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Chapter 1: Overview of Manager Self Service (MSS)

Manager Self Service is the tool/system which allows users to:

View information regarding an employee’s benefits selections.
Manage an employee’s life events and benefit changes.

Track updates/changes to an employee’s benefits.

Review various reports including enrollment statistics, new hires, etc.

Accessing the System Log On @ tep
To access the Manager Self Service system: All fields: are required; uniéss they are noted as

Click on the website address or URL
that is provided by the Benefits
Service Team.

User ID
Password
Enter your Username and Password.

If this is your first visit to the site, click

. | Remember my User ID
‘Are you a new user?’ to register.

Select Manager Self Service from the
drop down box.
Click Go. Forgot User ID or Password?

Note: Selecting Your Benefits Portal
will allow you to view your personal
benefit information.

Are you a new user?

Navigating the System

The Navigation Bar is located in the left navigation under the Employee Search on the MSS
home page. Additional details on how to use each of these menu items is detailed later in
this document.

Employee Add- allows users to manually add an employee to the CBA system.

To Do List - allows users to access records requiring attention

Files - used by the Benefit Service Team to ensure that files are processing correctly.
Reports - allows access to the reporting tool where users can create, modify,

save, & print reports.

Online Training Course - provides users with access to training schedules and
documentation
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The Search Options are located on the left side of the MSS home page. There are two
options for searching.

e Quick Search - allows users to search for employee records by entering the
employee’s complete Social Security Number or complete Employee ID or the first
few digits of either one. Note: the system is not set up to search by the last 4 digits
of the SSN.

¢ Advanced Search - allows users to search for an employee using a wide range of
options such as: Employee Name, Employee SSN, Eligibility Group, City, State,
Division, and/or Location.

olight

Manager Se¢

Q  Employee Search

@® Employee ID

O social Security Number

Advanced Search
2+ Add Employee

3 Employee

.
alight .
Manager Self Service 2 v )
Q Employee Search
Employee Search
® Employee ID
Enter information inte one or more of the following fields and click Search.
O Social Security Number
© | o .
Advanced Search Employee Status - Employee ID
2+ Add Employee First Name System Internal ID
2 Employee Last Name Division/Company Code -
(Do not include name suffix)
Location -
1= To-Do List SSN
m Files Eligibility Group ~
[= Reports * Required Field
2 Online Training Course m @

© 2005-25 Alight Solutions
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The Online Training Course section is located at the bottom of the left navigation on the
MSS home page. By clicking on the link users can access the CBA training website where
they can view the yearly training schedule, sign up for three different types of training
classes, and access reference materials.

olight

Do
I

Manager Self Service

Q, Employee Search
Employee Search

@ Employee ID
Enter information into one or more of the following fields and click Search.

O social Security Number

o Employer * -

Advanced Search

Employee Status - Employee ID
2+ Add Employee First Name System Internal ID
Last Name Division/Company Code v

2 Employee
- (Do not include name suffix)

Location v
1= To-Do List S5N
m Files Eligibility Group -
= Reports * Required Field
@& Online Training Course m @

© 2005-25 Alight Solutions

alight

CBA Training Alight Home = CBA Training »

Home
Training Schedule
Training Materials
FAGS

= General inquiries

ore Benefits
ministragion

Alight offers a variety of convenient virtual training sessions for
the Core Benefits Administration system throughout the year.
Click the links below to view course details or to register for
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Access Levels

There are four access levels in the MSS system. Depending on what access level a user has
will determine what functions they are able to perform in the system. The following chart
outlines each of the access levels and the functions they can perform based on their level.

Function

Administrator

High

Medium ** | Low **

|| Search & Retrieve Employee Records

X

X

X

View All Employee Data / Add Employees

View All Employee Data except Salary/ Bonus &
Commissions

|| View Dependent Info

X

X

X

|| Add/Modify Dependent Info

> |

Deactivate/Reactivate Dependents

>

> x| x

Enroll or make Changes to Coverage on Behalf of
Employee via Link to Enrollment in Portal during
Open Window for event

|| View Beneficiary Designations

Make Changes to Beneficiary Designations

View Benefits Summary Screen

|| Enter Life Events that are not data-driven

Retrieve / View Employee Notes

|| Enter / Update Employee Notes (Including
|| Tracking Capability)

Report View

|| Access to Employer / Employee To-Do List

|| View & Approve Pended Employees

View, Unpend & Close Pended Coverage Records
(i.e. Life Plans)

|| Untrack Notes Entered by Another User

Search & View Transaction Log Entries

Search & View Transaction Log Entry Details

Reactivate / Reinstate Employee

HR Override Functions (Change coverage and
effective dates outside the enrollment window)

2 D) D DC]| D DD DC] D | D€ 2| D) D | D >

Limit Manager Self Service Users Access rights to
employee data by Pay site, Location, Division,
|| Department, Job Class®

>

[| Modify Username / Password

Chapter 2: Employee Search

e b I T bl B A R E A B A e e

The Search Options are located on the left side of the MSS home page. There are two
options for searching: Quick Search and Advanced Search.

Core Benefits Administration
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Quick Search

e Quick Search - allows users to search for employee records by entering the
employee’s complete Social Security Number or complete Employee ID or the first

few digits of either one. Note: the system is not set up to search by the last 4 digits
of the SSN.

e To use the quick search function simply enter the SSN or EE ID or first few digits and
click Go.

e The employee record will then appear.

alight

Manager Se¢

Q. Employee Search

® Employee ID

O social Security Number

Advanced Search
&+ Add Employee

2 Employee

Advanced Search

e Advanced Search - allows users to search for an employee using a wide range of

options such as: Employee Name, Employee SSN, Eligibility Group, City, State,
Division, and/or Location.

e To use the advanced search function click on the link for Advanced Search.
Q Employee Search

O] Employee ID

O social Security Number

Advanced Search «

e The Employee Search screen will appear.
e Complete one or more of the fields, then click Search to view the results.
o Note there are two types of fields on this screen: Entry and Drop Down.
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alight (—
Manager Self Service = =

Q Employee Search

Employee Search

@ Employee ID
Enter information into one or mare of the following fields and click Search
Social Security Number
| o .

Advanced Search Em Status - Emi o
&+ Add Employee First Name System Internal ID
& Employee Last Name Division/Company Code =

(Do not include name suffix)

Location -
1= To-Do List SSN
m Flles Eligibility Group -
= Reports * Required Field
& Online Training Course Rezet Ficlds @
© 2005-25 Alight Solutions
[}

Entry Fields - users can enter complete or partial information in an entry field.
Entry fields include First Name, Last Name, SSN, and Employee ID.
0 For example, if a user is not certain of the spelling of an employee’s last
name, the first few letters can be entered.

Employee Search

Enter information into one or more of the following fields and click Search.

Employer * Demo - Premier v
Employee Status - Employee ID
First Name System Internal ID
Last Name Division/Company Code -
(Do not include name suffix)
Location -
SSN
Eligibility Group -

* Required Field

Reset Fields @

Drop-Down Fields - users can click on the arrow beside any of the drop-down fields to
view a list of available options. To select a specific option the user will move the
cursor over the option to highlight it and then click the option to select.

0 For example, to view a list of employees who are on active status, click the

drop down arrow beside Employee Status and select the Active option
from the list.

2023
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olight

Q Employee Search

® Employee ID

O sodial Security Number

Advanced Search
&+ Add Employee

Employee

i= To-DolList

Files

Reports

[

Online Training Course

Manager Self Service

Employee Search

Enter information into one or more of the following fields and click Search.

Employer *
Employee Status
First Name

Last Name
(Do net include name suffix)

SSN

Eligibility Group

*Required Field

Reset Fields

Demo - Premier

—— §

LOA - Paid Leave

LOA-Unpaid Leave
LOA-LTD

LOA - Workers Comp
Terminated

Retired

be
I

Employee ID
System Internal ID
Division/Company Code -

Location -

e If the system finds just one employee matching the criteria the user entered, the
Employee Record Screen will display for that employee.

olight

Q. Employee Search

@ Employee ID

O social Security Number

Advanced Search

&+ Add Employee

A Employee v
Employee Data e
Employee Record

Personal Data
Employment Data
Dependent Information
Benefits Data >
Events/Tools >
Customer Service >
Access Information >
i= To-DolList
W Files
I= Reports

& Online Training Course

Manager Self Service

John Doe

Employee ID

Systern Internal ID
Global Person ID
Employment Status
Current Eligibility Group

Personal Data

Prefix

First Name
Middle Name
Last Name
Suffix
Date of Birth

Address Line 1
Address Line 2
City

State

Postal Code

Country

21354D0OE

3946353
5b931f28dab54b0afdalesla
Active

None

John

2/26/1966

123 Main Street

Baltimore
MD
21244

United States

Demo-Premier ¢ (

Primary Residence 123 Main Street

Baltimore, MD 21244
United States

Employment Data w

Record Date 3/19/2010

Employee ID 21354DOE

Employment Status Active

Hire Date 3/19/2010

Division/Company Code

Location Atlanta

Current Eligibility Group None

o If the system finds more than one employee that matches the criteria the user
entered, the list of matching employees will display.

2023
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.
alight \.
Manager Self Service a( Brysonlang v )
Q  Employee Search
_ Employee Search Results Printer Friendly Version
® Employee ID
O social Security Number Click on any name below or select Search Again.
Advanced Search
Name Employee ID DOB City, State Status
&+ Add Employee
Doe, Allen 10687doe 8/26/1966 Baltimore, MD Active
& Employee
Doe, Amy 22138DCE 8/26/1966 Baltimore, MD Active
iS To-Dolist
Doe, Andrew 54321 11/18/1976 Dayton, OH Active
W Files
Doe, Arthur ©65654DOE 8/26/1966 Baltimore, MD Active
= Reports

Doe, Barbara 324654DOE 8/26/1966 Baltimore, MD Active
@& Online Training Course

Doe, Benjamin 87644D0E 8/26/1966 Atlantg, GA Active

Doe, Betty 09808DOE 8/26/1966 Orlando, FL Active

e If the user sees the employee they are looking for they simply click on their name to
display the
Employee Record screen. To print click Printer Friendly Version at the bottom of the screen.
o If the user does not see the employee they are looking for, they should click
Search Again to being a new search.

Chapter 3: Employee Specific Information

When the user locates an employee using the advanced or quick search options, the system
automatically displays the Employee Record. The user can then view the employee’s
information including demographic data, employment data, dependent and beneficiary
information, benefits summary, pending transactions, notes, etc. Users can also view the
employee’s Portal and Enrollment screens just as the employee sees them.

Navigating the Employee Record
The Top Navigation menu is located at the top of the Employee Record and contains the
following items:

e Enroll Now - displays the enrollment dates for the employee if the enrollment
window is open. Allows users to view the employee’s enrollment information as well
as enroll on behalf of the employee (known as surrogate enrollment).

o0 If the enroll now link is active but there are no enrollment dates displayed
that means the employee is eligible for year round benefits such as Parking
or an HSA. The link stays active so the employee can make changes to the
year round benefits but they are unable to make updates to any other
benefits.

2023 Core Benefits Administration Page 12 of 72



alight

Go To Portal - allows the user to view the employee’s portal (benefits website)

just as the employee sees it. Users are then able to help the employee with
navigation issues or help answer employee questions.

e To-Do Items - allows the user to view, approve, or deny pending life events as
well as view issues that have been submitted through issue tracker.

* Notepad - users can view, print, and add notes to an employee’s record.
¢ Note - additional details on how to use each of these menu items is detailed
later in this document.

