the corrs
number of pay periods being affected by the change.
You may need to click th@pen Protected Fieldsutton so you can change this @
to enter theContributions Year-to-Date field.
Click theOpen Protected Fieldsoutton.
| Open Protected Fields

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

42. Next, return to th®©n-Demand Event Maintenancepage to validate the depende

and beneficiary details.

Click theOK button.
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Step

Action

43.

been enrolled, thBtatusdisplaysEntered.

PresqdEnter].

After theHealth Savings Accountchange has been entered and the employee |

44,

load these elections.

Click theValidate/Finalize _button.

Next, use th&/alidate/Finalize button to run the COBOL process\alidate and

| Validate/Finalize
/= On-Demand Event Maintenance - Windows Internet Explorer TES|
% - |g https:/JdevhrS0. amis. in.govipspjhral qaEMPLOVEE JHRIMS /e ADMINISTER_ALUTOMATED_BENEFITS.BA5_C || 4 \;H;\ | Eing B
| Fle Edt View Favorites Tools Help
J ¢ Favorites J ) Suggested Sites +
(& On-Demand Exvent Maintenance J il - [ o v Page~ Safety~ Taos~ (@v 7
Home | Worklist | AddtoFavorites |  Sign out
Fa\fnvrites i Mavaanu > Benefits > Manage Automated Enrolment » Events > On-Demand Event Maintenance
[_E’New Window 7 Help E/,Custam\ze Page , hitp
On Demand EM - Error Messages
Smith,John W Person ID: 10000280293  BenRecord: 0
EventD: 4
[Messages . dlvewa Fratllaore O
Message ID: 0001489 Option 1D: CostID:
Description: Informational Only: The systemn encountered a new enrollment action for which a Benefit &l
Enrollment record already exists with the same Effective Date. The system deleted the current
Benefit Enroliment record (and all associated dependentbeneficiary and investment records
[where applicable) and replaced it with the new enrollment. (M3GData1: Plan-Type; MSGData2
EfDt)
Message Data: 67
2011-09-04
| Return |
[T T & mtemet [“3 « [H 0w -
Return

Last Updated: October 14, 2011
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/2 On-Demand Event Maintenance - Windows Internet Explorer

I

6:-?-- [ hetes: e hrsa. amis i govipspitrat qalEMPLOVEE /HRMS < fADMINISTER,_AUTOMATED_BEMEFITS.Be5_C =] | G4 |[## /| | = eing

2l

| File Edt View Favorites Tools  Help

J <7 Favarites J )

(& On-Demand Event Maintenance

Suggested Sites ~

On-Demand Event Maintenance

smith.John ¥/

i Activity Date:
Schedule/RPrepare Activity.

Source:

Event ID
Prepare Options:

Enroliment Statement

Pending Activities:

2 EventDate: 08/09/2011 Status: Finalized - Enrolled

|th-8 -

[ ey -

Home | Worklist

Favorites | Main Menu > Bangﬁts > Manage Autumvated Enrolment > E\'gnts > On-Demand Event Maintenance

ED New Window 7 Help

Person ID: 10000280293  Ben Record: 0
Empl Record: 0
5 ShowActivities Action:
Event Status Update |
Class: HSA B .

Event Status: Closed to Processing

Run Date: & Deduction © Annual
Eleglionenty Entered: 0 of 0 - SnowFlans
Validate/Finalize Errors: ; I Show Errors ™ Finalize/Apply Defaults
Confirmation Statement Run Date:

Main Content.
Process Tndicator: |1

B save | &L ReturntoSearch | | Notify

Reprocess:

Maormal Processing

Page - Sofety = Tooks~ @+

| AddtoFavortes | Sign out

[ customize Page , hitp

Done

I

[ @ rtemer

75 - [® 100w -

Step Action

46.

| £\ Return to Search |

Click theReturn to Searchbutton.

After the process is complete, you must priRgroll Deduction Authorization
form (AS-47). See separate insttimns for printing these documents.

47.

End of Procedure.

You have successfully performé&shtering and Verifying Manual Events.

Processing a Family Status Change

As an employer, the State of Indiana understandethployees may experience major life

events during the course of their employmertese events are called qualifying events or
family status changesAn employee has thirty (30) calendar days to contact their benefits
administrator to report the famitatus change.

Consider the following scenaridAn employee contacts the Benefits Hotline to report their

marriage.

Last Updated: October 14, 2011
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Procedure

{2 Employee-facing registry content

GO~k :

indows Internet Explorer &[]

Hng [2]]

| Fle Edt view Favortes Tools Hel

| o Fovortes | s (=) sugsested ses ~

52| - | B 5PD: Pecplesoft Hi Training ... | @ Enploves-fating registry... % v [ e v Page v Safety~ Took v @

ORACLE' Hello Lindsay

Workist | AddtoFavortes | Sonout
Favgrites - Main Henu

Personalize ,‘59‘"""‘*”“‘— ®
My Job O] s EIX| [important Information [may Applicants
[ @ Sef Senvce * — Effoctive Wodnosday, lay 18 S —
Job Openi 3 Manager Sef Sarvice » Activity
€1 Recruting [t Al centralized agencies will be able to With Applicant Type:
& Workforce Administration , [} utiize a new number for FIL calls
£ Benefis N answers to your Family& Medical Leave ‘With Dispesition:
o R & Act (FML} questions can be accessed Job Openin | —
Compensation & through one phone number. Mo lnger will pening
€2 Time and Labor ' o you need to search for the name of Applied Within | —
3 Workforce Devalopment » & someone to answer those FML questions.
€3 Organizational Development ’
2 Enterprise Leaming » g Pick up and dial State Personnel's FML Cenich
central number: 317-234.7955.
Fullist | B3 SetUp HRMS ’ Onlyfirst 100 Job Openings are displayed in the .
3 Enterprise C s , defailed search go fo Find Applican
=l & v”, E\:\Te ormpensnts . Atthe close of business on Tuesday. May 17, the phone numbers of the SPD elaled search g0 fo Find Applicsnts page
. B3 Work FIL specialists will be disconnected and all calls will be routed to the new
&1 Tree Manager ’ UL number: 317-234.7955. E o
L @3 Reporting Took [ F— | empany Directory
[opMeny I PecokToos » (T BRI | Having the one phone number will allow SPD to provide enhanced customer
B creers senice with a single point of contact
[E change my Password Search by
My Personalizations . Full Name (LastFirst)
The meny| 5 M 2 MainMenuto | [Open Enrollment Elections I
get starteq 5 My System Profiie
My Dictionary
Highlight: (] My Fesds
|5 submit 3 GMIS Tssue There are currently no open benefits events to display.
Recently useu pages 1o appeal
under the Favorites menu, lacated at
the top left.

Search

Breadcrumbs vieually display your
navigation path and give you access to
the contents of subfolders.

Menu Search, located under the Main
Wlenu, now supports type ahead which
makes finding pages much faster.

k1]

73~ [Row -

E—
= CT LT @

Y

Action

Click theMain Menu button.

Click theWorkforce Administration menu.
| (3 Workforce Administration 4

Click theJob Information link.

Click theJob Datalink.
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{2 30b Data - Windows Internet Explorer —1E[x]

@:\/ ) @[] https:jdevhrSo,. amis in.gov]psp/h SLaaJEMPLOYEE JHRIS{CADMINISTER,_WWORKFORCE (G5L).J0B_DATA GBLTPORTALPARAM_PTCHAV=HC_J0B_DATA_GeL: ]| &b | |4 |[ | [l eng P~

| Fle Edt view Favortes Tools Help
Jﬁmmes H; Suggested Sites ~

2| -| B Po: Peoplesoft He Training ... | @30 Dats x J v B - e Pager Safety Took+ @v 7

Home | Workist | Add toFavortes | Signout

Favorites - Main Menu > Workforce Administration > Job Information > Job Data

@ New Window ? Help B nttp
Job Data

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

mber of raws to return (up o 300): [300

Maximu

EmplID: begnswin =] |
Empl Record: F &0
Hame: [oegmswin =l
Last Name: [pegmswn=l[ |
Second Last Name: begins with 7]

Alternate Character Name: [begins with =]

Widdle Name: begins with =]
National ID: begins with =]
I Include History T Case Sensitive
Search || Clean|Basic Search [E) Save Search Criteria

T T (6 meme: ERESTR

Step

Action

Click in theEmpl ID field.

Enter the desired information into tRenpl ID field. Enter "L0000280288

Click theSearchbutton.

You will need to add a row to process a Family Status Chamgjgou can do this
by clicking on thePlus Signicon.

Click thePlus Signbutton.

By default, the effective date populates today's d#tei will need to enter the
correct effective date for this record.

Enter the desired information into tBéfective Datefield. Enter '08/31/2011.

10.

By default theSequencdield is "0". If there is another entry in PeopleSoft with t
same date of family status change in which you are entering, you will need to
change th&equenceo the next number. (i.e.1,2tec

Click in theEffective Sequencédield.

[ o
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Step

Action

11.

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

Click theAction list item.

Hire ;I

12.

For this example we will use FSC.

13.

| =]

14.

Click the drop down list and choose the appropfeasoncode. For this example
we will choose Marriage of Employee.
Click theMarriage of Employeelist item.

Marriae of Employee 'I

15.

You have now entered the family status chang&'@émkforce Administration ,
creating a benefitv@nt. Please ensure you save this page.

Click theSavebutton.

/= Base Navigation Page - Windows Internet Explorer 5]
@: - &) o I6_PTPP_5C.HOMEPAGE Feldrormus. Lscript_pprPrpt_frsme—re_conroL_automarerw]| & | [$9|[ x| [Feng o[-

| Fle Edt view Favorites Tools  Help

| o Favortes | i (=) suggested ses ~

|5 - B - e ety Toos - @ 7

Home | Workist | AddtoFavories | Signout

Even C3 M vice | 21 artiioant T 7]
= T T Ty
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Step

Action

16.

You have now entered the family status change iMtbhekforce Administration

section, creating a benefit evenfou can begin to process this change by
navigating to tk main menu.

Point to theBenefitsmenu.

17.

Point to thevlanage Automated Enrollmentmenu.

18.

Point to theEventsmenu.

19.

Click theOn-Demand Event Maintenancemenu.

|j On-Demgand Event Maintenance

2 0n-Demand Event Maintenance - Windows Internet Explorer

G-k - e e e e W= Y 3 »l-
[ Fe Edt vVew Favortes Tods Hep

| Fovortes | s Suagested stes -

(@ OrvDemand Event Maintenance J P v E) v ) g v Pager Safety Toos+ @ 7

Home | Workist | Add toFavortes | Sign out

Favgrites | Main Menu > Bengfits » Manage Automated Enrolment » Events » On-Demand Event Mantenance
ENew Window  ? Help B hitp
©On-Demand Event Maintenance

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

[ Findan Bxsting vaiue |

WMaximum number of raws to return (up to 300): [300 |

Empl ID: [begmewtn | |
Empl Record: F =
Name: [oegnswn =l [ |
Last Name: [oegnswine] [ |
Second Last Name: [beginswitn ][ |
Alternate Character Name:[begnswin = ||

I case sensitive

Search Clear . |Basic Search Save Search Criteria

T (6 meme: ERESTR

Step

Action

20.

Enter the desired information into tRenpl ID field. Enter ".0000280828".

21.

Click theSearchbutton.

22.

Use theOn-Demand Event Maintenancepage to perform all the steps in the Eve
Maintenance process, such as enter and validate elections.