The center of the employee record screen contains a small portion of the employee’s Personal
Data and Employment Data. To view additional information the user can click on the Details
link located beneath each section.

Q

Q

Ad

light

Manager Self Service

Employee Search John Doe

Employee ID

Social Security Number

o Employee ID

System I LID
lvanced Search ™ Interna

Global Person ID

&+ Add Employee Employment Status
2 Employee v Current Eligibility Group
Employee Data e
Employee Record
Personal Data
Personal Data
Employment Data
Dependent Information Prefix
Benefits Data > First Name
Middle Name
Events/Tools >
Last Name
Customer Service > Suffix
Access Information > Date of Birth
1= To-!
1= To-Do List Address Line 1
W Files Address Line 2
City
[E Reports
State
& Online Training Course Postal Code
Country

Demo-Premier o [ v )
2 )

21354D0OE Primary Residence

3946353

5b931f28dab54b0afdale82a

Active
None
Employment Data
Record Date
John Employee ID
Employment Status
Doe Hire Date
Division/Company Code
2/26/1966 Location
Current Eligibility Group

123 Main Street

Baltimore
MD
21244

United States

123 Main Street
Baltimore, MD 21244
United States

3/19/2010
21354D0OE
Active

3/18/2010

Atlanta

None

2023

Core Benefits Administration

Page 13 of 72



alight

Personal Data

There are two ways a user can view an employee’s personal data.
e From the Employee Record a user can click on the Details link located underneath
the Personal Data header (as shown above).
e The user can click on Employee Data from the navigation menu on the left. This will
expand the menu where the user can click on Personal Data.

.
alight
Manager Self Service
Q  Employee Search John Doe
® Employee ID
O social Security Number
Employee ID

Advanced Search System Internal ID

Global Person ID
at Add Employese

Employment Status
2 Employee ~ Current Eligibility Group
Employee Data v
Employee Record

Personal Data h
ersonal Data

Employment Data

Dependent Information Prefix

Benefits Data > First Name

21354D0OE

3946353
5b831f28dab54b0cfoaled2a
Active

MNone

John

The personal data screen contains information such as the employee’s name, address, phone
number, date of birth, marital status, gender, etc. The fields are open and can be updated in
the MSS system but the best practice is to allow the information to be updated via the
eligibility file that is transmitted via the HRIS system on a regular basis (usually once a week).

2023
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Employment Data
There are two ways a user can view Employment Data for an employee.
e From the Employee Record a user can click on the Details link located
underneath the Employment Data header (as shown above).
e The user can click on Employee Data from the navigation menu on the left. This will
expand the menu where the user can click on Employment Data.
The Employment Data screen displays data such as an employee’s Hire Date, Employment
Status, Employee ID, Pay Status, Pay Site, etc.
Qllght Manager Self Service
Q' Employee search John Doe

® Employee ID

O social Security Number

o Employee ID 21354DOE
Advanced Search System Internal ID 3946353
Global Person ID 5b931f28dab54b0af9ales2a
-
at Add Employee Employment Status ative
2 Employee v Current Eligibility Group Nohe
Employee Data v
Employee Record
Personal Data
Personal Data m
Employment Data h
Dependent Information Prefix
Benefits Data > First Name John

2023 Core Benefits Administration Page 15 of 72
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Additional Employment Data such as Compensation information, HIPAA information, and
user defined information can be viewed by clicking on various options from the accordion
menu located at the bottom of the Employment Screen.

Employment Data Step 1 of 3 - Update Information

To update emiployment data, enter revised information into the open fields below and click Continue.

General # w

Employee ID * 21334DCE Job Title Manager

Hire Date * 3 - /19 ~ [/ 2010 Census/HRIS * PremierCo HRIS -
Employment Status * Active - Pay Calendar * Biweekly -
Job Type Full-Time -

Other Classification # ~
Job Class/Pay Grade * 528 - Union Indicator * Mo -
Employee Type * Not Applicable - Retirement Length of Service 0
Pay Status * Salaried -

Division/Company Code * -
Location * Atlanta -
Exernpt Status Exempt -

Compensation #
Processing Events # >
COBRA >

Direct Billing >

Just like the Personal Data section, the fields in the Employment Data section are open
and can be updated in the MSS system but the best practice is to allow the information
to be updated via the eligibility file that is transmitted via the HRIS system on a regular
basis (usually once a week).

When Alight is the Direct Billings and Payments (DBP) and/ or COBRA Administrator
(Optional Services), additional Employment Data can be viewed by clicking on the COBRA
and Direct Billing options from the accordion menu located at the bottom of the
Employment Screen.

COBRA
e COBRA Subsidy Indicator: Client defined value to identify a unique COBRA Subsidy
rule

2023 Core Benefits Administration Page 16 of 72
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COBRA Subsidy Calculated End Date: System calculated COBRA Subsidy End Date
based on COBRA Subsidy Indicator/rule

COBRA Subsidy End Date Override: COBRA Subsidy End Date Override to be used
instead of the system calculated end date.

COBRA Disability Indicator: Indicator to identify qualified beneficiary who is eligible
for COBRA Disability extension. See the COBRA Education document for additional
details about this process.

COBRA Disability Indicator Effective Date: Effective date when the 19" month of
COBRA Disability extension begins. This is also the date when COBRA cost switches
to the COBRA Disabled rate.

TAA Indicator: Indicator to identify qualified beneficiary who is eligible for Trade
Adjustment Act (TAA) special second COBRA election period and/or special extension
of COBRA period. See the COBRA Education document for additional details about
this process.

Direct Billing

CBA Direct Billing Type: Indicator identifies participants who are eligible to be direct
billed. Valid values:

0 COBRA only: Only COBRA benefits are direct billed
0 DirectBill All: All benefits are direct billed

CBA Direct Billing Type Effective Date: Effective date when participant becomes
eligible to be direct billed

Do Not Drop due to Non Payment: Indicator identifies participants who should not
be dropped due to non-payment. This indicator is set in the DBP TBA system and
passed back to CBA for display only in MSS.

Do Not Drop due to Non Payment Effective Date: Effective Date associated with Do
No Drop due to Non Payment indicator. This indicator is set in the DBP TBA system
and passed back to CBA for display only in MSS.

CBA Direct Bill Paid-Thru Date: Date through which the DBP TPA system is
calculating the participant’s premium as having been paid. This date is updated
immediately upon receipt of a payment that has been entered onto the TBA System.
If a participant has paid a portion of his or her monthly rate, the paid through date
will not advance until the full month’s premium is paid. DBP cannot change the paid
through date that is displayed. This date is passed back to CBA for display only in
MSS.

EGWP Indicator: Indicator identifies participants enrolled in an Employer Group
Waiver Plan (EGWP). This indicator is set in the DBP TBA system and is passed back

2023
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to CBA for display only in MSS. Itis also included on the DBP drop report to identify
participants who should have prospective drop of the medical and retroactive drop
any other coverage (e.g., dental).

e Pay Now: Indicator identifies participants who are eligible to make a payment
through Pay Now (which is a one-time direct debit payment). This indicator is set in
the DBP TBA system and is passed back to CBA for display only in MSS and to drive
Alight Worklife DBP tile messages.

o Direct Debit: Indicator identifies participants who are enrolled in Direct Debit. This
indicator is set in the DBP TBA system and is passed back to CBA for display only in
MSS and to drive CBA Portal DBP Promo, Alight Worklife DBP tile, and Notification
messages.

e DBP Status: A participant will have one of the following billing statuses:

0 ACTV (Active)—The participant has current rates and is still receiving bills.

0 PINACT (Pending Inactive)—The participant no longer has current rates but
still owes an outstanding amount and is still receiving bills.

0 INACT (Inactive)—The person no longer has current rates or an outstanding
amount owed, and is no longer receiving bills.

This indicator is set in the DBP TBA system and is passed back to CBA for display only
in MSS and to drive CBA Portal DBP Promo, Alight Worklife DBP tile, and Notification
messages.

COBRA

COBRA Disability Indicator O Yes @ No

COBRA Disability Indicator - / -/
Effective Date

TAA Indicator O Yes @ no

Direct Billing

CBA Direct Billing Type - CBA Direct Bill Paid-Thru Date -/ -/

CBA Direct Billing Type Effective - [/ -/ EGWP Indicator
Date
Pay Now
Do Not Drop due to Non NfA -
Payment Direct Debit

Do Not Drop due to Non - / - / DBP Status N/A
Payment Effective Date

2023 Core Benefits Administration Page 18 of 72
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Through Go to site, users can access the employee’s view of the DBP details through
the Alight Worklife Health & Insurance drop down and select Review Billing Payments

alight

Manager Self Service

Q. Employee Search John Doe
@ Employee ID
O social Security Number

Employee ID

Advanced Search
Global Person ID

alight

Take Action

Enroll In Your Benefits
Find a Doctor

Manage Beneficiaries
Change Your Coverage
Review Billing & Payments

Health Savings Account Contribution Change

System Internal ID

21354DOE
3946353
5b931f28dab54b0afoales2a

Health & Insurance ~

Coverage Details

Current Coverage

Future Coverage Starting in 2026
Your Health Care Expenses
Medical Benefits

Dental Benefits

Vision Benefits

Demo-Premier o (" « )
2
hS A

Enroll now (closed) Go to portal Notepad (0)

Primary Residence 123 Main Street
Baltimore, MD 21244

United States
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Olight £ How may we help you, Patricia?

Health & Insurance ~ Reimbursement Accounts

Savings & Retirement v

AR

Frograms Financial Health Wellness

@ENV

= Print
Paying for Your Benefits
© Take Action
-
Choose Your Ongoing Payment Method Other Resources
Pay Now
Your First COBRA Bill
Billing Informatlon Billing Rates Payment History R X
Convenient Payment Options
Billing Information es et mara2s, 2025 Where to Send Your Payment
Closing Balance on Laost Bill $945.58 Important Dates in Your Billing Cycle
Need
Changes Since Last Bill 437178 How to Pay for Your Benefits Help?
Current Amount Due $573.80 Fefund Timing
IMPORTANT: Poyment is due on Apr 1, 2025.
Olight £ How may we help you, Patricia? / 3 @ @ EN v
Health & Insurance ~ Reimbursement Accounts Savings & Retirement ~ Programs Financial Health Wellness More »
= Print

Choose Your Ongoing Payment Method

@ Direct Debit

Have your payment automatically deducted from your bank account.

Mote: If you choose direct debit, you are confirming that you will not be using a bank or finoncial agency

located outside the United Stotes to fund your totol direct debit payments. If you connot confirm this, then

choose Bill Me_

O BillMe

1
Receive bills and return payments by mail

Read Footnote

Other Resources

Convenient Payment Options

How to Pay for Your Benefits

Important Dates in Your Billing Cycle

Need
Help?
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Through Go to site, users can also view a copy of participant DBP notices and billing

statements in the online Secure Participant Mailbox (SPM).

alight

Health & Insurance ~ Reimbursement Accounts

£ How may we help you, Patricia?

Notifications /

Alerts (11) Secure Mallbox (1)

Filter By Sort By
All Messages w MNewest First v
Subject
&

NEW - On Demand Account Statement - Savings Plan

Received

savings & Retirement

June 21

I @ v

Financial Health Wellness More >

The DBP TBA system passes data back to CBA daily Monday through Saturday. For fields
(e.g., Paid-Thru Date, DBP status) that are dependent upon the daily payment processing
and twice per week DBP rate fetch processing, which run on Wednesdays and Sundays, will
be sent to CBA the following day.

DependentInformation
The Dependent Information screen allows users to add, view, edit, deactivate, and verify or

deny dependents.

To access the dependent information screen click on the Employee Data menu under the
search box to expand the menu options. Click Dependent Information link.
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) -
alight R
u Manager Self Service Demo - Premier 2 E\, )

@® Employee ID

O social Security Number
o Employee ID 123456 Primary Residence FrEer

sxssst FL 2
System Internal ID 11322477 (FL 23456

Advanced Search United States
Global Person ID
&+ Add Employee Employment Status Active
2 Employee - Current Eligibility Group None
Employee Data hd
Employee Record

Personal Data

Personal Data Employment Data
Employment Data

Prefix Record Daf 10/3/2013
Dependent Information _ eco te e

First Name Jane Employee ID 123456
Benefits Dato > .
Middle Name Employment Status Active

Adding a Dependent
To add a dependent to an employee’s record, click the Add Dependent button at the bottom
of the screen.

Employee Data ™

Employee Record

Personal Data Dependent Information

Employment Data

Dependent Information To view or edit, select the name of the person from the table below. To add a new person, click Add Dependent.

Benefits Data >
Events/Tools >
Name Relationship Birthdate Dependent Status
Customer Service >
Access Information > Doe, Joe Child 09/24/2013 Active
1= To-Do List Doe, John Spouse 03/24/1970 Active
B Files Doe, Mom Mother 04/22/1952 Active

|= Reports

ﬁ Add Dependent

& Online Training Course

Step 1 of 4:
e Click the drop down arrow to select the appropriate relationship of the dependent.
e Note: the relationship options that display are based on the client’s requirements.
These are established during the system setup.
e Click Continue.
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Demo - Premier
Manager Self Service 2\1_\_

@® Employee ID

ocial Security Number
o Employee ID 123456 Primary Residence T
#wksss FL 23456
System Internal ID 11322477 <
Advanced Search United States
Global Person ID

&+ Add Employee Employment Status Active
2 Employee - Current Eligibility Group None
Employee Data ~
Employee Record
Personal Data ‘
Add Dependent Step Separated Spouse n
Dependent Information Enter data into the open fields Stepchild
Benefits Data > Child of Domestic Partner
. Legal Dependent
Events/Tools > Modify Depender
Mother
Customer Service > Father
Access Information > Name Parent Birthdate Dependent Status
————— Custedian
i To-Do List Doe, Joe Sister 09/24/2013 Active
. Brother
| Files Doe, John 02/24/1970 Active
Friend
|= Reports Dos, Mom Estate 04/22/1952 Active
i . Trust
@& Online Training Course If this person is also an Empb}chari‘ty
then personal information fiel screen.
Other
When the "Address same as et dress fields are not editable.
Ex-Spouse
Relationship * | -]

e The fields that need to be completed for the dependent will appear. They will vary
based on the relationship that was selected.

o Complete the required fields, then click continue.
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If this person is also an employee of Demo - Premier,
then personal information fields are not user editable from this screen.

When the "Address same as employee” checkbox is selected address fields are not editable.

Relationship * Child -
First Name * Fulltime Student * O yes ®No
Middle Mame Disabled * O ves ®No
Last Narme * Address same as employee
Suffix - Country * United States -
S5N - - Address Line 1 *
Gender * - Address Line 2
Date of Birth * - - Address Line 3
Prevent employee from Oves ® No City *
maodifying dependent
information * State * hd
Prevent removal from Oves @ No Postal Code *
benefits during enrollment County
*
Eligible for Retirement Oves ® No
Coverage
Medicare Information >
Required Field *

**HIPAA Related Field

Reset Fields m

Step 2 of 4:
e Verify the information, then click continue.
Step 3 of 4:

e The next step includes viewing the changes that were made. The system will
display the addition of the dependent to the system, any automatic changes that
may have occurred to coverage, as well as any benefits that are now open for
changes.

e For example, if a child is added and the client automatically enrolls every dependent
in life insurance that will display on this screen. Click continue.
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Add Dependent - Step 3 of 4-View Changes

The following benefit plans were affected by your recent change. These changes will have an effective date of 3/14/2025.
The following transactions have been completed automatically

Plan Name Transaction Description Effective Date of Change Trans ID

Dependent/Beneficiary Added 03/14/2025 386578871

The following plans will be eligible for enrollment or changes

Plan Name Open Dates Changes Allowed

Mo results

Step 4 of 4:
e A confirmation page will display.
e Click Done to complete the process.

Add Dependent - Step 4 of 4 - Confirmation

Your changes have been entered successfully.

Click Done to return to Dependent Info or select another menu option.

Editing/Updating a Dependent Record

There may be times when a user needs to edit/update a dependent record on behalf of the
employee. To access the dependent information screen click on the Employee Data menu
under the search box to expand the menu options. Click Dependent Information link.

Step 1 of 4:
e Click on the name of the dependent that needs to be edited/updated.
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Employee Data N

Employee Record

Personal Data

Dependent Information
Employment Data

Dependent Information To view or edit, select the name of the person from the table below. To add a new person, click Add Dependent.
Benefits Data >
Events/Tools >
Name Relationship Birthdate Dependent Status
Customer Service >
Access Information > Child 09/24/2013 Active
1= To-Do List Doe, John Spouse 03/24/1970 Active
B Files Doe, Mom Mother 04/22/1952 Active
= Reports

Add Dependent
@& Online Training Course

e The dependent record will display.
e Enter the updated information, then click continue.
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View/Edit Dependent-Step 1 of 4

To update dota, enter revised information into the open fields below and click Continue.

If this person is alse an employee of Deme - Premier,

then personal information fields are not user editable from this screen.

When the "Address same as employee” checkbox is selected address fields are not editable.

Relationship * Child -
First Name * Joe Fulltime Student *
Middle Name Disabled *
Last Name * Doe Address same as employee
Suffix Country *
55N 989 - 33 - 9B9B Address Line 1 *
Gender * Male - Address Line 2
Date of Birth * 9 * 24 » 2013 Address Line 3
Prevent employee from ) yes @ No City *
modifying dependent

*
information * State
Prevent removal from benefits O ez @ No Postal Code *
during enrollment * County
Eligible for Retirement O Yes @ o
Coverage
**HIPAA Medical Coverage 9 v /24 W [ 2013
Period Begin Date

Medlcare Information

Required Field *

**HIPAA Related Field

Deactivate Reset Flelds

Step 2 of 4:

O es ®No
Oes ®No
United States

445 Sunny Lane

Orlando
FL

23456

e Theinformation that was updated will be highlighted. Verify the information.

e Enter the effective date of the change.
e Click continue.

2023 Core Benefits Administration

Page 21 of 72



alight

Edit Dependent - Step 2 of 4 - Verify Information

Please verify the changes highlighted below, enter the effective date of the change(s) and select Continue to sove the entry.

Relationship Child

First Name Billy Fulltime Student No
Middle Name lo Disabled No
Last Name Doe Address same as employee Yes
Suffix Country United States
S5N 989-33-9898 Address Line1 e
Gender Male Address Line 2 dEkaEE
Date of Birth 9/24/2013 City R
Prevent employee from MNa State FL
:ff:;:i:mem Postal Code 23456
Prevent removal from benefits  No County

Eligible for Retirement No

Coverage

HIPAA Medical Coverage Period  03/24/2013
Begin Date

Dependent/Beneficiory Policy MNo

Acknowledgment

Medicare Eligible Mo
Prevent system from Mo
automatically setting Medicare
eligible status based on age

Effective Date of these changes 3 v /14 w /2025 =

D

Step 3 of 4:
e The next step includes viewing the changes that were made.
e The system will display the modification under the Transaction Description
along with the effective date. This will be defaulted to today’s date.
e Click continue.
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Edit Dependent- Step 3 of 4-View Changes

The following benefit plans were affected by your recent change. These changes will have an effective date of 3/14/2025.

The following transactions have been completed automatically

Plon Name Transaction Description Effective Date of Change

Trons ID

Dependent/Beneficiary Modified 03/14/2025

The fellowing plans will be eligible for enrcliment or changes

Plon Name Open Dates Changes Allowed

386578877

Mo results
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Deactivating/Reactivating a Dependent

A dependent may need to be deactivated from the system for various reasons. For example,
maybe a dependent was accidentally added to the system twice or the employee needs to
be removed from coverage. If needed, the dependent can always be “reactivated” at a later
pointin time.

Step 1 of 4:
e Click on the name of the dependent that needs to be deactivated.

e Once the dependent’s information displays, click Deactivate at the bottom of the
screen.

Required Field *
**HIPAA Related Field

Deactivate Reset Flelds @

o A text box will appear, click OK.

Warning Message

Are you sure you want to deactivate this person?

r/ ‘\1
| Cancel |
\_

e The dependent’s record will now reflect the Inactive status.

Dependent Information

To view or edit, select the name of the person from the table below. To add o new persen, click Add Dependent.

Name Relationship Birthdate Dependent Status
Doe, Billy Jo Child 09/24/2013 Active
Doe, John Spouse 037241970 Active
Doe, Mom Mother 04/22/1952 Active

Littleone, Child D Child 02/04/2021

Add Dependent
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e To reactivate the dependent, click on the dependent’s name to pull up their record and

click
Reactivate_at the bottom of the screen.

Required Fiald *

**HIPAA Related Field

Reactivate

Edit Dependent - Step 3 of 4 -View Changes

The following benefit plans were affected by your recent change. These changes will have an effective date of 3/14/2025.

The fellowing transactions have been completed automatically

Plan Mame Transaction Description Effective Date of Change

Trans ID

Dependent/Beneficiary Reactivated 03/14/2025

The fellowing plans will be eligible for enrcllment or changes

Plan Mame Open Dates Changes Allowed

386578879

Mo results
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Beneficiary Designations
The Beneficiary Designation screen allows users to view and edit beneficiary designations on
behalf of the employee.

-
Ollght Demo -Premier g/ ™
Manager Self Service al ~ )
p. ~
® Employee ID
© Social Security Number
o Employee ID 123456 Primary Residence R
System Internal ID 11322477 LR 23456
Advanced Search merna = United Stotes
Global Person ID
&+ Add Employee Employment Status Active
2 Employee “ Current Eligibility Group Nane

Employee Data ~

Employee Record

Personal Dat:
srsonal Data Beneficiary Info Step 1 of 4 - View Designations
Employment Data

. Current beneficiary designations are listed in the chart below,
Dependent Information yoesi

Benefits Data v None on file

Benefits Summary

Prior Year Benefits

Beneficicry Designation h

ACA 1095-C Data

Events/Tools >

Note that the system will automatically verify that the primary and contingent designations
add up to 100% for employees who split their beneficiary for a specific benefit between two
or more individuals.

If both current and future plan years are open (as during the Annual Enrollment period)
beneficiary information will display for each plan year.

Updating a Beneficiary Designation
Step 1 of 4:
e Click Edit Designations at the bottom of the screen.
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Employee Record

Personal Data Beneficiary Info Step 1 of 4 - View Designations

Employment Data

Current beneficiary designaticns are listed in the chart below.

Dependent Information

Benefits Data ~ Current Plan Year Beneficiary Info

Benefits Summary

Prior Year Benefits Current Beneficiary Designations

Beneficiary Designation

Plan Name
Employer Mandate

Beneficiary Relationship SSN/Tax ID

Designation

Percentage

ACA 1095-C Data
COBRA Dota

Events/Tools e

Step 2 of 4:

"

e Make updates to the Designation fields (primary or contingent) and Percentages as

needed.

e The Reset Fields button can be used to clear all fields in order to make

updates/corrections.

e When designations are accurate, click Continue.

Beneficiary Info Step 2 of 4 - Edit Designations

To save beneficiory designations, choose a designation from the menus below and enter a percentoge in the adjocent field. When you are finished, click Continue.