Please note that you can use 8w Activities button to view pending activitseto

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

PresqEnter].
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Step Action

23. Click theElection Entry button.
Election Entry

24, Before you begin to add elections, you need to add the employee's dependent
beneficiaries.

Click the Dependents/Beneficiariesab.
Dependents / Beneficiaries

25. Click theChange/Add Dependent Datdutton.

Change/Add Dependent Data

26. Use theNamepage to add the names of new dependents and beneficiaries.
Note: The system has assigne®ependent/Beneficiary ID You can change this
ID, but you canat assign the same ID to the dependents and beneficiaries of tf
same employeekor this exercise, retain the default ID.

PresqdEnter].

27. TheEffective Datefield displays the date from which the dependent/beneficiary
name information is valid.

Click in theEffective Datefield.

28. Click the Edit Name button.

29. |Click in theFirst Name field. |

30. Enter the desired information into tRést Name field. Enter 'Susie".

31. Enter the desired information into tMeéddle Name field. Enter 'Marie™.

32. Enter he desired information into theast Namefield. Enter 'Do€".

33. Click theOK button.

34. Use theAddresspage to enter dependent/beneficiary address information.

Click the Addresstab.

Address
35. Click theSame Address as Employeeption.
v
36. Click theSame Phomr as Employeeption.
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Step

Action

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

information.

Click thePersonal Profiletab.

Personal Profile

38. Enter the desired information into tBate of Birth field. Enter '06/29/1991.
39. Click theRelationshipto Employeelist.

I M|
40. Click theChild list item.

i — ;

41. Your selection in th®ependent BeneficiaryType field determines whether you
can enroll this person into a benefit plan as a dependent or assign this person
beneficiary, or both.

Click theDependent Beneficiary Typelist.
lEenEficiar; j|

42, In this example, use the default of Both.
Click theBoth list item.
|Both |

43. ick theFemalelist item.

Female

44, Click theMarital Status list.

45. IeIist item.

46. Enter the desired information into tNetional 1D field.

Click in theNational ID field.

47. Enter the desired information into tBecial Security Numberfield. Enter '331-
22-44471',

48. Click the Social Security Numberoption.

49. You have successfully added the employee's daughter as a dep&idelatly,

you want to add her husband as a dependemtthe purposes of this exercise, th
has been done for you to save time.

Click theOK button.
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Step Action

50. Use the Option Election page to enter benefit plan options, such as option cod
election details, andependent and beneficiary information for each benefit plan

type.
Begin with Plan Type 10:Medical.

Click theOption Election tab.
[ Option Election

51. You can enter in th®ption Code or choose to look it up.

Click theLook up Option Code (Alt+5) button.

52. For this exrcise please select the High Deductible Health Plaaniily.
Click the34 link.
53. Specify the Dependent/Beneficiary ID to enroll the daughter and spouse for th

benefit plan type PeopleSoft Benefits Administration assigns these ID's when t
depenént and beneficiary records are created.

Click in thelD field.

54, Click theLook up ID (Alt+5) button.
55. For this exercise please select Susie Doe.

Click the01link.

56. Add multiple rows to enroll the spouse.

Click thePlus Signbutton.

57. Click theLook up ID (Alt+5) button.
58. Please select John Doe.

Click the02link.

59. Use theEnroll All button to process dependent and beneficiary information.
Clicking this button overwrites all the existing dependent and beneficiary recor
the benat plan type.

Click theEnroll All button.
Enrall All
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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 theOption Code field.

61.

Click theLook up Option Code (Alt+5) button.

=

62.

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

Click the099link.

63.

Select the proper option code to add Plan Typé/ision.

Click theLook up Option Code (Alt+5) button.

=

64.

For this example select the Family Vision option.

Click the002link.
02

65.

Specify the Dependent/Beneficiary ID to enroll the daughter and spouse for th
benefit plan type.

Click in thelD field.

L]

66.

Click theLook up ID (Alt+5) button.

=Y

67.

For this example, select Susie Doe.

Click the01link.

68.

Add multiple rows to enroll the spouse.

Click thePlus Signbutton.

69.

To add the spouse, add John Doe.

Click the02link.
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Step Action

70. Click theEnroll All button.
| Enrall Al |
71. Next you can add Plan Type 25:[2ewlent Life Insurance

Click in theOption Codefield.

72. Click theLook up Option Code (Alt+5) button.
73. Click the005link.
005
74. Specify the Dependent/Beneficiary ID to enroll the daughter and spouse for th

benefit plan type.

Click theLook up ID (Alt+5) button.

=Y

75. Click theO1link.

76. Add multiple rows to enroll the spouse.
Click thePlus Signbutton.

77. Click the02link.

78. Click theEnroll All button.
| Enroll Al
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£ On-Demand Event Maintenance - Windows Internet Explorer —1E[x]

| Fle Edt view Favortes Tools Help

@[] https:/jdevhrS.gmis.in.gou]pspfhrLas_6 EMPLOYEE MRS c/ADMINISTER_AUTOMATED_BENEFITS £45_ON_DEN_EN_PG, GELIPORTALPARAM_FTCHAV=HC ]| & [x]

J i Favorkes J 5 (=) suggested sies ~

{8 On-Demand Event Maintenance

ORACLE"

Favgrites

Main Menu > Bengfits > Manage Automated Enoliment > Events > On-Demand Event Mantenance

 Event /Participant Selection | (U=l Dependents| Beneficiaries |

Sched ID:

ERG1  EmplID: 10000230288 DoeJaneR BenRecord: 0  EventD: 1

Event Da

0710412011 New Hires/Renires Self Senvice Excess Credit Rollover To:  Forfeit Excess Gredits

- Available Plans and Options Find_1-20 of 20
Plan Type 10 : Medical

"
Option Code: 34 |&  ConsumerDriven Hith Plan 1 BT (HDHP) (Famil) ?

Health Provider ID:

I Previously Seen

Special Requirements

[ Enroll All
Dependents/Beneficiaries

‘D Name

02 @ JohnDoe

Covered

Relationship to
Employee Person Type.

Health Provider
0

—

Previously
s Age Limit Flag

S

Spouse {m)

Spouse

Plan Type 67 : Health Savings Account

e

Option Code:

$0.00
Employee Contribution Override:
) Contribution Worksheet

Annual Pledge:

Special

Plan Type 11 : Dental

oss |
I Previously Seen

Option Code: Waive Goverage

Ky

Health Provider ID:

Special Requirements

Error on page.

&

& New Window 7 Help

|58

| Workist | AddtoFavories | Signout

[ customize Page Bt

[ 1@ rmeemet

ERER

Step Action

79. Click theDependents / Beneficiariesab.

" Dependents / Beneficiaries

dows Internet Explorer

JEETES]

o

| Fie

Edt View Favarites Tools Help

rorTeD sEnee T o v b e e et ercno— 21| B J[9[ X) [ s

| e rvortes | 25 (=) suggested ses +

€ on-Demand Event Maintenance

ORACLE

Favortes

Main flenu > Benefits > Manage Automated Enfolment > Events > On-Demand Event Maintenance

©n-Demand Event Maintenance

Doe,Jane R PersoniD: 10000280288  Ben Record: 0
Activity Date: Source: EmplRecord:
SchedulePrepareAdly|  penging Activities: 0 ShowAciviies, Action:
Event Status Update
Event D 1 EventDate: 07/0412011 Status: Entered Class: bRN | baten|
[ Prepare Options, | Event Status:  Open for Processing
| Enroliment Statement | EERE
O o |
Validate Finalize ShowErors
Errors: o I FinalizelApply Defauits
Confirmation Stalementec] oo

[ Reprocess

Process ndicator: [ /&

(@@ save] (&0 Retmto searen| (5 oty |

Normal Frocessing

[Dore

ENewwindow ? Help [& Customize Page

| -

=

| workist |

B - Poge ety Toos e @

Add to Favortes |

ey

€ Intermet.

[ERESTARN
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Step Action

80. After the dependent/beneficiary election details have been entered and the enm
has been enrolled, tf8tatusdisplays entered.

PresdEnter].

81. Use theValidate/Finalize button to run the COBOL process to validate and loao
these elections.

Click theValidate/Finalize button.
Yalidate/Finalize

82. After the process is complete, you may print a benefit confirmation statement ¢
a Payroll Deduction Authorization form (A&/). See separate instructions for
printing these documents.

Click theReturn to Searchbutton.

£\ Return to Search

83. You have successfully performed the-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 @mpared to the employee benefit election forifkis 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 upasssoibrio the
State Personnel Department and Office of the Auditor.
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dows Internet Explorer & x]

o Lt =8 (&4l [Eens (2]

Fle Edt View Favorites Tooks Help

i Favorkes |55 2 ELM £ PSHR ) Orads PeopleSoft Enterpris... £ Myshare B Find a Person 2] Find Incidents 2 SPD Training £ | SOLHR, ELI, and PORTAL ... 2 | Sugaected Stes =

82

(6 Employe-Facing registry content

- Pagee Sofetye Took+ @)-

| workist | AddtoFavortes

Sign out
Favgrtes  Main Henu

Personalize SEarch Menu:

— L
@

Top Menu 4 =& [important Information [company Directory
o s , Effectve Wodnosday, oy 18 T
3 Manager Seff Service »
The menu. £ Recruting vh All centralized agencies wil be able to Search by
Main Mer oo co administration » utilize a new number for FML calls Full Name (LastFirst ~
) answers to your Family Medical Leave
Highlight g Benefits ) X Act (FML) questions can be accessed
Organizational Development through one phone number. No longer wil ==
Recenty| & Enterprse Leaming ’ you need to search for the name of
appear ur, £1 St Up HRMS - someone to answer those FML questions
menu, loc £3 Enterprise Components 4 TR TOCToNS,
£ workist » Pick up and dial State Personnel's FIL
& Tree Manager ) central numbar- 317.234.7955 Search by: Ciy -
3 Reporting Tools ’
o o i Tg . R At the close of business on Tuesday. May 17. the phone numbers of the SPD
eopETooE FML specialists will be disconnected and all calls will be routed to the new Search
Breadert [ o0y gy Request
your navi eque FIL number: 317-234.7955
Youacce, =) Change My Password
sublolder: [ My Personalzations Having the ane phone number will allow SPD to provide enhanced customer
My System Profile senice with a single point of contact

[E my Dictionary
5 1y Feeds
Menu Se =] Submit a GMIS Issue
the Main .
type ahead which makes
finding pages much faster

Open Enrollment Elections

There are curently no open benefits events to display.

16_PTFP_SC HOMERAGE FieldFormula. IScript_AppHP?pt_fname=HC_BENEFITS6. T T T [ [@mnteme [Fa + [®ow =

|| @ employee-facing regi (] 10:19 AM

s B EEOY

Step Action

1. Point to theBenefitsmenu.

. Point to thevlanage Automated Enrollmentmenu.