Plan Mame Beneficiary Relationship  SSN/TaxID | Designation Percentage
Accidental Death & Dismemberment Insurance TestSpouse Spouse Spouse 989-20-2123 Primary - 100 %
Accidental Death & Dismemberment Insurance ChildTest Test Child 999-20-2124 Contingent - 50 %
Accidental Death & Dismemberment Insurance TestChild Test Chilel 999-20-2125 Contingent - 50 %
Basic Life Insurance TestSpouse Spouse Spouse 999-20-2123 Primary - 100 %
Basic Life Insurance ChildTest Test Child 999-20-2124 Contingent hd 50 %
Basic Life Insurance TestChild Test Child 999-20-2125 Contingent L4 50 %

Reset Flelds

Step 3 of 4:

e Verify the designation information for accuracy.
e If corrections are still required, click the back button to make the necessary
changes and then click continue.
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e If no changes are necessary, click Continue.

Beneficiary Info Step 3 of 4 - Verify Designations

The following designations have been maode. To save these changes now, select Continue.

Plan Mame Beneficiary Relationship SSN/Tax ID Designation Percentage
Accidental Death & Dismemberment Insurance TestSpouse Spouse Spouse 999-20-2123 Primary 100%
Accidental Death & Dismnemberment Insurance ChildTest Test Child 995-20-2124 Contingent 50%
Accidental Death & Dismemberment Insurance TestChild Test Child 999-20-2125 Contingent 50%

Basic Life Insurance TestSpouse Spouse Spouse 999-20-2123 Primary 100%

Baosic Life Insurance ChildTest Test Child 995.20-2124 Contingent 50%

Basic Life Insurance TestChild Test Child 999-20-2125 Contingent 50%
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Step 4 of 4:
e A confirmation page displays.
e Click Done to return to the beneficiary designation screen.

Beneficiary Info Step 4 of 4- Confirmation
Your current beneficiary designations have been updated successfully.

Click Done to return to Beneficiary Info or select another menu cption.

Benefits Summary
The Benefits Summary screen displays details about an employee’s benefit selections. Details
include:

e Enrollment status and coverage level for each plan

e Dependents covered under each plan

e Employee cost per day (pre and post-tax)

o Employer cost per pay (if the client has chosen to display their contribution)
e Current effective date and expiration date

For each benefit available, a View or Edit column displays. The View column displays for all
non-Admin level users. It contains a “View Plan” link that allows the user to see more
detailed information about each benefit selection. The Edit column displays for Admin-level
users only, and contains an “Edit Plan” link that allows users to both view and modify
benefit information. Note that the “Edit Plan” link functionality is described in Chapter 10,
“HR Override.”
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alight _—
9 Manager Self Service Demo-Premier g ¢ <)

@ Employee ID
O social Security Number

&  cvoen oazr20m primary Residence o North
Hunt Valley,MD 21030

Advanced Search System Interal ID 10059387 )
United States
Global Person 1D 504c59d1dabs4b7b69e5a61h
2 Add Employee
Employment Status Active
& Employee v Current Eligibility Group Premier Co Actives

Employee Data

Employee Record

Personal Data

Employment Data Current Benefits Summary — ST D

Dependent Information

‘4

Benefits Data “ Status  Plan Coverage Level Covered Participants ~ Employee Pre-Tax Cost  Employee PostTax Cost ~ Employer Pays ~ Current Effective Date(s)**  Expiration Date  Edit

Benefits Summary Enrolled  HSA Choice Plus. Employee + Family Patricia Alvarez $57.60+ $34.62 2/10/2025 12/31/2025
Prior Year Benefits \ Miguel Alvarez

Beneficiary Designation Christopher Alvarez

ACA 1095-C Data Enrolled  Dental Employee + Family Patricia Alvarez $16.15% $11.54 2/10/2025 12/31/2025
Events/Tools v Miguel Alvarez
Christopher Alvarez
Life Events

Processed Events Enrolled  Vision Plan Employee + Family Patricia Alvarez $462% $231 2/10/2025 12/31/2025
Notifications Miguel Alvarez

Document Manager Christopher Alvarez

Transaction History Enrolled  Company Paid Life Insurance 2X Annual Salary $12000000  Patricia Alvarez 211012025 12/31/2025

Payroll History

Data Sync Enrolled  Child Life Flat Amount §10,000.00 Christopher Alvarez $13.85¢ 2/10/2025 12/31/2025
Customer Service >

Enrolled  Supplemental Spouse Life Flat Amount §15,000.00 Miguel Alvarez $4154+ 2/10/2025 12/31/2025
Access Information >

The Benefits Summary also contains three different options of benefits information for each
employee available via the drop down box.

e Current Benefits — Displays every benefit an employee is eligible to enroll in for the
current plan year along with enrollment status and current effective and expiration
dates.

e Terminated Benefits — Displays any benefits for the current plan year that
have been terminated. For example, an employee who gets married and adds
a spouse to medical coverage will have a terminated record showing for
employee only medical coverage.

e Future Benefits - Displays any benefits the employee has selected which have a
future effective date such as those elected during the open enrollment period for the
upcoming plan year.
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Q  Employee Search

@ Employee ID

O social Security Number

Advanced Search

2+ AddEmployee

2 Employee v

Employee Data v
Employee Record
personal Data
Employment Data
Dependent Information

Benefits Data v
Benefits Summary
Prior Year Benefits
Beneficiary Designation
ACA 1095-C Data

Events/Tools v

Manager Self Service

Patricia Alvarez

Employee ID
System Internal ID
Global Person 1D
Employment Status
Current Eligibilty Group

03272013

10059387
504c50d1dabS4b7b69e5a61b
Active

Premier Co Actives

Current Benefits Summary

Status  Plan

Coverage Level

Covered Participants

Primary Residence

Demo-Premier g (

et w3720 Moot 0

10 North Park

Hunt Valley, MD 21030

United States

Employee Pre-TaxCost  Employee PostTax Cost  Employer Pays

Enrolled  HSA Choice Plus

Enrolled  Dental

Employee + Family

Employee + Family

Prior Year Benefits

Patricia Alvarez
Miguel Alvarez

Christopher Alvarez

Patricia Alvarez
Miguel Alvarez

$57.69*

$16.15*

$3462

$11.54

[Carrent Benents
Terminated Benefits.
Current Benefits.

Future Benefits

12/31/2025 @

The Prior Year Benefits screen displays the same information as the Benefits Summary

Screen but for the previous plan year(s) - for as many years as the employee has been in
the benefits administration system.

alight

Q  Employee Search

® Employee ID

O social Security Number

Advanced Search

2+ Add Employee

& Employee v
Employee Data v
Employee Record
personal Data
Employment Data
Dependent Information
Benefits Data v

Benefits summary

Beneficiary Designation

ACA1095-C Data

Manager Self Service

Patricia Alvarez

Employee ID

System Internal ID
Global Person ID
Employment Status
Current Eligibility Group

03272013

10059387
504c59d1dab34b7b69e5a61b
Active

Premier Co Actives

Prior Plan Year Benefits

Please select the prior plan year benefits summary you like to view, then click Continue.

Benefits Plan Year

2024 ~

Prior Year Benefits h

Primary Residence

from the drop-down list and then click Continue.

e The benefits summary screen displays for the selected plan year.

Demo-Premier o

10 North Park

Hunt Valley,MD 21030

United States

To view benefits for a previous plan year the user will select the year they wish to view
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Note: If the employee was not hired until the current plan year, or the client was not
using the CBA system until the current plan year, this screen will not contain any
information for the employee.

COBRA

When Alight is the COBRA Administrator (Optional Service), the COBRA Status screen
displays a summary of the participant and dependent COBRA Qualified Beneficiary (QB) and
Qualifying Event (QE) data.

Qualified Beneficiary Name: Name of the individual
Relationship: Relationship of the individual to the record keeper (Participant,
Spouse Types, Child (includes Step Children), Domestic Partner, Child of a Domestic
Partner, etc.)
Overall QB Status:
0 None: Not a Qualified Beneficiary
0 Eligible Pending: Considered a Qualified Beneficiary and is eligible to enroll
in at least one COBRA plan, but has not yet elected and is still within their
election period
Participating: Participant has enrolled in at least 1 COBRA plan
Eligible Covered: Dependent has been covered under at least 1 COBRA plan
Eligible Waived: Participant actively waived all COBRA coverage but has not
reached the end of their election period
0 Failed to Elect: Participant did not enroll in COBRA OR actively waived all
COBRA coverage and is at the end of their election period
0 Terminated: Participant was covered under COBRA, but COBRA coverage is
terminated (e.g., due to reaching COBRA coverage end or choosing to
terminate coverage)
History: Link to historical QE data for the QB
Qualified Event Data By Plan: Link to current QE data for the QB
Elevated Status: Can this person be elevated to their own record keeping account?
Any Qualified Beneficiary that is not the originating record keeper can call the
Customer Service Center to independently elect COBRA.
0 N/A: Participant
0 Not Eligible: Individual does not have QE data to allow for elevated COBRA
coverage.
0 Eligible: Individual does have QE data to allow for elevated COBRA
coverage.
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0 Elevated: Individual has been moved to their own record or moved with
another person that was elevated.

alight

Manager Self Service & ~)

® employee D
Social Security Number

Employee ID 72511 Primary Residence

Advanced Search System Internal ID 6661716 Unic

2+ Add Employee Global Person 1D Current COBRA Eligiility Group  Non U
Employment status Terminated

2 Employee v Current Eligblty Group

Employee Data v

Current QB Status Summary
Qualified Beneficiary Name Relationship Overall 0B Status History Qualifying Event Data By Plan Elevated
Status

Smith, Test 5 Participant Eligibte Pencing Show History Qualitying Event Data NA

ACA1095-C Data

COBRA Data v

COBRA Status. —

COBRA Subsicly

Events/Tools v

Clicking on the Qualifying Event Data link for an individual QB displays the detailed QE data
by plan.

e Qualified Event Date: The date the event occurred that caused the loss of COBRA
eligible coverage

¢ Qualified Event Type: Type of event that caused the loss in COBRA eligible
coverage

Termination

Reduction in hours

Loss of dependent eligibility
Divorce or legal separation
Retirement

Severance

Leave of absence
Entitlement to Medicare
Military service

Layoff

O O 0O O 0O OO0 0o O o

Bankruptcy

0 Death
e QE Notification Date: The date the qualifying event was processed in the system
e QB Status: Status of Plan Election

0 None: Not a Qualified Beneficiary

0 Eligible Pending: Considered a Qualified Beneficiary and is eligible to enroll

2023 Core Benefits Administration Page 33 of 72



alight

in COBRA plan, but has not yet elected and is still within their election period
Participating: Participant has enrolled in COBRA plan
Eligible Covered: Dependent has been covered under COBRA plan

Eligible Waived: Participant actively waived COBRA plan but has not
reached the end of their election period

0 Failed to Elect: Participant did not enroll in COBRA OR actively waived all
COBRA coverage and is at the end of their election period

0 Terminated: Participant was covered under COBRA, but COBRA coverage is
terminated (e.g., due to reaching COBRA coverage end or choosing to
terminate coverage)

Prior Coverage End Date: Last day of Active Coverage
COBRA Begin Date: First day of COBRA coverage
COBRA End Date: Last day of COBRA coverage

Election Period Begin Date: First day of enrollment period (When the Event is
triggered in the system - e.g., the transaction date)

Election Period End Date: Last day of enrollment period (Prior Coverage End Date
plus one day OR Election Notice Estimated Delivery date, whichever is later + 60
days)

Election Notice Estimated Delivery: Date COBRA Enrollment notice is estimated for
delivery (QE Notification Date + 7 days)

Election Date: The date the election was actively elected
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Qualifying Event Data

Plan Custom Tier i

Relationship Overall OB Status

Qualified beneficiary Name
Smith, Test 8. Participant Eligible Pending

~ Qualifying Event Information

* Qualifying Event Date 2 [+ 15 [+ 2005 |+
* Qualifying Event Type Employee Termination - Resignation -
* QE Notification Date 2 (v 24 [+ /205 |+
*QB Status Eligible Pending -

~ Coverage Information

* Prior Coverage End Date 2 * [15 w ] 2025 -
* COBRA Begin Date 2 w [16 w ] 2025 -
* COBRA End Date 8 v /15 » /2026 =
~ Election Information

* Election Period Begin Date 2 - /24 = /2025 -
* Election Period End Date 5 - /1 - (2025 -
* Election Notice 3 w /3 - /2025 -
Estimated Delivery

Election Date -/ -/ -

=)
e Clicking on the History link displays the historical QE data for the QB

Overall QB Status History

Overall OB Status Show Qualifying

Qualified Beneficiary Name Relationship
Event Data By Plan

Participont Eligible Pending Qualifying Event Data

Smith, Test B.