2
3. Point to theParticipant Enrollment menu.
4

. Click theBenefit Statement Reprintmenu.
| |=] Benefit Statement Reprint |
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{2 Benefit Statement Reprint - Windows Internet Explorer —1E[x]

@:\/ ) [i8] https:/devivs0.anis i gov/ pspfhr 810a/EMPLOVEEHRIMSc/ADMIMISTER,_AUTOMATED_BENEFITS.S01_RUNCTL_ENDOS GBLIFolderpath=PorT AL RoOT_oB) v]( & | [#2 | x | [&Eng L~

Fle Edt View Favorites Tooks Help

i Favorkes |45 2 ELM £ PSHR ) Orad PeopleSoft Enterpris... £ Myshare B Finda Person 2] Find Incidents 2 SPD Training | SOLHR, ELI, and PORTAL ... 2 | Sugaected Stes =

8 Bereft Statement Reprink Q-6 - - Pagee Saetye Tooke @ 7

Home | Workist | Add toFavortes | Signout

Favorites  Main Jlenu > Bengfits > Manage Automgted Enolment > Particpant Enrolment > Beneft Statement Reprint
D New Window  ? Help B nttp

Benefit Confirmation Statement

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

Add 3 New Value

Maxim o return (up to 300): {200
Searchby: RunControlDbeginswin |

I case sensitive

Search . |agvanced Search

Find an Existing Value | Add a New Value

[T T T T @ mtemet Y

Bk -~
D [E] 1020 am

pore
Biser| |0 @ © 3O Y H  |[@ senent statementre..

Step

Action

Enter the desired information into tRein Control ID field. Enter tun".

Click theSearchbutton.
Search

The employee ID number in the EmplID field automatically defaults to the last
employee a Benefits Confirmation Statement was printed@bck in the field and
delete the last employee ID number entered into the EmplID field.

Enter the desired information into tRenpl ID field. Enter "L0000280293

Click theRun button.

Click theOK button.

o |

10.

Click theReport Manager link.
Feport Manager

11.

Click the Administration tab.
Administration

|

12.

Click theRefreshbutton until theRun Statuscolumn in theProcess listbox shows
'Success' and tHeistribution Status column shows 'PostedWhen running severg
statements, the most recent statement will be the wp ro

Click theRefreshbutton.
Refresh
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AUTOMATED_SENEFIT.501_FUNCTL 5038 5L aerp PR oot o3 ]| 2 |49 <) [= smg (o]

v Favorites Took  Help

M £ PSHR £ Oracle PeopleSoft Enterpris... & MyShare B Find aPerson £ Find Incidents £ SPDITy

LR R F = e e e e e e e e e ]
User In: 050870 Type: =] [Last 2 1 Dais Refresh
Status: [ =1 rolder: =] instance: | to: |

Customize | Find | Visv 1 | &

Report pres Request
Select Date/Time

09/08/2011  Acrobat

] fement oo aonat |posted  Datais
[l 1762200 1912797 | Beneft Confirmation Statement o toaomt |y |Posted  Detais
] 1762199/ 1912796 Benefit Confirmation Statement R [Af;';z‘ Posted | Details
1752198 1912795 Employee Processing Status Posted | Details
ossto (o
Mooectn  Dpesciectan

DEIE [ lick the delete button to delete the selected report(s

6o backto Benefit Confirmation Statement

process starcer 512758 T @ [ [ -

dison| DB EHOY GO sem |

Step Action

13. Click theBenefit Confirmation Statementbutton.
Benefit Confirmation Statement

14, From here, the Benefits Confirmation Statement may be viewed or printed for
comparison to the employee elections.

Click thePrint button.

=

15. Click theOK button.
Ok

16.
End of Procedure.

Printing an AS-47 (Non OE Event)
Procedure
Agency benefit coordinators are responsible for printing thetA®rm from PeopleSoftThe

form should be routed to the employee for signature and routed to the Auditatex$ Sffice for
processing.
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{2 Employee-facing registry content jows Internet Explorer

=l2]x]

G- «

=8 J[)%)x) [Fen

BE

Fle Edt View Favorites Tooks Help

i Favorkes |45 2 ELM 2] PSHR ) Oradls PeopleSoft Enterpri.

(6 Employe-Facing registry content

Favgrtes  Mai fenu

Personalize Content | Layout

& Myshare B Find a Person ¢ Find Incidents ¢ SPD Training € | SOTHR, ELM, and PORTAL

2] Suggested sites ~

S - B - L - Page - Safetye Tose @c 7

| workist | AddtoFevortes | Sanout

Our menu has changed!

The menu s now located across the top of the page. Click on
Main Menu to get started

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Breadcrumbs visually display
your navigation path and give
You access to the contents of
subfolders

Menu Search, located under
the Main Menu, now supports
type ahead which makes
finding pages much faster

Effective Wednesday, May 18

All centralized agencies wil be able to
utilize a new number for FIL calls
answers to your Family& Medical Leave
Act (FML) questions can be accessed
through one phone number. Ho longer will
‘you need to search for the name of
omeane to answer those FIL questions

Pick up and dial State Personnel's FIvL
central number: 317-234-7955

At the close of business on Tuesday. May 17, the phone numbers of the SPD
FIVL specialiets will be disconnected and all calls will be routed to the new
FIL number: 3172347955

Having the ane phone number will allow SPD to provide enhanced customer
senvice with a single point of contact.

? Help
Top Menu Features Description EI®| [important Information £l [company Directory &

Search by

Full Name (LastFirst; ~

Search

Search by: City |

Search

Open Enrollment Elections

There are curently no open benefits events to display.

1|

Dore

Hsen| |0 B EHOY

|| @ Employee-facing regi...

[ 77 [ @ mene

[Fa~ [Riow =

Action

Click theMain Menu button.
Main Menu

Point to theBenefitsmenu.

Point to thevlanage Automated Enrollmentmenu.

Point to theParticipant Enrollment menu.

Click theAS-47 - Non-OE Eventsmenu.
| ] AS-47 - Non-OE Events |

Last Updated: October 14, 2011

Page 24



{2 AS-47 - Non-OF Events - Windows Internet Explorer —1E[x]

@:\/ )@ [E] https:fjdevhSn.omis.in.govjpspfh 91a/EMPLOYEE[HRMS/C/ADMIMISTER_ALTOWMATED_BENEFITS.501 RUNCTL_AS47.GBLIFalderpath=poRTAL RooT_o62k [=]| & |[#2)| x| [ eng £

Fle Edt View Favorites Tooks Help

i Favorkes |5 2 ELM £ PSHR ) Oracs PeopleSoft Enterpris... £ Myshare B Find s Person 2] Find Incidents 2 SPD Training £ | SOLHR, ELI, and PORTAL ... | Sugaected Stes =

(8 A5-47 - Nor-OE Events Zy v B) - e Pages Safetye Toose @ 7

Favgrites  Main Menu > Bengfits > Manage Automgted Enfolment > Particpant Enroliment > AS-47 - Non-OE Events

Universal Payroll Auth (AS-47)

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

Search by: Run Control ID begins with

I case sensitive

Find an Existing Value | Add a New Value

Home | Workist | Add toFavortes | Signout

D New Window  ? Help B nttp

) AddaNew Value

return (up to 300): [300

Search . |agvanced Search

one
distart| | 3 @ 0 © Y E] |[Ea547-Non-OEEvent... T [E] 1026 amt

[T T T @ mtemet o [ mios ~

Step

Action

Enter the desired information into tRein Control ID field. Enter tun".

Click theSearchbutton.

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

Click theLook up Schedule ID (Alt+5)button.

=

Click the scrollbar.

10.

Click theERGL1 link.
ER G

11.

Enter the desired information into tRenployee IDfield. Enter '1000280293

12.

Click theLook up BAS Event ID (Alt+5) button.

=

13.

Click the 10000280298ink.

14.

Click theRun button.

15.

Click theOK button.
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Step

Action

16.

Click theReport Manager link.
Feport Manager

17.

Click the Administration tab.

| Administration

18.

Click theRefreshbutton until theRun Statuscolumn in theProcess listoox shows
'‘Success' and tHaistribution Status column shows 'PostediVhen running severs
statements, the motcent statement will be the top row.

Click theRefreshbutton.

{2 AS-47 - Non-O Events - Windows Internek Explorer

151
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Type: =] [Last - 1 Days -] [ Refresh
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0O,

Select Al Deselect All
[EDeleter] cic the detete button to delete the selected reports
B save

List | Explorer | Administration | Archives

process istarcer 512755 T @ [ [ -
Wsen| | @€ IO Y |[@ wsma7-momoEEvent.. @O[E o

Step

Action

19.

Click the AS-47-Non-OE Eventsbutton.
ASZ-47 - Non-0E Events

20.

From here, the A7 may be viewed or printed for comparison to the employee
elections.

Click thePrint button.

=
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Step Action

21. Click theOK button.

Ik

22.
End of Procedure.

Reviewing Elections

Viewing Employee Event Detall

Procedure

{2 Employee-

dows Internet Explorer

GOk :

= 8 (&4 x| [Fens [o]]

| Fle Edt view Favortes Tools Hel

Suggested Sites ~

| o rovortes |

(8 Employse-Facing regitry content J h-8-= >

v Page v Sefetyr Took v @)r
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AddtoFavortes | Signout

Favgrices . Main fenu

Personalize Content | Layout

[y Job Openings EIX| [important Information [may Applicants
T — i
My Job Openings - S Effective Wednesday, May 18 Last Name: [ —
J0b Opening Tite Status Mol |y ) )
i SoETs Al centralized agencies will be able to With Applicant Type:
Admy Ast 5 Pending 0 [c} utilize a new number for FML calls.
Human Resources answers to your Family& Medical Leave With Disposition:
Pending |0 & Aot (FML
Generalist 1 ct (FML} questions can be accessed Job Opening —
B & through one phone number. Mo longer wil
you need to search for the name of Applied Within: —
Program Director2 | 010-Open & & someone to answer those FML questions.
Human Resources
Pending 0
Generalist 1 S & Pick up and dial State Personnel’s FML Beattiy
central number: 317-234.7955
Eull List Only first 100 Job Openings are displayed inthe .
defailed search go fo Find Applican
P s T Atthe close of business on Tuesday. May 17, the phone numbers of the SPD Flaledsearch g0 fo Find Applicsnts page
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Company Directory
T b R ] [=J(3] | Having the one phone number will allow SPD to provide enhanced customer s ot
2 senice with a single point of contact i
Our menu has changed! Search by;
. [FullName (LastFirs)
The menu is now located across the top of the page. Click on Main Menu to [open Enrollment Elections
get started
Highlights Seaudy
There are currently no open benefits events to display.
Recently Used pages now appear
under the Favorites menu, lacated at
the top left Search by: Gity -

e —

Search
Breaderumbs isually display your
navigation path and give you access to |
the contents of sublolders
Menu Search, located under the Main
Wlenu, now supports type ahead which
makes finding pages much faster.
<
T T @ T -

Action

Click theMain Menu button.
Main Menu

Point to thevlanage Automated Enrollmentmenu.

Point to theReview Processing Resultsienu.

Click theEmployee Event Detailmenu.
| |_'1 Emplovee Event Detail |
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{2 Employee Event Detail - Windows Internet Explorer —1=x]

@:\/ ) @[] hts:jdevhrSo,. amis in.gov]psp/h SLaaJEMPLOYEEJHRIS{CADMINISTER,_AUTOMATED_BENEFITS.BAS_PARTIC_INQ, GBL7Folderpath=pORTAL_ROOT_oBIeC =] | & | |44 |[ | [l eng L~

| Fle Edt view Favortes Tools Help
Jﬁmmes H; Suggested Sites ~

{8 Employee Event Detai % - 6 - @ pagee saeye Tooke @ 7

Home | Workist | Add toFavortes | Signout
Favgrites - Main Menu > Bengfits > Manage Automgted Enrolment > Review Processing Results > Employee Event Defail
@ New Window 2 Help B nttp
Employee Event Detail

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

1 of rows fo return (up to 300): [300_|

EmpliD: [oegnswin =] &
BenefitRecordhumber:[= =] | |
Eventidentification:  [= & [ |
Benefit Program: begnswih x| &

Search || Clear|Basic Search [§] Save Search Criteria

pore [T @ temer ERESTR

Step Action

5. Enter the desired information into tEenpl ID field. Enter "L0000280293

6. Click theSearchbutton.

7. TheSearch Resultdable provides a list of all benefit events associated with the
employee.lt is impor@ant that all events are worked in order (by date) and that ¢
the events are processed thatEkent Statusis Closed

For this example will we select the ERGL1 link.