Show Qualifying

End Date (CST) Summary QB Stotus
Event Data By Plan

Begin Date (CST)

02/24/2025 Eligible Pending Qualifying Event Data

Life Events
There may be times when users need to log/enter Life Events on behalf of an employee. This

is handled via the Life Events screen.

Note that some clients use Self-Service Life Events, where employees are expected to enter
their own life events via the employee portal. (These events may be automatically
approved, or may require approval via the Core Benefits Administration system, depending
on how the client requested each event be set up.) Even if employees can submit Life Events
via the portal, users can still use the Life Events screen to enter a life event on behalf of an

employee.
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Important Note: Life Events vary and some may require the addition of dependents. For
example, entering a birth or marriage does not automatically add the new dependent to the
employee’s record nor does it automatically add this dependent to coverage.

Entering a Life Event
e The user can click on Events/Tools from the navigation menu on the left. This will
expand the menu where the user can click on Life Events.
e The user will then select the appropriate life event from the drop-down menu.

® Employee ID

) Social Security Number

o Employee ID 123456 Primary Residence e
wwwsk FL 23456
System Internal ID 11322477 e
Advanced Search United States
Global Person ID
&+ Add Employee Employment Status Active
Current Eligibility Grou| None
a Employee w gibility P
Employee Data ~

Employse Record

Personal Data Life Event Step 1 of 4 - Enter Information

Employment Data
Please enter information into the fields below and select Continue
Dependent Information

Benefits Data W Life Event * ( 7
Prior Yeor Benefits Enroliment Window Start Date | Birth / Adoption
Beneficiary Designation (Optional) Acquired Guardianship
ACA 1095-C Data Enroliment Window Close Date Quolified Medicol Child Support Order
(Optional) ,
Events/Tools ~ Civil Court Award
Required Documentation Marriage
Life Events ived ¢

Divorce
Processed Events

Legal Separation
Notifications * Required Field

Start of Domestic Partnership

Document Manager
Loss of Domestic Partnership Continue

Transaction History Death of 5
= of Spouse

Payroll Hist
ayroft Ristory Death of Dependent / Child

Datta Sync Gain of Spouse Benefits / Eligibility
Customer Service > Loss of Spouse Benefits / Eligibility
Access Information > Eligibility for Medicare

Change in Daycare Rates
i= To-Do List

Gain of Dependent / Child Eligibility
Files Loss of Dependent / Child Eligibility
Gain of Other Coverage

[ ]

= Reports
Loss of Other Coverage v

=

Online Training Course
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Step 1 of 4:

The Date of Event field must be completed by using the drop-down arrows.

If there is a specific date the user wants the enrollment window to open that date
should be entered in the Enrollment Window Start Date field. If a date is not
entered they system will default to today’s date.

The user has the ability to override the system rules and choose how long they
would like the enrollment window to remain open. The user can opt to have the
window close earlier than usual or allow the employee to have a longer period of
time by extending the enrollment window in the Enrollment Window Close Date
field.

Next click the appropriate radio button to indicate whether any required
documentation, such as a copy of a birth certificate, has been received.

0 If documentation is not required no selection is needed.
Click Continue.

Life Event Step 1 of 4 - Enter Information

Please enter information into the fields below and select Continue

Life Event * Birth / Adeption -
Date of Event * 3 * /14 w= (2025 w

Enrollment Window Start Date -~ / - |f -
{Optional)

Enrollment Window Close Date - / L -
(Optional)

Required Documentation Oves O Mot Required
Received

* Required Field

Step 2 of 4:

Verify the information is correct and click Continue.
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Life Event Step 2 of 4 - Verify Your Changes

Please verify the changes below and select Continue.

Life Event Birth / Adoption
Date of Event 3/14/2025

Enrollment Window Start Date 371472025
(Optional)

Enrollment Window Close Date
(Optional)

Required Documentation
Received?

=

Step 3 of 4:

e The next screen displays the event that was just entered and lists the plans the
employee is now eligible to enroll in. Note the dates of enrollment will now
display next to the Enroll Now link on the employee’s portal.

e Click Continue.
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Life Event Step 3 of 4 - View Changes

The following benefit plans were affected by your recent change. These changes will have an effective date of 3/14/2025.

The following transactions have been completed automatically

Plan Mame Transaction Description Effective Date of Change Trans 1D

Birth/Adoption 03/14/2025 387419123

The following plans will be eligible for enrallment or changes

Plan Name Open Dates Changes Allowed
Delaware North - Cigna - 2/10/2025-4/12/2025 Change Plan
Dental

HSA Choice Plus 2/10/2025-4/12/2025 Change Plan
Vision Plan 2/10/2025-4/12/2025 Change Plan
Basic AD&D Insurance 2/10/2025-4/12/2025 Change Plan
Company Paid Life Insurance 2/10/2025-4/12/2025 Change Plan
Supplemental AD&D 2/10/2025-4/12/2025 Change Plan
Insurance

Child Life 2/10/2025-4/12/2025 Change Plan
Supplemental Spouse Life 2/10/2025-4/12/2025 Change Plan
Aaron's Inc.- Dependent Care 2/10/2025-4/12/2025 Change Plan

Flexible Spending Account

HSA - Medical 2/10/2025-4/12/2025 Change Plan

Step 4 of 4:
e A confirmation page will display. Click Done to return to the main Life Events screen.

Life Event Step 4 of 4 - Change Confirmation

Your changes have been entered successfully.

Click Done to return to Life Event or select another menu option.

Chapter 4: Processed Events
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The Processed Events section is used to view and edit events that have occurred in the
system for an employee within the past year. All events that are currently in open status
can be modified. New Hire and Rehire events can be modified when opened or closed.

To view processed events:
e Pull up an employee’s record using the search functions outlined in Chapter 2.
e Once the employee’s record is displayed click on Events/Tools from the navigation
menu on the left. This will expand the menu where the user can click on Processed
Events.

Qlight Demo-Premier s v )

Manager Self Service \

Q Employee Search Patricia Alvarez Enroll now (ends 3/27/2025)

@® Employee ID

O social Security Number
Employee ID 03272013 Primary Residence 10 North Park
o Hunt valley, MD 21030

System Internal ID 10039387
Advanced Search United States
Global Person ID 504c59d1dab54b7b69e5a61b
&+ Add Employee Employment Status Active
2 Employee ~ Current Eligibility Group Premier Co Actives
Employee Data hd

Employee Record

Personal Data Processed Events

Employment Data
This screen is used to view and edit events that have occurred in the system for an employee within the past year. All events thot are currently in open status can be

Dependent Information modified. New Hire and Rehire events can be modified when opened or closed. To modify the Status or Event Date for an event, make the desired date changes below
Benefits Data v and click the Update button. To close an open event, select Closed from the Status pull-down and click the Update button.
Benefits Summary For terminated employees, you can only view events that occurred in the system within the post year.

Prior Year Benefits

Beneficiary Designation Event Description Event Status ~ Event Date * Window Start Date Window Close Date Date Processed
(CsT)
ACA 1095-C Data
Events/Tools v Gain of Eligibility Open = 02/10/2025 02/10/2025 2/10/2025
Class 2:09:39 PM
Life Events Premier Co Actives
Processed Events w
Notifications Birth / Adoption Closed 03/14/2025 03/14/2025 3/14/2025
11:13:58 AM

Document Manager
Transaction History

Payroll History *If the Event Date is modified, any elections that have already been created or altered as a result of the event will not automatically adjust based on the new Event

Data Sync Date. These elections must be manually adjusted using the 'Edit Plan’ option within the Benefits Summary.

Customer Service >

Editing an Event

Any event that is in an “Open” status can be modified. For example, if a user has entered an
administrative event for an employee, they may want to use the Event Manager to close
that event as
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soon as the employee has made any necessary benefit adjustments. Or, the user may need
to modify the Event Date of a transaction if it was entered in error.

To edit an event:

o If necessary for this modification, click the gray down arrow to change the status under
the

Event Status column.

o If necessary, click the gray down arrows to change the month, day, and/or year of
the Event Date.

e Important Note: If the Event Date is modified, any elections that have already been
created or altered as a result of the event will not automatically adjust based on the
new Event Date. These elections must be manually adjusted using HR Override
(which is covered in Chapter 12.

e The enrollment window can be shortened or extended as needed by entering a date in
the
Window Close Date field.

e Once the necessary modifications are completed, click Update.

e The updates will display.

Ollght Demo - Premier

Manager Self Service

Q Employee Search Patricia Alvarez Enroll now (ends 3/27/2025) Notepad (2)

@ Employee ID

2 v o)

O social Security Number
o Employee ID 03272013 Primary Residence 10 North Park

System Internal ID 10059387 Hunt Valley, MD 21030

Advanced Search United States
Global Person ID 504c59d1dab54b7h69e5061b
&+ Add Employee Employment Status Active
2 Employee ~ Current Eligibility Group Premier Co Actives
Employee Data N

Employee Record

Personal Data Processed Events

Employment Data
This screen is used to view and edit events that have occurred in the system for an employee within the past year. All events that are currently in open status can be

Dependent Information modified. New Hire and Rehire events can be modified when opened or closed. To modify the Status or Event Date for an event, make the desired date changes below
Benefits Data ~ and click the Update button. To close an open event, select Closed from the Status pull-down and click the Update button.
Benefits Summary For terminated employees, you can only view events that occurred in the system within the post year.

Prior Year Benefits

Beneficiary Designation Event Description EventStatus  Event Date* Window Start Date Window Close Date Date Processed
(csT)
ACA 1095-C Data
Events/Tools ~ Gain of Eligibility Open v 02/10/2025 02/10/2025 2/10/2025
Class 2:09:39 PM
Life Events Premier Co Actives
Processed Events (2025)
Notifications Birth / Adoption Closed 03/14/2025 03/14/2025 3/14/2025
Document Manager 11:13:39 AM
Transaction History
Payroll Histary = If the Event Date is modified, any elections that have already been created or altered as a result of the event will not automatically adjust based on the new Event

Data Sync Date. These elections must be manually adjusted using the 'Edit Plan' option within the Benefits Summary.