Click theERGL1 link.
ERG

8. For record keeping purposes you need to print out a sshetmof theParticipant
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.

PresdEnter].

9. Navigate to thé’lan Typetab to view the employee's béihelections.

Click thePlan Typelink.

Plan Type
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Step Action

10. Click theView All link.
View Al

11. ThePlan Typetab 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, lif
insurance).

PresqdEnter].

12. Navigate to thdependentdink to view the dependents covered by the employe
Click theDependentdink.

13. You will also need to print a screen shot of the dependent record for each ben
plan. This document can be scanned in aaded into the Employee's folder.
PresqdEnter].

14. Click theReturn button.

15. Release the mouse button.

16. Click theDependentdink.

Dependents

17. You will also need to print a screen shot of the dependent record for each ben
plan. This document can be scathin and saved into the Employee's folder.
PresdEnter].

18. Click theReturn button.

19. Click theDependentdink.

20. You will also need to print a screen shot of the dependent record for each ben
plan. This document can be scanned in and savedltie Employee's folder.
PresdEnter].

21. Click theReturn button.

22. Click the Dependentdink.
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72 Employee Event Detail - Windows Internet Explorer —1E[x]

6}@ @ 1] https:fjdevtys0 amis.in.gov/pspfhy SLas/EMPLOYEE JHRVIS|c[ADMINISTER,_AUTOMATED_BENEFITS. 545 PARTIC NG, GEL7Foiderpath=PORTAL RoOT_0B)eC ]| & | (42 ][ x| [&eng [2]-]

| Fle Edt view Favortes Tools Help

J i Favorkes J 5 (=) suggested sies ~

{8 Employee Event Detai

J@ “ ) - (0 v Pagev Safetyw Took~ @

Home | Workist | Add o Favories |

Favgrites ~ Main Menu > Benefits > Manage Automgted Enrolment > Review Processing Results > Employee Event Detal

& New Window  ? Help (& Customize Page B nitp

Benefit Plan Dependents

Schedule ID: ERG1
Empl ID: 10000280283 Benefit Record Number: o
Event ID: 1
Plan Type: Supplemental Life
Option Code: 002 Benefit Plan; SUP10
Customize | fing | B | B 42012 O Last
DepiBenet  Name Enroll Action BASETOr  PotPaid  FlatAmount Excess Gontingent
01 Jane Smith Enroll W 100 W L
02 Jim Smith Enroll = 100 = [
Retum
[pone

T 6 meme:

[F - [Row -

Step

Action

23.

PresqdEnter].

You will also need to print a screen shot of the dependent record for each ben
plan. This document can be scanned in and savediiet Employee's folder.
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{2 Employee Event Detail - Windows Internet Explorer IR

@:\/ ) @[] htps:jdevhrSo,. amis in.gov]pspih SLaaJEMPLOYEEJHRIS/CADMINISTER,_AUTOMATED_BENEFITS.BAS_PARTIC_ING, GBL7Folderpath=pORTAL_ROOT_oBIEC ]| b | [#4 |[ | [l eng L~

| Fle Edt view Favortes Tools Help

Jﬁmmes Jﬁ Suggested Sites ~

{8 Employee Event Detai % - 6 - @ e pagee sy e Tooke @ 7

Home | Workist | AddtoFavortes | Signout

Favgrites ~ Main Menu > Benefits > Manage Automgted Enrolment > Review Processing Results > Employee Event Detal

ENewWindow ? Help [& Customize Page B nttp

Benefit Plan Dependents

Schedule ID: ERG1

EmplID: 10000280293 Benefit Record Number: 0
Event ID: 1

Plan Type: Supplemental Life

Option Code: 002 Benefit Plan: SUP10

DepiBene  Hame Enroll Action BASEor  PotPaid Contingent
01 Jane Smith Enroll W 100 W L
02 Jim Smith Enroll = 100/ = [
Retum
[pore. T 6 meme: [ - [Riow -

Step Action

24, Click theReturn button.

25. Click the button of the scrollbar.

26. Click theDependentdink.
Dependents

27. You will also need to print a screen shot of the dependent record for each ben
plan. This document can be scanned in and saved into the Employee's folder.

PresqEnter].

28. Click theReturn button.

29. Click the button of the scrollbar.

30. Click theReturn to Searchbutton.
|.'1_:{ Return to Search |

31.
End of Procedure.

Updating Personal Information

When an employee isreid, 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.
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Consider this scenario: An emplaym your company recently got married. Include this family
status change in the employee's personal information.

Procedure

ORACLE"

Favorites - Main Menu

Home | Workist | MultiChannelConsole | AddtoFavortes |  Sign out

Search Menu:-

[ ®

Personalize

£ self service

3 Manager Self Service

3 Recruiting

3 Workforce Administration
£ Benefits

3 Compensation

03 stock

3 Time and Labor

3 Payroll for North America
3 Global Payroll & Absence Mgmt
3 Payroll Interface

3 Workforce Development
3 Organizational Development
3 Enterprise Learning

1 Workforce Monitoring
&3 Pension

3 Set Up HRMS

3 Enterprise Companents
3 Workdist

2 Application Diagnostics
3 Tree Manager

3 Reporting Tools

3 PeopleTools

3 Packaging

[E careers

D Change My Password

D My Personalizations

D My System Profile

D My Dictionary

D My Feeds

v v v v vy vy vy vy e v v owr v orowovy oy owow v v v A

B

Done [ [ [T N3tocalintanet

A 100%

T 4

Step

Action

Begin by navigating to thBiographical Details page.

Point to theNorkforce Administration link.

Point to thePersonal Information link.

Click theModify a Personlink.
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ORACLE"

Home | Workist | MultiChannel Console | AddtoFavortes |  Sign out
Favorites : Main Menu > Workforce Administration > Personal Information > Modify a Person

[_E’ New Window E hitp

Personal Information

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

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300): |300

Empl ID: |hegm5 with j‘
Name: |begms wnhj‘
Last Name: [begins with =]
Second Last Name: |hegms wnhj‘
Alternate Character Name:| begins with (x|
Middle Name: | begins with j ‘

™ Include History [~ Correct History [~ Case Sensitive

| Search | Clear |BasicSearch [gf Save Search Criteria

Find an Existing Value | Add a New Value

bone [ [ [ [ [ N3tocaiintranet ESARY

Step Action

4. Enter the desired information into t&enplID field. Enter ' KUTRO4".

5. Click theSearchbutton.

6. Use theBiographical Details page to enter employee personal information.
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Home | Workist | MultiChannel Console | AddtoFavortes |  Sign out

Favorites : Main Menu > Workforce Administration > Personal Information > Modify a Person

Biographical Details LContact Information Regional

B new window [ Customize Page T ntp <]

Anne Jeffries Person ID: KUTRO4
Find | View A1l First KI 1011 O Last
Effective Date: 001061897 e
Format Type: English i :
Display Name: Anne Jeffies View Name
Date of Birth: ’W 47 Years 5 Months
Date of Death:
Birth Country: =N
Birth Location: [ I” Waive Data Protection
Find | View Al First K 1 of 4 O Last
“Effective Date: 09/06/1997 ] F=
*Gender: Female >
*Highest Education Level: A-Notindicated =
*Marital Status: Divorced 4 As of: 09/06/1997 |5
Language Code: ]‘
Alternate ID: ’7

[ Full-Time Student

Customize | Find | View <1 B | 3 Frst K 4 0i4 0 Last

“Country “National ID Type Hational ID Primary ID

lusa @ [social Security Number =] |[s82-44-5332 2 #|[=

Save | [Gh RewmntoSearch | [ Notify % Refresh [T, Add UpdateDisplay | =) Include History | |[27 Correct History

Biographical Details | Contact Information | Regional

=l

[ [ [’3ocal ntraner H00% - g
Step Action
7. You need to specify the employee's family status change. Begin by adding a n

row in theBiographical History section.

Click the Add Row button.

8. The system inserts a new row and copies the data from the previous row. The
Effective Datedefaults to the current system date, but you can change it if nee

9. Click theMarital Status list.

|Diunrced ;l

10. Click theMarried list item.

11. Click in theAs of field.

12. Enter the desired information into tAs of field. Enter '07/01/2007.

13. _Click the_Savebutton.
_ Save _

14, You successfully updated this employee's family status change. This change,
will be processed during the next run of the Event Maintenance process, can g
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 (BASgzantiiBAS

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. Updatas 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 drdatghe Data
Entry components in the Administer Automated Benefits pages.

If the PreEnter 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 froBase 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

ORACLE’

Favorites - Main Menu

Home | Workist | MultiChannelConsole | AddtoFavortes |  Sign out

‘Search Menu:-

[l ®

Personalize

& seff service

3 Manager Self Service

3 Recruiting

3 Workforce Administration
£ Benefits

3 Compensation

03 stock

3 Time and Labor

3 payroll for North America
3 Global Payrol & Absence Mgmt
3 Payroll Interface

3 Workforce Development
3 Organizational Development
3 Enterprise Learning

23 Workforce Monitoring
&3 Pension

3 Set Up HRMS

3 Enterprise Components
3 Workdist

2 Application Diagnostics
3 Tree Manager

3 Reporting Tools

3 PeopleTools

3 packaging

Q Careers

Q Change My Password

\j My Personzlizations

[E] My System Profile

Q My Dictionary

ﬂ My Feeds

v v r v v vy v orw vy v owworovrow vy owow v v v Ak

’7’7‘ ‘ | | |‘:§Luzahntranet 0% v
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Step Action

1. Begin by navigating to thRarticipant page.

Point to theBenefitslink.

2. Point to thevlanage Automated Enrollmentlink.
Point to theReview Processing Resulténk.
4. Click theEmployee Event Detaillink.

[Employee Event Detail

ORACLE"
Home | ‘Workist | MultiChannel Console | AddtoFavortes |  Sign out
Favorites -~ Main Menu » Ben_eﬁts > Manage Auturrgted Enrolment > Review Processing Results » Employee Event Detal
&0 New window 5 nttp
Employee Event Detail
Enter any information you have and click Search. Leave fields blank for a list of all values.
.’ Find an Existing Va ‘»-‘
Maximum number of rows to return (up te 300). (300
Schedule ID: [begins with =] [ @,
Empl ID: [beains with =] [ @,
Benefit Rer.ordNumbenl: j |
Eventidentification: = = |
Benefit Program: |hegmswwlh j| @,
Search Glear . |Basic Search [6f Save Search Criteria
pone [T T [ Mdroclintranet 0 -

Step Action

5. Enter the desired information into tBehedule I1Dfield. Enter 'KUO05".

6. Click in theEmpl ID field.

Enter the desired information into tRenpl ID field. Enter 'KU0049".

Click theSearchbutton.
Search

9. Use theParticipant page to view event, eligibili, and processing information
about an employee.

10. TheEvent Information group box displays the event's ID (event ID), Status (eV|
status), Class (event class), Source (event source), Date (event date), Effseq
effective sequence), and Prioritywéat priority).
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Step

Action

11.