Customer Service >
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Chapter 5: Transaction Log

The transaction log displays all transactions that have been processed for an employee in
the Manager Self Service System since the employee was first added to the system.
Examples of the types of transactions included in the log include:
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e Initial load into the system from the eligibility file

e Any automatic enrollments in employer-sponsored benefits such as basic life insurance
e Enrollments and waives made by the employee from the employee portal

e Enrollments and waives made on behalf of an employee by an administrator

e Life and employment events or any administrative events entered on behalf of the
employee

Viewing the Transaction Log

The transaction log includes details about when the transaction was made, who make the
transaction, what benefit is affected, and when the transaction is effective.

To view an employee’s transactions:
e Pull up an employee’s record using the search functions outlined in Chapter 2.
o Once the employee’s record is displayed click on Events/Tools from the navigation
menu on the left. This will expand the menu where the user can click on Transaction
History.

.
alight o
v Manager Self Service Demo-Premier v )

Q emoeseasn  Patricia Alvarez Ero o s 2772025

@ Employee ID

@] Social Security Number
Employee ID 03272013 Primary Residence 10 North Park
o Hunt Valley, MD 21030

System Internal ID 10059387
Advanced Search United States
Global Person ID 504c59d1dab54b7hb69e5a61b
a+ Add Employee Employment Status Active
2 Employee v Current Eligibility Group Premier Co Actives
Employee Data v
Employee Record
o Transaction Log Search

Employment Data
Select atransaction type then click on one of the radio buttons below and select Search
Dependent Information

Benefits Data e Transaction Type All Transactions =

Benefits Summary @ All Tronsactions @
Prior Year Benefits

() COBRA/HIPAA Qualifying Transactions
Beneficiary Designation

(O Transactions between 1 - /1 w [ 2025 » and12 = /31 w /2025 hd
ACA 1095-C Data - cti °
Events/Tools v O Transactions occurring during most recent Leave of Absence @

Life Events [*] Show Archived Data @

Processed Events

Notifications @
Document Manager

Transaction History _

Payroll History

e Click the down-arrow to select Transaction Type from the drop-down list.
e The user should click the appropriate radio button to indicate whether they want
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to see all transactions of this type, just COBRA/HIPAA Qualifying transactions, or
transactions within a specific date range.
e Click Search to view the selected transactions.
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e Note that transactions display in descending order by Transaction ID. The order can
be changed by clicking on any of the column headers. For example, to see all
transactions affecting the HSA click on the Plan Name column. Repeated clicks on
the same column header will toggle between ascending and descending order.

Olight Demo - Premier T

Manager Self Service a0 v )

Q Employee Search Patricia Alvarez Enroll now (ends 3/27/2025) Notepad (2)

® Employee ID

O sacial Security Number
Employee ID 03272013 Primary Residence 10 North Park
o Hunt Valley, MD 21030

Systemn Internal ID 10059387
Advanced Search United States
Global Person ID 504c59d1dab54b7h69e5a61h
&+ Add Employee Employment Status Active
2 Employee v Current Eligibility Group Premier Co Actives
Employee Data v

Employse Record

Personal Data Transaction Log - Search Results
Employment Data

Click on the Transaction Description below to view the detail of each transaction listed
Dependent Information

Benefits Data hd
Benefits Summary Transaction 1D Date Entered (CST) Transaction Plan Name Effective Date Performed By
Prior Year Benefits Description of Change
Beneficiary Designation 385834374 02/18/2025 03:32:49 PM Waive Coverage Basic AD&D 02/10/2025
ACA 1095-C Data
336794316 12/01/2023 06:00:33 PM Waive Coverage LTD- Basic 01/01/2024 System
Events/Tools v
Life Events 336794272 12/01/2023 06:00:32 PM Waive Coverage Supplemental Group Life (Spouse)} 01/01/2024 System
Processed Events 336794183 12/01/2023 06:00:32 PM Waive Coverage Supplemental AD&D 01/01/2024 System
Notifications
336794065 12/01/2023 06:00:30 PM Waive Coverage Health - Vision 01/01/2024 System
Document Manager
Transaction History 302638468 11/15/2022 12:47:59 PM Waive Coverage LTD-Basic 01/01/2023 System
i 47: Waive Coverage Supplemental Group Life (Spouse System
Payroll History 302638421 11/15/2022 12:47:58 PM /i C S I tal G Life (S| ) 01/01/2023 Systs
Data Sync
302638331 11/15/2022 12:47:56 PM Waive Coverage Supplemental AD&D 01/01/2023 System

Viewing a Specific Transaction

To see details of any listed transaction, click the desired link in the Transaction Description
column. A new screen displays providing additional detail about that transaction. When
done reviewing the details, click Back to return to the Transaction Log.
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0
Ollght Demo-Premier o

Manager Self Service -
Q. Employee Search Patricia Alvarez Enroll now (ends 3/27/2025)

@ Employee ID

O social Security Number
Employee ID 03272013 Primary Residence 10 North Park
o Hunt Valley, MD 21030

System Internal ID 10059387
Advanced Search United States
Global Person ID 5a4c59d1dab54b7b69e5a61b
&+ Add Employee Employment Status Active
2 Employee v Current Eligibility Group Premier Co Actives
Employee Data h

Employee Record

Personal Data Transaction Log - Search Results
Employment Data

Click on the Transaction Description below to view the detail of each transaction listed
Dependent Information

Benefits Data ~
Benefits Summary Transaction Date Entered (CST)  Transaction Plan Name Effective Performed By
1D D Tpti Dat
Prior Year Benefits seription e
of Change
Beneficiary Designation
ACA 1095-C Data 387419173 03/14/2025 11:16:56 Event Modified 03/14/2025
AM
Events/Tools ~
387419123 03/14/2025 11:14:00 03/14/2025
Life Events

AM

Processed Events
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Transaction Log - Detail Search Results

Transaction ID Date Entered (CST) Transaction Plan Name Effective Date Performed By
Description of Change
336794316 12/01/2023 06:00:33 PM Waive Coverage LTD - Basic 01/01/2024 System
Plan Effective Date
Opt Out Credit $0.00 Opt Out Tax Status
Opt Dut Effective Date Opt Out Term Date

Chapter 6: Notification Manager

If Notifications have been enabled, the Notification Manager tool can be used to generate
notifications to an employee as well as view notifications that have already been scheduled
or delivered.

Notifications can be set up for various types of employment and life events. For example,
emails may be set up to be delivered to new hires providing instructions on how to access
the employee portal so they can enroll in their benefits. Notification emails can be delivered
to the employee’s personal email address on file within the Manager Self Service system or
to the employee’s secure email box within the employee portal.

When the employee logs into the portal for the first time the system will prompt them to
enter their personal email address if it’s not on file so they will be able to receive email
notifications.

Viewing a Notification from the Secure Mailbox
To view notifications via the Secure Mailbox:

e The employee clicks on the link for the Secure Mailbox at the top of the employee
portal.

e Note thereis a number located beside the Secure Mailbox link that will indicate the
number of notifications waiting on the employee.

e The employee’s Secure Mailbox is displayed where they will see a list of all of the
messages, the date of delivery, and the expiration date for each item.

e To open a message the employee simply clicks on the link.
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Us @D Help [B Print

Enter Your Email Address Deadline: 9/9/2013
You do not currently have an email address within the system. A valid email address will allow you to
receive email notifications with information about your benefits.

Remember Your Beneficiaries Enroll Now!

Click here to enroll in your

Make sure your family or other important people in your life receive benefits if you're not able to take care of benafits

them.

Benefidaries

Quick Links

+ Medical

* Your Benefits Summary 3 :
+ Dental

* Your Dependents e
] n

» Your Beneficiaries

+ Healthcare Flexible Spending Account

Secure Mailbox (@) Answer Center
Currently, you're receiving benefits correspondence electronically. Some correspondence is sent = About the Secure
directly to you through email and other correspondence is sent to your Secure Mailbox on this site. Mailbox

) ) . = Using Adobe® Reader
You can change where you receive benefits correspondence at any time on the Personal Information te Open POF File

page under Your Profile.

s - E
Statements
Item Delivered Expires
5 Rollover Centribution Form - Aon Savings Flan 08-29-2013 09-28-2013
B~ Confirmation Of Enraliment 08-13-2013 09-12-2013

Items are deleted after the expiration date. To keep a copy, print the item from your browser or
save it ko your computer.

Check here if you're waiting for a response to a question you've sent. Or, if you chose to be notified
by email when you sent your question, we'll notify you when a response is waiting for you here,

e Messages will be automatically deleted from the Mailbox on the expiration date.
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Viewing Notifications from Manager Self Service

There are times when administrators may need to view the notifications that are scheduled
for delivery or have already been delivered to an employee.

To view notifications:
e Pull up an employee’s record using the search functions outlined in Chapter 2.

e Once the employee’s record is displayed click on Events/Tools from the navigation
menu on the left. This will expand the menu where the user can click on

Notifications.
.
Ol'lght Demo-Premier o~
Manager Self Service -\ v

@® Employee ID

O social Security Number

Employee ID 03272013 Primary Residence 10 North Park
o System Internal ID 10059387 Hunt Valley, MD 21030
Advanced Search United States
Global Person ID 504c53d1dab54b7h69e5a61b

a+ Add Employee Employment Status Active
2 Employee " ‘Current Eligibility Group Premier Co Actives

Employee Data >

Benefits Data >

Events/Tools v Notification Manager

Life Events

The Notification Manager is used to generate notifications to be sent to an employee, and to view notifications already delivered.
Processed Events To generate o new notification, click on the Create Notification button below.

o view a sent notification, click on the notification’s name in the table below.
Notifications

Document Manager

Create Notification
Transaction History

Notification Name

Payroll History Type Status Scheduled Date
Data Sync 2021 Confirmation Statement Portal Scheduled Apr 13,2025
Customer Service > R
2021 Confirmation Statement Portal Scheduled Mar 28, 2025
Access Information >

A list of all of the notifications for the employee will display. The administrator can see the
notification name, the type, the status and the scheduled date.

o Type: there are three types of notifications:
0 Postal - sent via standard mail
0 Portal - emailed to the secure mailbox in the employee’s portal
0 Email - emailed to the employee’s personal email address
e Status Column: the user can view the status column to see if the notification was
delivered or if it failed. For example, if the notification is set up as an email
notification and the employee does not have a personal email address on file then
the notification will fail.
¢ Notification Name: the user can click on the Notification Name to view the
details of that specific notification. If the notification was delivered successfully
the system will display the date and time the notification was viewed by the
employee.
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Notification Details

Details about this notification are provided below.

Natification Name Enrollment Completion Notification - Email
Type Email

Status Deliverad

Creation Date/Time (CST) Mar 14,2025 11:13:59 AM

Scheduled Date (CST) Mar 14,2025 11:13:59 AM

Event Type Birth/Adoption

Event Date (C5T) Mar 14,2025 12:00:00 AM

Generated Documents

O

e |f there were any documents attached to the notification there will be a link the
administrator can click on to view the attachment.

Notification Details

Details about this notification are provided below.

Notification Name PremierCo (Demo) Mew Hire New Hire Enrollment Worksheet
Type Postal

Status Delivered

Creation Date/Time (CST) Mar 27,2013 09:37:35 AM

Scheduled Date (CST) Mar 27,2013 09:37:35 AM

Event Type New Hire

Event Date (CST) Mar 27,2013 12:00:00 AM

Generated Documents Enrollment Worksheet _

Creating Notifications
In addition to viewing notifications that are scheduled or have already been sent to an
employee the Notification Manager can be used to generate notifications for employees.