The system displays a status code that indicates whether the participant event
Open for Processing, Closed for Processing, or Void.

12.

If the event originated from (or is associated with) a Job, Union code, or Addre
(state or postalade) change, it will display effective sequence inEffeeqfield.

13.

ThePriority field determines the order of processing for events that occur for t
same benefit record number on the same event date, but which have different
classes.

14.

The systm 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 e
the insertion of a manual event.

15.

When the system selects tkleilti -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 numb
event date, and event class and merged them into a single participant event.

16.

TheEligibility Information group box displays information that the system uses
determining eligibility for the event.

17.

TheEmpl Record is the employment record number of the address, job, and ui
code records used for eligibility.

18.

If the event$ associated with an action that may make the employee eligible fd
COBRA coverage, the system will display that action code iIICBBRA Action
field.

19.

If the event originated from (or is associated with) an Address (state or postal
change, the sysm will display the Effdt (effective date) and identifies Eftseq
(effective sequence) of that event (or set of events).

20.

TheProcessing Informationgroup box displays information about the current
processing status of this participant event.

21.

The sywtem will select théddress Eligibility Changed option if there was a
change, insertion, or deletion to address (State and Postal Code).

22.

The system will select thidultiJob Eligibility Changed option if there was a
change, insertion, or deletion to timelltiple job indicators.

23.

The system will select thiob 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 e
preceded it, theystem will select th&vent Out of Sequenception.

25.

If the event was disconnected because the event triggered one or more of the
records used for eligibility were deleted, the system will seledEveat
Disconnectedoption.

26.

If the Available through Self Serviceoption is selected, that means that the
participant can enter their elections for the option processing results of this eve
through the PeopleSoft eBenefits application.

27.

TheEligibility Source group box shows the source of eligibilitytdahat was used
when the event was last processed.
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Step

Action

28.

multiple job processing.

The first line is always the effective date of the ADDRESSES table that contrib
address data to the eligibility processing. The remaining rows show each job t
may have contributed eligibility formation and the Primary Job, Include Job for
Eligibility, Include Job for Deductions flags. These flags are used primarily in

ORACLE"

Home | ‘Workist | MutiChannel Console | AddtoFavortes |  Sign out
Favorites = Main Menu > Ben_eﬁ's > Manage Auton'gted Enrolment > Review Processing Results » Employee Event Detal

GELIEE | Plan Type || Option and Cost

B New Window E,/Custom\zePage Entp =]

SchedID:  KUO5 US Open Enrollment 2005

Empl ID: KU0049 Julie Dyer Benefit Record: 1]

ID: 0 Empl Record: 0 Empl Record: 0

Status: Closed to Processing Date: 01/01/2005 COBRA Action:

Class: OE Open Enroliment Effseq: 0 Addr Effdt: 0511011987

Source: Open Enroliment Priority: 900 Job Effete: 05M10M1987
™ Muiti-Activity Indicator Effseq: 0

Benefit Program: KU1 GBI US Fulltime Benefit Pgm I~ Address Eligibility Changed

Process Status: Finalized - Enrolled I~ MultiJob Indicator Changed

Status Date: 08/11/2008 I~ Job Eligibility Changed

Process Indicator: Normal Processing I~ Event Out of Sequence

Election Source: None Entered I™ Event Disconnected

Excess Credit: Cash I™ Available through Self Service

‘Option Notify: Election Rcvd: I~ Finalize/Apply Defaults

‘Confirm Notify: Confirm Rcvd:

Suppress Forms: Frint Both Enr/Print Days: 0

Primary  Include Job  Include Job for ]
Job for Eligibility T s L EELED

Empl Record  Effdt Effseq
051011987 ADDRESSES

0/0510/1987 0 = = = JOB

=l

Done [T Ndtocalintanet i -

Step

Action

29.

Click thePlan Typetab.
Flan Type
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ORACLE"
Home | Workist | MultiChannel Console | AddtoFavortes |  Sign out

Favorites

i Main Menu > Eenveﬁm > Manage Automgted Enrolment > Review Pm(evssmg Results > Employee Event Detai

Participant '»m Option and Cost

E new window [ Customize Page T nttp

[ Billing

Sched ID: KU05 Empl ID: KUD049 Ben Record: 0 Event ID: 0
Plan Types Find First £ 1 of 25 I | ast
Plan Seq: Plan Type: 15 Domestic Partner Medical
Option Code: Benefit Plan: Coverage Code:

Curr Election: No I~ Elections Allowed Coverage Begin:

Enroll Action: None I~ BAS Error Deduction Begin:
Ignore Plan: No I~ Proof Received Coverage Elect:
Coverage Elect: Elect Addl Pay Eff:

[Eh Returnto Search | =7 Notify |

Participant | Plan Type | Option and Cost

Effect On Billing: N MNone

Done

Local intranet A0 v
- Z

Step

Action

30.

Click theShow Next Rowbutton.

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 th
following options:

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

No: The emjioyee 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 ig
longer eligible as a result of the event. Coverage is displayed here only becau
will be terminated.

Future: The employee has a futddated election in this plan type that the syster
will terminate.

32.

Until the event is finalized, thenroll Action field has default values of None and
Elect. After finalization, Enroll Action can be either:

None No actbn 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
mat ches the part i Thiswaynftthé garticpant stagsinthee
same benefit plan for twenty years, there will be only one enroliment record ra
than twenty. Participants also receive an enroll action of None if there is an ert
with the election, or no current election, evhthe participant is finalized.
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Step Action

33. If BAS Error is selected, the system has encountered an error during eligibility
event rule processing for this plan type.

34. Thelgnore Planfield reflects the setting on tlevent Rulespage. This is the
Ignore Plaraction 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 Receivedtells you whether or not the system requires proof befextieg
this option. If this option is available for selection, you can select it to indicate
system that any required proof of insurability has been received from the empl
Until proof is received the system will not allow the option to be ssdec

36. Click theOption and Costtab.
37. Use theOption and Costpage to view and track employee options and costs.
38. If the Default Election option is selected, it means that the option is a default oy

that can be assigned as a default to participaintsfail to make their elections. It
does not necessarily mean that this option was assigned to the participant as
default option.

39. TheProof Requiredfield is generally used for life and retirement plans. When
Proof Required is selected, it means thdipipant must pass proof rules to
legitimately enroll in the plan. These proof rules are stored in the event rules y
have defined for your Benefits Administration system.

40. TheHistory Only option identifies options which the employee is eligible fhort,
which the employee cannot choose.

For example, when a participant undergoes a FSC (family status change) eve
as a marriage, her eligibility for certain options will be unchanged, but the ever
rules associated with FSC events will only allow garticipant to choose betweer
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 optiarswhich she is eligible.

41. You successfully viewed a detailed account of the benefit plan and election op
that are processed by Benefits Administration for a selected participant.
End of Procedure.

Viewing Job Summary

TheJob Summary page enables yoto 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 othelajel data.

In thistopic, you will view the Jolsummary information for an employee.

Procedure
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Home Worklist

MultiChannel Console Add to Favorites. Sign out

Favorites : Main Menu

‘Search Menu:

I ®

Personalize

3 self Service

1 Manager Self Service

3 Recruiting

03 workforce Administration
3 Benefits

3 Compensation

0 stock

3 Time and Labor

3 payroll for North America
3 Global Payrol & Absence Mgmt
3 payroll Interface

3 Workforce Development
3 Organizational Development
3 Enterprise Learning

3 Workforce Monitoring
3 Pension

3 Set Up HRMS

3 Enterprise Components
03 worklist

3 Application Diagnostics
1 Tree Manager

3 Reporting Tools

3 peopleTools

3 packaging

D Careers

(5] change My Password

D My Personalizations

D My System Profile

D My Dictionary

(5] My Feeds

v v v vy vy vy vy oe o ovovoworororow ooy ow ow v A

E
[ [ ’eclinmanst ESARY

Step Action

1. Begin by navigating to thé/orkforce Job Summary page.

Point to theWorkforce Administration link.

2. Point to theJob Information link.

Point to theReview Db Information link.

4, Click theWorkforce Job Summary link.
[Workforce Job Summary]
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ORACLE"
Home | Workist | MultiChannel Console | AddtoFavortes |  Sign out

Favorites : Main Menu > Workforce Avdmmstmnun > Job Inﬁlrmatmn > Review Jovanforrnatmn > Workforce Job Summary

[_E’ MNew Window E hitp
Workforce Job Summary
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300): |300

Empl ID: |hegin5 wwthj‘
Name: |beg|n5 wwtnj‘
Last Hame: [begins with =] |
Second Last Name: |heg|n5 wwtnj‘
Alternate Character Name: [begins with x|
Middle Name: begins wwtnj‘
Organizational Relationship:|= j | ﬂ

I” case Sensitive

Search Clear  |Basic Search [E Save Search Criteria

Done [ [ [ [ [ N3tocaiintranet ESARY

Step Action

5. Enter the desired information into tRenpl ID field. Enter 'KUOO10".

6. Click theSearchbutton.

Search
7. Use theWorkforce Job Summary page to view job information from People&of
Enterprise Human Resources.
8. Use theGenerd tab to view actions and action reasons for employee events su
leave of absence, promotions, disciplinary actions, or transfers.
9. The Effective Datefield displays the date of each personnel action.
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ORACLE"
Home | Workist | MultiChannel Console | AddtoFavortes |  Sign out

Favorites : Main Menu > Workforce Avdmmstmnun > Job Inﬁlrmatmn > Review Jovanforrnatmn > Workforce Job Summary
& New Window  [& Customize Page & nttp

Workforce Job Summary

Antonio Santos EWP EmplID:  KU0010

Q ;u‘b Information Work Location Salary Plan Compensation

g;‘gamn ;’:c‘ﬂr . ;’f:‘“’e Seq Action Action Reason KeyPerson  GoTo.Job

EMP 0 11/10/2008 0 PayRtChg = Job Data

EMP 1/04/24/2000 0 Addl Job = Job Data

EMP 0 07/01/1998 0 Compl Prob Prob Comp [ | Job Data

EMP 0/07/01/1998 1 PayRiChg = Job Data

EMP 0 04/04/1998 0 Return-LOA Retrn Lv (i Job Data

EMP 0022711998 0 Paid LOA Short-Term = Job Data

EMP 0/09/12M1997 0 Hire = Job Data

| Returnto Search | =] Notify

[ [ ’eclinmanst ESARY
Step Action
10. Click theJob Information tab.
Job Information

11. Use theJob Information tab to view specific job information details for each
personnel action.

12. Click theWork Location tab.
| Work Location |

13. Use theWork 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 §
position number in thBosition field for each position to which you've assigned t
employee.

15. Click theSalary Plantab.

Salary Plan

16. Use theSalary Plantab to view salary pladetails.

17. Click theCompensationtab.

18. Use theCompensationtab to view an employee's compensation data. You can
the rate in annual, monthly, daily, or hourly terms, and in a given currency.

19. Click theComponentslink.

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

21.

with this rate code in the compensation grid.