To create a notification:
e Pull up an employee’s record using the search functions outlined in Chapter 2.
e Once the employee’s record is displayed click on Events/Tools from the navigation
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menu on the left. This will expand the menu where the user can click on
Notifications.
e Click Create Notification in the middle of the screen.
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Q  Employee Search

® Employee ID

O social Security Number

Advanced Search

A+ Add Employee

& Employee ~
Employee Data >
Benefits Data >
Events/Tools e

Life Events

Processed Events
Notifications
Document Manager
Transaction History

Payroll History

Data Sync
Customer Service >
Access Information >

Manager Self Service

Patricia Alvarez

Employee ID

System Internal ID
Global Person ID
Employment Status
Current Eligibility Group

Notification Manager

03272013

10059387
504c5%d1dab54b7b6%eS5a61b
Active

Premier Co Actives

Demo - Premier

—_—
af v
.

Primary Residence

10 North Park

Hunt Valley, MD 21030

United States

The Notification Manager is used to generate notifications to be sent to an employee, and to view notifications already delivered.

To generate a new notification, click on the Create Notification button below.
To view a sent notification, click on the netification’s name in the table below.

Notification Name

—

Create Notification

Type Status Scheduled Date
2021 Confirmation Statement Portal Scheduled Apr13,2025
2021 Cenfirmation Statement Portal Scheduled Mar 28, 2025

e Click the down arrow beside Notification Profile Name to display the available
notifications and click on the name of the notification desired.

Send Notification

To send o notification to this employee, select the Notification Profile, the Notification Deliverable, and the Delivery Date below, and click the Continue button

Notification Profile Name

Deliverable Name

Delivery Date

v

2021 Confirmation Statement

Enrollment Completion Notification

Dependent Verification with Fox Cover Sheet

o Click the down arrow next to Deliverable Name to select the type of notification:
email, portal, or postal.

e Select the month, day, and year for the Delivery Date.
e Click Continue.
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Send Notification

To send o notification to this employee, select the Notification Profile, the Notification Deliverable, and the Delivery Date below, and click the Continue button.

Notification Profile Name
Deliverable Name

Delivery Date

Enrollment Completion Notif -
Enrollment Completion Notif -

3 * 14 w 2025 w

e Verify the information and click Continue. Then click Done to go back to the main
Notifications screen. The scheduled notification will display in the list.

Send Notification

Confirm that the notification infarmation below is correct and click the Continue button to schedule the notification for delivery.

Notification Name
Notification Description

Deliverables

Deliverable Name
Deliverable Description
Notification Subject

Notification Message

Send Notification

Enrollment Completion Notification

Enrollment Completion Motification to be sent to employee.

Enrollment Completion Notification - Email
e-mail notification
We Received Your Benefit Elections

Thank You for Enrolling Congratulations! You have successfully
completed your enrollment. You may return to
https://premiercbademo.com at any time to confirm your
benefits information, verify your dependents, or access additional
infermation about your benefits. For More Information If you
have additional questions, please visit
https://premiercbademo.com or contact the service center at
(999) 999-9999. Note: This email was generated electronically
and cannot accept replies. Please visit
https://premiercbademo.com if you have questions or want to
reach us by secure email.

Your notification has been scheduled. Click "Done” to return to the Notifcation Manager.

When Alight is the COBRA Administrator, if a COBRA notice (except for the COBRA Denial
Notice) is selected, addition questions will display to select the recipients for the notice (e.g.,
spouse, QMCSO dependents, etc.).
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Send Notification

Te send a notification to this employee, select the Motification Profile, the Meotification Deliverakle, and the Delivery Date below, and click the Continue bution.

Notification Profile Name HMO100-COBRA - Combined
*Should this notification be sent

to all impacted Dependents? ® ves O No

Deliverable Type Postal

Delivery Date 3 * 14 = 2025 =

(==

After scheduling the notification, the system will check the overall QB status of the selected
recipients and generate the notices accordingly. If the overall QB status of the recipient is None
or Failed to Elect, a notice will not be generated. For the COBRA Rights notice and HIPAA
Privacy Notice, the system will not check the overall QB status of the selected recipients and
will generate the notices for these selected recipients.

For the COBRA Denial notice, additional options will be shown on next screen where the Denial
Reason Code and Caller information must be selected before scheduling the notice.

Send Notification

Review and update the information below.

Notification Name COBRA-COBRA Deniol Motice English
Deliverable Type Postal

Denial Reason Code Select One -
Caller Select One -

(=)

See the COBRA Education document for additional details about COBRA Notifications and when
they are generated.

Chapter 7: Document Manager

The document manager tool allows administrators to view any documents that have been
attached to an employee record. For example, if an employee sends in documents as part
of the dependent verification process, such as a birth certificate or marriage certificate, the
documents will be scanned in and attached to the employee’s record.

Important note: As long as the correct process is followed to submit the document it should
take about 2-3 days for the document to be visible in Manager Self Service. If the correct
process is not followed it may take longer for the document to be attached to the employee’s
record.
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To view documents:

e Pull up an employee’s record using the search functions outlined in Chapter 2.

e Once the employee’s record is displayed click on Events/Tools from the navigation
menu on the left. This will expand the menu where the user can click on Document
Manager.

e Alist of all of the documents attached to the employee record will display. The
administrator can see the document name, document ID, and the date received.

e The administrator can click on the link for the document to open and view the
document.
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Demo - Premier
Manager Self Service al !

Q. employee sere Patricia Alvarez T e—

® Employee ID

O secial Security Number

Employee ID 03272013 Primary Residence 10 North Park
o System | LD 10059387 Hunt valley, MD 21030
nternal 7
Advanced Search United States
Global Person ID 504c59d1dab54b7h69e5a61h

&+ Add Employee Employment Status Active
2 Employee “w Current Eligibility Group Premier Co Actives

Employee Data >

Benefits Data >

Events/Tools v Document Manager

Life Events

Documents that have been attached to the employee record are displayed below. To view the existing document, click the Document ID.
Processed Events

Notifications

Document Munuger* Document Name Document ID Date Received

Transaction Histary

No documents found.
Payroll History

Data Sync

Chapter 8: Employee Notepad
The employee notepad is used to document and track all notes and comments for an

individual employee. These notes help users understand all interactions with employees and
include detailed explanations for updates that have been made to the employee’s record.

Viewing Employee Notes

To view notes attached to an employee’s record:
e Pull up an employee’s record using the search functions outlined in Chapter 2.
e Once the employee’s record is displayed click on Customer Service from the

navigation menu on the left. This will expand the menu where the user can click on
Notepad.
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alight S
u Manager Self Service Demo -Premier g ( v )

Q  Employee Search Patricia Alvarez Enroll now (ends 3/27/2025) Natepad (2)
® Employee ID
O sacial Security Number
o Employee ID 03272013 Primary Residence 10 North Park
valley.
System Internal ID 10059387 Hunt Valley, MD 21030
Advonced Search

United States

Global Person ID S04c59d1dab54b7bE9e5a61b

a+ Add Employee Employment Status Active
2 Employee - Current Eligibility Group Premier Co Actives

Employee Data >

Benefits Data >

Events/Tools > Employee Notes

i ~
Customer Service Comments 3000 characters left

Notepad (2) «

Call Tracker (31)

Assist Case Mgmt

Issue Tracker (3)

4
Access Information bd Create Note
1

i= To-Do List

B Files 2 Notes Found
I= Reports Details Entered Date (CST) Entered by Comment
@& Online Training Course Details 01/13/2017 08:21:04 AM received authorization for HR Overrides from VP HR

e There will be a number beside the Notepad link on the left navigation bar as well as
beside the Employee Notepad link at the top of the screen (above the employee’s
personal information) indicating the number of notes that have been entered for
that employee.

e Existing notes will be displayed at the bottom of the screen.

2 Notes Found

Details Entered Date (CST) Entered by Comment
Details 01/13/2017 08:21:04 AM received authorization for HR Overrides from VP HR
Details 06/20/2013 02:35:57 PM Patricia called and needed assistance with open enrollment.

e Each note includes the date and time the note was entered, who the note was
entered by, and the first 150 characters of the comments.

e To review the entire note click the Details link and a pop up window will appear
displaying the entire note.

e Users are able to print all of the notes by using the Print All button on the right
side of the screen just above the notes section.
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2 Notes Found

Details Entered Date (CST) Entered by Comment
Details 01/13/2017 08:21:04 AM received authorization for HR Cverrides from VP HR
Details 06/20/2013 02:35:57 PM Patricia called and needed assistance with open enrollment.

e A new window will appear displaying all of the notes. Click the Print Screen within the
window to print all of the notes.

Notepad.-print
2 Notes Found
Entered By , Karen
Date entered (CST) 01/13/2017 08:21:04 AM
Comment Kathy received authorization for HR Overrides from VP HR
Entered By _ .Betsy
Date entered (CST) 06/20/2013 02:35:57 PM
Comment Patricia called and needed assistance with open enrollment.
Back

Entering Employee Notes
To enter a note in an employee’s record:

e Pull up an employee’s record using the search functions outlined in Chapter 2.

e Once the employee’s record is displayed click on Customer Service from the
navigation menu on the left. This will expand the menu where the user can click on
Notepad.

e Click in the comments box and type the note.

o Thereis a limit of 3000 characters per note. At the bottom of the note the system
will display the number of characters remaining as the note is being entered.

e Once the note is complete click Create Note.

o Important Note: Once a note has been created it cannot be edited or deleted.
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Employee Notes

Comments 2940 characters left

[Testing - This is for a screenshot in the M55 Training Tool|

Create Note

Chapter 9: Call Tracker

Call Tracker is a tool that our Customer Service Representatives use to log all phone calls

andinteractions with employees. Itisrequired that every single interaction is
documented in the Call Track er tool. Reports are generated from the information that is
entered which allows trends and issues to be identified and overall service improved.

Creating a Call Record
To create a call record:

Pull up an employee’s record using the search functions outlined in Chapter 2.
Once the employee’s record is displayed click on Customer Service from the
navigation menu on the left. This will expand the menu where the user can click on
Call Tracker.
When a Customer Service Representative interacts with an employee, they first open
up the Call Tracker tool then select the Type of Call, Caller Type, Topic, and
Subtopic.
The Type of Call and Caller Type are required fields for every interaction.
If the interaction results in an issue that needs further research, the Yes radio button
next to
Create Support Issue should be selected.

0 The Issue Tracker screen will then display (information on Issue Tracker is

contained in Chapter 9).

Once the fields have been completed, click Save.
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Q  Employee Search

® Employee ID

© social Security Number

Advanced Search
&t Add Employee
& Employee
Employee Data
Benefits Data
Events/Tools
Customer Service
Motepad (2}
Call Tracker (31)
Assist Case Mgmt
Issue Tracker (3)
Access Information
i= To-DolList
| Files

I= Reports

RV

>

& Online Training Course

Manager Self Service

Patricia Alvarez

Employee ID

System Internal ID
Global Person ID
Employment Status
Current Eligibility Group

Call Tracker

Security State
Unique Call Id

Create Call Record
Type of Call *

Caller Type *

Topic *

Subtopic *

Escalated to Manager

* Required Field

Viewing Call Details
Every interaction the call center has with the employee is entered into the Call Tracker tool.
The entire list of interactions can be seen at the bottom of the Call Tracker Screen.

Demo-Premier o (~ VI
2 )

10 Morth Park
Hunt Valley, MD 21030
United States

03272013 Primary Residence
10059387

504c59d1dab54b7b69e5061b

Active

Premier Co Actives

None

O ves ® No

e There will be a number beside the Call Tracker link on the left navigation bar
indicating the number of interactions that have been logged for that employee.
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Call Tracker (31) K
Assist Case Mgmt Create Call Record

Issue Tracker (3) Type of Call * -
Access Information > Caller Type * -
Topic * -
i To-DoList P
Subtopic * =
B Files
Escalated to Manager O Yes @ No
|= Reports * Required Field

@& oOnline Troining Course

31 Entries Found

Date Entered by Escalated Type of Caller Call Topic Call Subtopic Support

Entered Call Type Issue

(CST) Created

01/17/24 No Inbound  Spouse Mew Hire Confirmation Mo
09:37 PM Statement

To view the details regarding a specific interaction click the Details button for that

interaction.