TheRate Codefield displays the rate code for the component. Rate codes are
for pay components. The system inserts any compensation information associ

Home | Workist | MultiChannel Console | AddtoFavortes |  Sign out

Favorites : Main Menu > Workforce Avdm\nstmtmn » Job Infuvrrnatmn > Review anvInfnrmatmn » Workforce Job Summary
& New Window  [& Customize Page 5 nttp

Salary Compenents

Antonio Santos Empl ID: KU0010 Empl Record: 0

Compensation Rate: 1,542 6666675 usD

Compensation Frequency: M Monthly

TSR Controls Changes Canversion

MAHRLY 0 8.905] usD Hourly

OK Cancel

Done [ [ [ [ [ [N3tocalintranet 100 -

Step Action

22. Click theControls tab.

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

24, TheSourcefield indicates how the pay component was assigned tedhe
Componentsgrid.

25. TheManually Updated field indicates whether the papmponent was manually
updated, or if the pay component contains only defaulted values.

26. TheDefault Without Override field indicates whether the default rate value of t
pay component can be overridden.

27. Click theDetails link to access th€omp Rate Cale Secondary Pangbage and
review the description, compensation rate type, and rate code class associate
the rate code.

28. Click theChangestab.

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

30. TheChange Pointsfield reflects the overall change amount in points for this pay
component. This field is visible only 8alary Pointsis selected on thimstallation
Table page.

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

component. This field isot available for rate codes that have a rate code type ¢
percent or points.

32. Click theConversiontab.
33. Use theConversiontab to view salary information converted to the specified

currency and compensation frequency.

34. Select theApply FTE option if you want the value associated with the rate code
be multiplied by the full time equivalent (FTE) factor for annualization and

deannualization. FTE is the percent of full time the employee should normally
in the corresponding job. This field istravailable for rate codes of type percent.

35. Click theOK 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 procederto review OrfDemand Event Maintenance error messages.

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

you have completed esiemand maintenanceéWhen you validated and finalized the process, an
error was gnerated. You now want to view the error message.

Procedure

Last Updated: October 14, 2011 Page 45



Home Worklist MultiChannel Console

Add to Favorites. Sign out

Favorites : Main Menu

‘Search Menu:

I ®

Personalize

3 self Service

1 Manager Self Service

3 Recruiting

03 workforce Administration
3 Benefits

3 Compensation

0 stock

3 Time and Labor

3 payroll for North America
3 Global Payrol & Absence Mgmt
3 payroll Interface

3 Workforce Development
3 Organizational Development
3 Enterprise Learning

3 Workforce Monitoring
3 Pension

3 Set Up HRMS

3 Enterprise Components
03 worklist

3 Application Diagnostics
1 Tree Manager

3 Reporting Tools

3 peopleTools

3 packaging

D Careers

(5] change My Password

D My Personalizations

D My System Profile

D My Dictionary

(5] My Feeds

v v v vy vy vy vy oe o ovovoworororow ooy ow ow v A

E
[ [ ’eclinmanst ESARY

Step

Action

Begin by navigating to th@&n-Demand Event Maintenancepage.

Point to theBenefitslink.

Point to thevlanage Automated Enrollmentlink.

Point to theEventslink.

Click theOn-Demand Event Maintenancdink.
[0n-Demand Event Maintenance]
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Home | Workist | MultiChannel Console | AddtoFavortes |  Sign out
Favorites : Main Menu > Eenveﬁts > Manage Automgted Enroliment > Evevnts > On-Demand Event Maintenance

[_E’ MNew Window E hitp

On-Demand Event Maintenance

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

Find an Existing Value

Maximum number of rows to return (up to 300): |300

Empl ID: |hegms withj‘
Empl Record: |: j ‘
Name: [begins with =]
Last Name: |hegms wnhj‘
Second Last Name: begins with x|
Second Last Name: begins withj‘
Alternate Character Name:| begins wnhj‘

I” case Sensitive

Search Clear |Basic Search [E Save Search Ciiteria

bone [ [ [ [ [ N3tocaiintranet ESARY

Step Action

5. Enter the desired information into tRenpl ID field. Enter 'KU0OO0O08".

0. Click theS_earch button.
Search

7. Use theOn-Demand Event Maintenancepage to process a single participant
through all stages ohé Benefits Administration process.
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On-Demand Event Maintenance

Calvin Roth Person ID: Ku000g Ben Record: 0
Activity Date: Source: Empl Record: 0
Schedule/Prepare Adtivity. Pending Activities: 0 Show Activities: Action:

Event ID 2 EventDate: 04/01/2009 Status: Finalized - Enrolled Class: FSC

[5] save | |oh ReturntoSearch | =] Notify

ORACLE"
Home | Workist | MultiChannel Console | AddtoFavortes |  Sign out

Favorites : Main Menu > Eenveﬁm > Manage Autnmgted Enroliment > Evevnts > On-Demand Event Maintenance

E new window [ Customize Page T nttp

Event Status Update

Prepare Options Event Status:  Closed to Processing

Enroliment Statement; e
Run Date: & Deduction © Annual
Election Entry, Entered: o of 0 Show Plans
Validate/Finalize. Errors: 3 Show Errors - Finalize/Apply Defaults
Confirmation Statement Run Date:
REiPAesEs Process Indicator: [ Normal Processing

[ [ [ [ [ [N3tocaiintranet 00 -

Step

Action

The Show Errors button on th€&dn-Demand Event Maintenancepage is only
active if errors have been encountered for the participant's event.

Click theShow Errors button.
Show Errors

TheOn Demand EM - Error Me ssagepage enables you to review Oemand
Event Maintenance error messages.

10.

The error messages generated by the last processing action you initiated appé
the Description field. Each time you run the PeopleSoft Benefits Administration
process, theystem deletes the error messages generated by the previous run.
errors from a previous run are not corrected, they are generated again with the
run of the process.

If the error is specific to a plan type or benefit option, the plan type number an
option code associated with the error will be displayed.

11.

Click theReturn button.
Return

12.

You have successfully reviewed an-Damand Event Maintenance error messag
End of Procedure.
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Viewing Participant Status (base benefits)

Viewing Health Benefits

Procedure

dows Internet Explorer

]

q T

= a][&ll4 x| [Fens

[o]]

Fle Edt View Favores Tooks Help

i Favorites £/ ELM £ |PSHR £] Oracle PeopleSoft Enterpris,

| Myshare B Find a Person | Find Incidents £ | 5PD Training | SO1HR, ELM, and PORTAL

(8 Employee-Facing regitry content

Favgrites . Mai fenu

Persanalize Content | Layout

2] Suggested Skes ~

h-8-=

| workist |

v Page v Sefetyr Took v @)r

Add to Favorites.

Sign out

Top Menu Features Description =

portant Information

Our menu has changed! Effective Wednesday, May 18
The menu s now located across the top of the page. Click on

All centralized agencies will be able to
Main Menu to get started

utiize a new number for FML calls
answers to your Family& Medical Leave
Act (FML) questions can be accessed
through one phone number. Ho longer will
‘you need to search for the name of
2omeone to answer those FIL questions

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Pick up and dial State Personnel's FIvL

central number: 317-234-7955

At the close of business on Tuesday. May 17, the phone numbers of the SPD
FML specialists will be disconnected and all calls will be routed to the new

Breaderumbs visually display e cs
number: 317-234-

your navigation path and give
you access to the contents of
subfolders Having the ane phone number will allow SPD to provide enhanced customer
senvice with a single point of contact.

[company Directory

Search by

Full Name (LastFirst; ~

Search

Search by:

Search

Menu Search, lacated under [Open Enrollment Elections
the Main Menu, now supports
type ahead which makes

find 1 fast
g pages much faster There are currently no open benefts events to display.

e (]

st [ B EEO Y e

[T [ @ mene

[Fa v (R =

@OE 0w

Action

Click theMain Menu button.
Main Menu

2. Point to theBenefitsmenu.

3. Point to theEnroll In Benefits menu.

Click theHealth Benefitsmenu.
| | Health Benefits
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{2 Health Benefits - Windows Internet Explorer —1E[x]

@:\/ J @[] hts:fjdevhrSo.amis.in.govjpspfhr 91a/EMPLOYEE [ HRMS/CADMIMISTER,_EASE_BENEFLTS, HEALTH_BENEFITS, GBL7Folderpath=PORTAL ROOT_0BJECT.HC £[=]| & |[#2)| x| [ 8ng P~

Fle Edt View Favorites Tooks Help

i Favorkes |5 2 ELM £ PSHR @) Oracs PeopleSoft Enterpris... € Myshare B Finda Person 2] Find Incidents 2 SPD Training | SOLHR, ELI, and PORTAL ... | Sugaected Stes =

(& Health Benefits f2 - E) - ) v Pager Safetye Tooke @

Home | Workist | Add toFavortes | Signout

Favgrites - Main Menu > Bengfits > Enrol In Benefits > Health Benefits

@ New Window 2 Help B nttp
Health Benefits

Enter any informa

ou have and click Search. Leave fields blank for alist of all values.

Maximum number of rows to return (up o 300): [300_|

EmplID: begnswin7J |
BenefitRecordhumber: [ =] | |
Name: Pegnswin=l |
Last Name: [oegmswin=l |
Business Uit [begmswin =] |
Department Set D: [egnswn =] &
Department: [begmswin=][ &
o = T E
Altemate CharacterName: [begmswin ][ |
Hational ID: = [

I~ Include History I Correct History I Case Sensitive

Search. || Clear|Basic Search [§] Save Search Criteria

[pone [T @ e
Bistart| | o (2 @ I © Y Z] [ & Health Benefits - win...

Z

B ~
PO 3] 10:30am

Step Action

5. Enter the desired information into tRenpl ID field. Enter "L0000280293

6. Click theSearchbutton.

7. The page displays the coverage begin date, coverage election, benefit plan, H
Provider ID and enrolled dependents/beneficiaries.

Use the arrow button navigation to view fbental coverage.

Click theShow next row(Alt+.) button.

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

Click theShow next row (Alt+.) button.

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

Click theShow next row (Alt+.) button.

10.
End of Procedure.

Viewing Life Insurance

Procedure
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Employeet dows Internet Explorer

=l2]x]

BRI

[

(2l

Fle Edt View Favorites Tooks Help

i Favorkes |45 2 ELM 2] PSHR ) Oradls PeopleSoft Enterpri.

(6 Employe-Facing registry content

Favgrtes  Mai fenu

Personalize Content | Layout

& Myshare B Find a Person ¢ Find Incidents ¢ SPD Training € | SOTHR, ELM, and PORTAL

2] Suggested sites ~

| workist | AddtoFavortes

v - O @ - Pager safelye Toke @v 7

Sign out

Top Menu Features Description

[l = =

Our menu has changed!

The menu s now located across the top of the page. Click on
Main Menu to get started

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Breadcrumbs visually display
your navigation path and give
You access to the contents of
subfolders

Menu Search, located under
the Main Menu, now supports
type ahead which makes
finding pages much faster

portant Information

central number: 317-234-7955.

At the close of business on Tuesday.

FIVL specialiets will be disconnected and all calls will be routed to the new

FIL number: 3172347955,

Having the ane phone number will allow SPD to provide enhanced customer

seniice with a single point of contact.

Effective Wednesday, May 18

All centralized agencies wil be able to
utilize a new number for FIL calls
answers to your Family& Medical Leave
Act (FML) questions can be accessed
through one phone number. Ho longer will
‘you need to search for the name of
omeane to answer those FIL questions

Pick up and dial State Personnel's FIvL

. May 17, the phone numbers of the SPD

[company Directory

Search by:

Full Name (LastFirst) ~

Search

Search by: City =

e —

Search

Open Enrollment Elections

There are curently no open benefits events to display.

Hse| @ EEOY

|| & employee-facing re:

[ @ meme

Action

Main Menu
.

Click theMain Menu button.

Point to theBenefitsmenu.

Point to theEnroll In Benefits menu.

Click theLife and AD/D Benefits menu.

Life and AD/D Benefits
IE
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{2 Life and AD/D Benefits - Windows Internet Explorer —1E[x]

@:\/ J @[] hts:fjdevhrSn.omis.in.govjpspfh 91a/EMPLOYEE [ HRMSC/ADMIMISTER,_EASE_BENEFITS,LIFE_ADD_BENEF GBLiFolderpath=pORTAL R0OT_0g1ECT.HC B ]| & |[#2)| x| [ sng P~

Fle Edt View Favorites Tooks Help

i Favorkes |5 2 ELM 2 PSHR @) Oracs PeopleSoft Enterpris... £ Myshare B Finda Person 2] Find Incidents 2 SPD Training 2 | SOLHR, ELI, and PORTAL ... 2 | Sugaected Stes =

{88 Life and AD/D Berefits 2 - E) - ) v Pager Safetye Tooke @

Home | Workist | Add toFavortes | Signout

Favgrites - Main Menu > Bengfits > Enrol In Benefits > Life and AD/D Benefits

@ New Window 2 Help B nttp
Life and AD/D Benefits

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

Waximum number of raws to return (up to 300): [300

. oy —
BenefitRecordhumber: [ =] | |

Name: Pegnswin=l |

Last Name: [pegrewm |
Business Uit [begmswin =] |
Department setiD fomms &
Department: [begmswin=][ &

o = T E
Altemate CharacterName: [begmswin ][ |

National ID: = [

I~ Include History I Correct History I Case Sensitive

Search [ Clear.|Basic search [ Save Search Criteria
Done T T T [ [@nteme Y

Bistart| | - [ @ 0 © Y H) || @ tife and aD/D Benchit.. PO R w0 |

Step Action

5. Enter the desired information into tEenpl ID field. Enter "L0000280293

6. Click theSearchbutton.

7. The page displays the coverage begin date, coverage election, benefit plan, H
Provider ID and enrolled dependents/beneficiar@iick Show Next Rowto view
Basic Life.

Click theShow next row (Alt+.) button.

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

Click theShow next row (Alt+.) button.

0. You have successfully viewed life insurance benefits.

PresdEnter].

10.

End of Procedure.

Viewing Flexible Spending Accounts

Procedure
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Employee

i T e E]x]
679' [e] o Lt =8 |[&llé x| [Fens 2]

Fle Edt View Favorites Tooks Help

i Favorkes |4 2 ELM £ PSHR ) Orade PeopleSoft Enterpris... £ Myshare B Find a Person 2] Find Incidents 2 SPD Training | SOLHR, ELN, and PORTAL ... | Sugaected Stes =

v - O @ - Pager safelye Toke @v 7

(6 Employe-Facing registry content

| workist | AddtoFavortes

Sign out
Favgrtes  Mai fenu

Personalize Content | Layout

Top Menu Features Description EI®| [important Information [company Directory
Our e boschanged et Wadnesdy iy 18
The menu is now lacated across the top of the page. Click on Al centralized agencies wil be able to Search by:

Main Menu to get started

utilize & new number for FIUL calls Full Name (LastFirs) -

answers to your Family& Medical Leave
Act (FML) questions can be accessed

through one phone number. Ho longer will

Highlights

Search
Recently Used pagss now ‘you need to search for the name of
appear under the Favorites omeane to answer those FIL questions
menu, located at the top left Find Locations.

Pick up and dial State Personnel's FML
central number: 317-234.7955. Search by: City -
At the close of business on Tuesday. May 17, the phone numbers of the SPD

FIVL specialiets will be disconnected and all calls will be routed to the new
FIL number: 3172347955,

Breadcrumbs visually display
your navigation path and give
You access to the contents of
subfolders

Search

Having the ane phone number will allow SPD to provide enhanced customer
senvice with a single point of contact.

WMenu Search, located under fesan Erelie s
the Main Menu, now supports
type ahead which makes

finding pages much faster

There are curently no open benefits events to display.

[ @ meme [~ [Rioow =

|| @ employee-facing regi @ 9:28 A

e [l

Bt |- BB IOY

Step Action

1. Click theMain Menu button.

2. Point to theBenefitsmenu.

3. Point to theEnroll In Benefits menu.

4. Click the Spending Accountsmenu.
| [£] spending Accounts
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{2 5pending Accounts - Windows Internet Explorer —1E[x]

@:\/ J @[] https:/devivs0.anis.in.gov/ pspfhr 01qa/EMPLOVEEHRMSc/ADMIMISTER,_BASE_BENEFLTS,F4_BENEFITS, GBLFFoiderPath=PORTAL_ROOT_oeiecT.HC_BENE x| &b | [#2 | x | [&Bng e

Fle Edt View Favorites Tooks Help

i Favorkes |4 2 ELM £ PSHR @) Orads PeopleSoft Enterpris... ) Myshare B Find s Person 2] Find Incidents 2 SPD Training | SOLHR, ELI, and PORTAL ... | Sugaected Stes =

@ Spending Accourks -6 - 0 - Page Saetye Tooke @ 7

Home | Workist | Add toFavortes | Signout

Favgrites - Main Menu > Bengfits > Enrol In Benefits > Spending Accounts

@ New Window 2 Help B nttp
FSA Benefits

Enter any informa

ou have and click Search. Leave fields blank for alist of all values.

Waximum number of raws to return (up to 300): [300

EmplID: begnswin 7J |
BenefitRecordhumber: [ =] | |
Name: Poegnswin=l[ |
Last Name: [pegrewms |
Business Uit [begmswin =] |
Department setiD fomms &
Department: [begmswin=][ &
o = T E
Altemate CharacterName: [begmswin ][ |
National ID: = [
I~ Include History I Correct History I Case Sensitive

Search. [ Clear.|Basic search [ Save Search Criteria
Done T T T [ [@mnteme

sl C@EEOYE |

& Spending Accounts - .

Step Action

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

6. Click theSearchbutton.

7. Click theSearchbutton.

8. This page displays the coverage begin date, coverage election, benefit plan, H
Provider ID and enrolled dependents/beneficiariesreview the Flexible Spendin
Account irformation, click the next row.

Click theShow next row (Alt+.) button.

0. Use the arrow button navigation to view the other spending account plans (HS
DSA).

Click theShow next row (Alt+.) button.

10. You have successfully viewed Flexible Spendingd\nts.

PresqdEnter].

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 lvorked.
is important to work all open prepared events in altim&anner.

ing registry content - Windows Internet Explorer —1E]x]

e =8 |[&llé x| [Fens £l

Fle Edt View Favorites Tooks Help

i Favorkes |4 2 ELM £ PSHR ) Orade PeopleSoft Enterpris... £ Myshare B Find a Person 2] Find Incidents 2 SPD Training | SOLHR, ELN, and PORTAL ... | Sugaected Stes =

v - O @ - Pager safelye Toke @v 7

vome | workst | AdttoFmvortes | Sonout

Favgrtes  Mai fenu

Personalize Content | Layout ? Help
Top Menu Features Description EI®| [important Information £l [company Directory &

Our menu has changed!

Effective Wednesday, Way 18 [ Findpeope ]

All centralized agencies will be able to Search by

utilize a new number for FIL calls Full Name (LastFirst] B
answers to your Family& Medical Leave

Act (FML) questions can be accessed

through one phone number. Ho longer will
‘you need to search for the name of
omeane to answer those FIL questions

The menu s now located across the top of the page. Click on
Main Menu to get started

Highlights
Search
Recently Used pages now
appear under the Favorites

menu, located at the top left

Pick up and dial State Personnel’'s FML.
central number: 317-234.7955 Search by: City |

At the close of business on Tuesday. May 17, the phone numbers of the SPD

FIVL specialiets will be disconnected and all calls will be routed to the new Search
FIL number: 3172347955

Breadcrumbs visually display
your navigation path and give
you access to the contents of
subfolders Having the ane phone number will allow SPD to provide enhanced customer
senvice with a single point of contact.

Menu Search, lacated under fesan Erelie s

the Main Menu, now supports
type ahead which makes

finding pages much faster
4 pag There are currently no open benefits events to display.

I-|
e T [@meme [ [Ruos +

Bset| B EIOY e DOE sszan

Step Action

1. Click theMain Menu button.
Main Menu

Point to theBenefitsmenu.

Point to thevlanage Automated Enrollmentmenu.

Point to thdnvestigate Exceptionamenu.

arhiwrn

Click theEmployee Process Status Rphenu.
| |_'1 Emplovee Process Status Rpt |

6. Click theEmployee Proess Status Rptink.
Employee Process Status Rpil
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{2 Employee Process Status Rpt - Windows Internet Explorer —1E[x]

) = [ ntsilcervst o i govisol S LealEMPLOVEE i ADMINISTER _AUTTONATED_BENEFIT. RN 54027 G PORTALPAgsin_Prcnvc_un st ]| 8 (% (x| [&Tens 2l

Fle Edt View Favorites Tooks Help

i Favorkes |4 2 ELM £ PSHR ) Orad PeopleSoft Enterpris... £ Myshare B Finda Person 2] Find Incidents 2 SPD Training £ | SOLHR, ELI, and PORTAL ... | Sugaected Stes =

&8 Employee Process Status Rpt f2 - E) - ) @ v Pager Safetye Tooke @

Home | Workist | Add toFavortes | Signout

Favorites ~ Main Jlenu > Benfits > Manage Automated Enrolment > Investigate Exceptions > Employee Process Status Rot
D New Window 2 Help B nttp

Employee Process Status Rpt

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

Add a New Value

o return (up to 300): {200
[oegmwn=ll |

I case sensitive

Haximi
Run Control ID:

Search. || Clear|Basic Search [§] Save Search Criteria

Find an Existing Value | Add a New Value

i B = 73

ore
#sn| |- BEIOYE |

/& Employee Process ..

Step

Action

Enter the desired information into tRein Control ID field. Enter 'RUN".

Click theSearchbutton.
Search

Click theRun button.

10.

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

Click theSelectoption.

]

11.

Click theOK button.

o |

12.

Click theReport Manager link.

Feport Manager

13.

Click the Administration tab.
Administration

|

14.

Click theRefreshbutton until the Rn Statusis Successind theDistribution
Statusis Posted.
Click theRefreshbutton.

Fefresh

15.

Click theEmployee Processing Stais link.
[Employee Processing Status|
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JETES]
W2 « AUTOMATED_SeNERIT,RUN 545027, GoL1POR TALPARaw P1cv=ne_kun s B L J < I ons (o]
File Edit View Favorites Tools Help

i Favorkes |55 £ ELM £ PSHR €] Oracls PeopleSoft Enterpris,.. € Myshare [ Find a Person ) Find Incidents ) SPD Training € | SOLHR, ELH, and PORTAL ... | Suguected Stes v

B -6 - O & - g sefeive Teose @ 7

& Enployes Process Status Rpt

ORACLE"

Favortes

Workist |
dows Internet Explorer

Home | Add to Favories.

(2]

Sign out

Main Menu > Bangfits > Manags Automated Enrolment > sreports/hr91qa/1762155/BAS02T_1912795Di

[ tttosicevhrs0. i i govipsreports o taa 76215515 =] | 4 |44 % | [E e

ttp

List ' Explorer Archives \SFAC/
Fle Edt GoTo Favartss Hep
View Reports For N N »
= < Favorkes | 5% @ EIM £ FSHR ) Oracls PeopleSoftEnterpris,. € Myshare B FindaPerson @ Find Incidents & | SPD Trairing
useri:  [Co50870 Type: = [Last .
s | B rouser = nstanc. Ehtpsifdevisoansingipsepartstengafizezi. || B~ B - L0 @+ Page~ Safety- Took - @~

BEYIY &= 08w

R —

Report Pros Reaue:
== D Instance DaterTi

09108/
9.35:5¢

Deseription

-

1762198 1912795 Employee Processing Status pecpresot
eopioyes proccaning Statum Report :

Class status 1o

Sehedale g Erens s procss
o m D i cats

0371472002 T2

jm

Click the delete bution to delete the selected reportis)

Select All
Delete

Deselect All

Go back to Emplovee Process Status Rpt
B sae

List | Explorer | Administration | Archives

N

o
F
2y

b - i

process instance: 1912795 ) o

dsr| | L@ € HO Y | @ Employes Process stetus. [ @ hetps://devhrs0.gmis...

@ et

Step Action

16. Click thePrint button.

17. Click theCancelbutton.

Cancel

18.
End of Procedure.

AOS/PS Benefits Exception Report (Mismatch Report)

Procedure
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{2 Employee-facing e

y content - Windows Internet Explorer

EEE

GO~

—DEFALLT =] state of mana us) || 3 [#2]| x| [Fen (2]

Fle Edt View Favorites Tooks Help

(6 Employee-Facing registry content

Favgrtes  Main Henu
Personalize Sarch Menu:

s —

£ Sef Senice

€2 Recriting
The menu (3 werkforce Administration
Main Mer ) poooco
Workforce Development
Organizational Development

=)
—
Highlight: —
£ Set Up HRMS
=]
=)
=)

Recently
appear ur
menu, loc

Worklst
Tree Manager
Reporting Tools
&3 PeopleTools
[E change my Password
My Personalizations
‘IBD’Z’V"“\’;": [E My System Profie
You acce] [E wy Dictionary
Subfolder: [£] My Feeds
Submit @ GMIS Issue

Menu Search, located under
the Main Menu, now supports
type ahead which makes
finding pages much faster

i Favorkes |5 2 ELM 2] PSHR ) Oradls PeopleSoft Enterpri.

& Myshare B Find a Person ¢ Find Incidents £ SPD Training # | SOTHR, ELM, and PORTAL

E] important Information =

Call SPD tol PRI Al centralized agencies

), Current state employees may dial 1-
1-855-SPD-INHR 74 2 HSE—SF’D—\NHR|EH;15—7734347]mH—
(1-855-773-4647) (ZEZ free and have their Family Medical
Leave, benefits, warkers
compensation and disability. employes datalverfication of employment or
employes relations questions answered by a HR specialist

The tollfiee number will allow callers to select from a menu of options and is
subject to change.

Open Enrollment Elections

There are currently no open benefits events to display.

#] Suggested sites ~

S - B - L - Page - Safetye Tose @v 7

| workist | AddtoFevortes | Sanout

(@ Help

1|

Bistert| |~ @& 2O Y || & employee-facing regi...

[ @ meme [~ [Rioow =

GO s

Step

Action

Point to theBenefitsmenu.

N

Point to thevlanage Automated Enrollmert menu.

w

Point to thdnvestigate Exceptionamenu.

B

Click theMismatch Report menu.

| [E| Mismatch Report |
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File Edit ‘View Favorites Tools Help

i Favorkes |5 2 ELM £ PSHR ) Oradls PeopkSoft Enterpris... 2] Myshare B Find s Person ) Find Incidents 2] SPD Training | SOLHR, ELM, and PORTAL
8 Vismatah Report

#] Suggested sites

v - O @ - Pager safelye Toke @v 7

Home | Workist | Add toFavortes | Signout

Favorites  Main Jlenu > Benefits > Manage Automated Envolment > Investigate Bxceptions > Mismatch Report
ENew Window (D Help [ nttp
AQSIPS Benefits Exceptions

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

Find an Bxisting Value |G REN
Waximum number of raws to return (up to 300): [300

Search by: Run Control ID begins with|

I~ case sensitive

Seareh . |Advanced Search

Find an Existing Value | Add a New Value

Dore

T @
st | @B O Y

|| @ Mismatch Report - wi...

Step Action

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

6. Click theSearchbutton.
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Fle Edt vew Favorites Tooks Help
i Favorkes |45 2 ELM 2 PSHR ) Orade PeopleSoft Enterpris... £ Myshare B Finda Person 2] Find Incidents 2 SPD Training | SOLHR, ELN, and PORTAL ... | Sugaested Stes =
@ Vismatch Report -6 - - Pagee Saetye Tooke @
Home | Workist | Add toFavortes | Signout
Favorites  Main lenu > Bengfits > Manage Automated Envolment > Investigate Bxceptions > Mismatch Report
& New Window (DHelp [ Customize Page [ nitp
‘501 AOSIPS Excpts
Run Control ID: run ReportManager  Process Monitor (RUD
Language: 5
Business nit:[29400 & Enter Business Unit or Leave Blank For All
Select Deductions For Report
[ Dental ™ Disability M Health ~ Life ¥ Spend Accounts [ Vision
Save| [Bb Returnto Search| [ Notiy Ehoada) [E-Upaatemispiny;
one T T @ 72~ (R =
Bt [ @B IO Y |[7@ Fismateh Report - wi..

Action

Enter the desired informaitn into theBusiness Unitfield. Enter '00400.

Click theRun button.
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i Favorkes |5 2 ELM 2] PSHR ) Oradls PeopleSoft Enterpri.
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ORACLE"

Favgrites

Main Henu > Benefits > Manage Automgted Enrolment > Investigate Exceptions > Mismatch Report

Process Scheduler Request

User ID: L050870 Run Control ID: run

Server Name: Run Date: berosrz011 2]

Recurrence: [ =l RunTime:  [2442BAN | Resetto Current Date/Time
Time Zone; Q

Drocess List

Erocess llame Process Type Type ‘Format  Distribution
¥ 40S/PS Benefits Exceptions SOIBNODS SQRBNO0Y Web [v] [FOF =] Distribution

ok || Gancel

Dore

Select Description

& Myshare B Find aPerson & Find Incidents £ SPD Training # | SOTHR, ELM, and PORTAL

D New Window (@ Help

#] Suggested sites

-

) e Pages sasye Tooke @ 7

Home | Workist | AddtoFavories |

[& customize Page i hitp

Bsat| |- BB IOY

match Report - Wi

[ @ et

[Fa~ [Rioow =

Step

Action

Click theO_K button.
OK

match Report

indows Internet Explorer

G- e

Fle Edt View

_ENLSO1_RUNCTL_ENOD9. GBL7Folderpath=PORTAL ROOT_ORECT.He, ]| B Stete of ndiena [us] || ¢2][ % | ST eng

Favorites Tooks  Help

I Favorkes |5 £ ELM £ PSHR &) Oratle PeopleSoft Enterpri,

& Mismatch Repor:

ORACLE"

Favgyites

Main Menu > Bengfits > Manage Automgted Enfolment > Investigate Exceptions > Mmatch Report

Run Control ID: _run

English 7]

ReportManager  Process Monitor = RUA-

Language: Process Instance: 1994085
Business Unit:[29400 2

Enter Business Unit Or Leave Blank For All

Select Deductions For Report

[ pental ™ Disaviity P Health M Life 7 Spend Accounts [ vision

[Bonda] (B upteicipioy]

save | (G Returnto Search| (] oty |

rocess Instance: 1994085

& Myshare B Find aPerson @& Find Incidents @ SPD Training €  SOTHR, ELM, and PORTAL

] Suggested Stes -

& -

B New Window (D Help [ Customize Page [ hitp

I Page e seieye Todke @ 7

Home | Workist | _AddioFavories | i

Bisen| |- BB EHOY

|| @ Mismatch Report - wi...

@ rtemet

[ [ -

92
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Step

Action

10.

Click theReport Manager link.

JSETES]

(2]

smatch Report - Windows Internet Explorer
MENL.501_RUNCTL_ENODS, GEL7FdderPath—PORTAL_ROOT_OBJECT.HC. =] | ) State of Indenaus] || 42[ x| [T ena

Fle Edt View Favorites Took Help

s Favorkes |5 £ ELM 2] PSHR £ Oratle PeopleSaft Enterpri.

] Suggested Stes -

- ~ [ e - Page - Safety~ Took - @~

& Myshare B Find aPerson @ Find Incidents @ SPD Training €  SOTHR, ELM, and PORTAL

@ Mismatch Repart

ORACLE"
Main flenu > Benefits > Hanaga Autompted Enrolment > Investigate Excaptions > Msmatch Report
B New Window (D Help [ Customize Page [ hitp

Home | workist | _Adatoravortes | Signout

Favorites

[IE0)  Explorer || Administration | Archives

View Reports For
Folder: |INMINNRRRNNNNNNN ~|  instance: to: Refresh
=l 1 [pais =]

Created On:| 5 [Last

Name:|
f— i Foder tome i B
1 Repot

Go back to AOS/IPS Benefits Exceptions
save
List| Explorer | Administration | Archives.

o o - [Fa~ [Risom -

@istn| | @ € O W [ rismateh Report i,

Step

Action

11.

Click the Administration tab.

Administration
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Fle Edt View Favorites Tooks Help

i Favorkes |45 2 ELM £ PSHR ) Orads PeopleSoft Enterpris... £ Myshare B Find s Person 2] Find Incidents 2 SPD Training £ | SOLHR, ELN, and PORTAL ... | Sugaested Stes =

(& Mismatch Report P v B - ) o= v Page Safety~ Took+ @

ORACLE"

Favgiites ~ Main Menu > Benefits > Manage Automgted Enfolment > Investigate Bxceptions > Msmatch Report

List | Explorer Aichives

Home | Workist | AddtoFavortes | Signout

& New Window (DHelp & Customize Page [ nitp

UseriD:  [L0S0870 Type: 1NN = | [ <t 2 1 Days 7] Refresh
saws: | =l Fouder] instance: | to: |

Report  Prcs

select  BEBOm BISS poscnpion St ormet swws  Detais
] 1841036 1994085 AOSIPS Benefits Exceptions | oohociaot | ATTOBST poeqging

944368 (pan)
0910872011 Acrobat
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09/07/2011  Acrobat
£2200PM  (“pdf)

09/07/2011 | Acrobat

= 1340846|1993885 AS-47 - Non-OE Events

-

= 1840661 | 1993696 AOSIPS Benefits Exceptions Posted  Details
-

-

Posted  |Details

1840674 | 1993709  AOSIPS Benefits Exceptions Posted  Details

471259PW (" pan)
0900712011 | Acrobat

AS-47 - Non-OE Ew
1840323|1993345 AS-47 - Non-OE Events T415PU  (rpa)

Posted  Details

AS-47 - Non- 09/07/2011 |Acrobat
1840192 1993214 AS-47 - Non-OE Events 120s:24PH |(pay |OSted  Detalls

0O

SelectAll Deselect All
DEIEE [ Click the delete button to delete the selected report(s)

Gobackle Benefits Exceptions

Save

List | Explorer | Administration | Archives

Frocess nstance: 1994005 o B = 73

Weet] | @@ O YD |[Eremetchrepor-wi

Step

Action

12.

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

Click theRefreshbutton.

Click theRefreshbutton until theRun Statuscolumn in theProcess listboox shows
'Success' and tHaistribution Status column shows 'PostediVhen running severs
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