31 Entries Found

Date Entered by Escaolated Type of Caller Call Topic Call Subtopic Support

Entered Call Type Issue

(CsT) Created

01/17/24 No Inbound  Spouse New Hire Confirmation Mo @
09:37 PM Statement

e Ifinformation in the call tracker is incorrect it can be edited by simply selecting

the correct information and then clicking Save.
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Call Tracker

Created (CST) 01/17/24 09:37 PM by
Last Update (CST) 01/17/24 09:37 PM by
Security State Naone

Unique Call Id 0

Modify Call Record

Type of Call * Inbound -
Caller Type * Spouse -
Topic * Mew Hire -
Subtopic * Confirmation Statement -
Escalated to Manager O Yes ® No

* Required Field

Create Mew Call Record m

Chapter 10: Issue Tracker

Issue Tracker is the historical system primarily used by Customer Service Representatives in
the call center to submit and track employee specific issues needing additional research to
the Benefit Service team.

Viewing Previously Logged Issues
To view details of logged issues:
e Pull up an employee’s record using the search functions outlined in Chapter 2.
e Once the employee’s record is displayed click on Customer Service from the
navigation menu on the left. This will expand the menu where the user can click on
Issue Tracker.
e Click on the Details button next to the desired issue to view the details.
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.
Qllght Demo-Premier
Manager Self Service =

Q  Employee Search Patricia Alvarez Enroll now (ends 3/27/2025) Notepad (2)

® Employee ID

O Social Security Number
o Employee ID 03272013 Primary Residence 10 Morth Park

Hunt Valley, MD 21030

System Internal ID 10059387 .
Advanced Search United States
Global Person ID 504c59d1dab34b7h69e5a61b
a+ Add Employee Employment Status Active
2 Employee - Current Eligibility Group Premier Co Actives
Employee Data >
Benefits Datao >
Events/Tools > Issue Tracker
Customer Service ~
Notepad (2) 3 Issues Found Print ALL
Call Tracker (31)
Issue D Last Update Updated by Assigned To Status Subject Details
Assist Case Mgmt (csT)
Issue Tracker (3) h
122875 04/04/2017 In Progress Patricia has question about medical =
Access Information 4 02:31:32 PM ’ benefits ‘
1= ~ P
= To-Dobst 125980 04/25/2017 Closed Has birth certificate been received
08:17:11 AM
| Files
414009 06/17/2019 Closed Empl tioning Eligibilit; =
£ Reports 02:’09:)4 i o058 mployee Questioning Eligibility

& Online Training Course

e Once the record is displayed check the Status field and review any notes to
understand what is going on with the issue.
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Chapter 11: Access Rights

If desired, an HR Administrator can grant access rights to another employee. For example, if
a new employee joins the HR Department and will be responsible for viewing and managing
employee benefits information in the Manager Self Service System, the HR Administrator
has the ability to grant the new employee access to the Manager Self Service system. The
HR Administrator would be responsible for determining what access level to grant that new
employee.

To view or modify access rights:

e Pull up an employee’s record using the search functions outlined in Chapter 2.

e Once the employee’s record is displayed click on Access Information from the
navigation menu on the left. This will expand the menu where the user can click on
Access Rights.

e Click the drop down arrow next to Ben Admin Access Level and select the
appropriate access level from the options.

e There are 4 access levels available: Admin, High, Medium, and Low. The chart
on Page 4 outlines each of the access levels and the functions they can perform
based on their level.
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@ Employee ID

O social Security Number
o Employee ID 03272013 Primary Residence 10 North Park

Hunt Valley, MD 21030
System Internal ID 10059387 -

Advanced Search United States
Global Person ID 504c59d1dab54b7b69e5061b
A+ Add Employee Employment Status Active
2 Employee - Current Eligibility Group Premier Co Actives
Employee Data >
Benefits Data >
Events/Tools > Access Rights
‘Customer Service hd

To grant access as a Ben Admin user, choose the appropriate level of access from the BenAdmin Access Level menu below and click "save™

MNotepad (2)
Ben Admin Access Level |_Nome -
Call Tracker (31)

) Reporting Access (User will be
Assist Cose Mgmt able to view salory information)

Issue Tracker (3) User cannot view full SSN

Access Information ™ RACF ID (used for Go to site,

Access Rights ‘ multi-service employers only)

Modify Employee Access Rights
Username/Password

The user is currently assigned to the values under the "Assigned” box. Please move the elements to which the user should NOT have access to the "Not

i= To-DoList Assigned” box. Once selections are made, please click "Save”.
| Files Position the mouse over any value partially shown below to see the full description.
I= Reports N
. Employer Paysite
& Online Training Course Employee Current Paysite BiWeekly
Assianad Nat Assianad

e Based on the system setup HR Administrators may be able to limit access rights
based on additional criteria such as Paysite, Location or Job Class. To limit access,
move the items to the appropriate boxes (Assigned or Not Assigned) by highlighting
the items and using the right and left arrows and then click Save.

e For example, in the screen shot below this employee has access to the 2014
paysite only and can only view employees with a Job Class of 2015 Acquisition.
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Access Rights

To grant access as o Ben Admin user, choose the oppropriate level of access from the BenAdmin Access Level menu below and click "save”.

Ben Admin Access Level Benefitsadmin-Admin -

Reporting Access (User will be
able to view salary information)

User cannot view full SSN

RACF 1D (used for Go to site,
multi-service employers only)

Employee Access Rights

The user is currently assigned to the values under the "Assigned” box. Please move the elements to which the user should NOT have occess to the "Mot
Assigned” box. Once selections are made, please click "Save™.

Position the mouse over any value partially shown below to see the full description.

Employer Paysite

Employee Current Paysite Bivweekly

Assigned Not Assigned

2013 A Biweekly 'y
2014
2018
Bi-Weekly 2011
Biweekly-Old v v

Employer Location

Employee Current Location Atlanta

Assigned Not Assigned

Boca Raton A
Detroit

Evanston IL

Florham Park

QE Location v v

Atlanta A
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Chapter 12: Updating Usernames an

d Passwords

Sometimes users will forget their usernames and passwords. If this happens, all users have
the ability to reset their own usernames and passwords from the logon screen.

To recall a username or change a password:
e Click Forgot User ID or
Password? from the logon
screen.
e Complete the prompts on the next two
screens (last four digits of SSN, date of
birth, zip code) and click Continue.

e If the system finds an existing username,
the user will have the option to enter or
update the password. If the user has not
registered, the Create Username and
Password page is presented.

LogOn @ Hep

npticnal

User ID
Password

Remember my User 1D

Forgot User ID or Password?

Are you a new user?

Enter Your Personal Identification @ ver

Last 4 Digits of 55N

BirthDate B
February |»| 28 || 2017 |7

= == i

Continue Cancel

Provide Additional Identification @ rer

Zip Code

(Enter the first S characters)

user ID and password
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Chapter 13: HR Override
HR Override is a function that allows Admin-level users to make corrections and/or

adjustments to an employee’s or their dependents benefit selections and effective dates of
coverage. For example, an HR Override can be used to make changes to the following:

e Current Effective Date

e Effective Date of the Elected Plan

e Plan Expiration Date

e Date the elected plan is set to expire

e Original Effective Date

e Date the enrolled plan was first in effect for the employee
e Plan Coverage Amount /Tier

e Tier level currently in effect

e Covered Dependent

o Dependents that are currently covered under the plan.

e Dependent’s Coverage Effective Date

o Date the dependent’s coverage began for the plan year being reviewed

Accessing HR Override Function
To access the HR Override function:
e Pull up an employee’s record using the search functions outlined in Chapter 2.
e Once the employee’s record is displayed click on Benefits Data from the navigation
menu on the left. This will expand the menu where the user can click on Benefits

ollght Demo-Premier g ( )
Manager Self Service 2( v )
Q Employee Search Patricia Alvarez Enroll now (ends 3/27/2025) Notepad (2)
@ Employee ID
O Ssocial Security Number
Employee ID 03272013 Primary Residence 10 North Park
N Hunt Valley, MD 21030
Advance: d Search System Internal ID 10059387 .
United States.
Global Person ID 504c59d1dab54b7b69e5a61b
&+ Add Employee
Employment Status Active
& Employee ~ Current Eligibility Group. Premier Co Actives
Employee Data >
Benefits Data ~
Benefits Summary
Current Benefits -
P Current Benefits Summary
Beneficiary Designation
ACA 1095-C Dot status  Plan Coverage Level Covered Participants ~ Employee Pre-Tax Cost ~ Employee Post-Tax Cost  Employer Pays  Current Effective Date(s) Expiration Date  Edit
Events/Tools > Enrolled  HSA Choice Plus Employee + Family Patricia Alvarez 457.60% $3462 2/10/2025 12/31/2025 m
ez

Customer Service ~
Notepad (2)

Coll Tracker (31) Enrolled  Dental Employee + Family

$16.15+ $11.54 2/10/2025 12/31/2025 m
$4.62+ $231 2/10/2025 12/31/2025 m

o Click on the appropriate tab to access the benefits that need to be adjusted:

Enrolled  Vision Plan Employee + Family

2023 Core Benefits Administration Page 55 of 72



alight

Terminated, Current, or Future. Note the system will default to the Current

tab.

e Locate the benefit plan that needs to be adjusted and click Edit Plan.

olight

Q  Employee Search

Employee ID

O social security Number

Advanced Search

Add Employee

2 Employee -
Employee Data >
Benefits Data -

| Benefits Summary
Prior Year Benefits
Beneficiary Designation
ACA 1095-C Data
Events/Tools >
CustomerService
Notepad (2)
Call Tracker (31)
Assist Case Mgmt
Issue Tracker (3)
Access Information v/

Manager Self Service

Patricia Alvarez
Employee ID 03272013
System Internal ID 10059387
Global Person ID 504c59d1dob54b7b69e5a61b
Employment Status Active

Current Eligibility Group Premier Co Actives

Current Benefits Summary

status  Plan

Demo - Premier

Evlnon s 3272029 Norwod )

Primary Residence. 10 North Park

Covered Participants  Employee Pre-Tax Cost

Hunt Valley, MD 21030
United States

Current Benefits -

Employee PostTax Cost  Employer Pays  Current Effective Date(s)**  Expiration Date  Edit

Enrolled  HSA Choice Plus

Enrolled  Dental.

Enrolled  Vision Plan

Patricia Alvarez $57.60°
Miguel Alvarez

Christopher Alvarez

Patricia Alvarez $1615°
Miguel Alvarez

Christopher Alvarez

Patricia Alvarez $462¢
Miguel Alvarez

$3462 2/10/2025 12/31/2025 @

$1150 2/10/2025 12/31/2025

$231 2/10/2025 12/31/2025 @
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e Make the appropriate adjustments to the employee’s coverage or the dependents

coverage. Note that the entire plan can also be replaced by clicking on the

Replace Plan button at the bottom of the page.
e Once the changes have been made click Continue.

Administrative Override - Edit Health Coverage

Printer Friendly Version

Employee Nome Stotus
Plan Name Current Plan
bl Codes Eligibility Group
Original Effective Date Current Effective Date Plan Expiration Date PrefPost Te
10 2005 a 10 v 72028 3 028 PreTox
Coverage New Cost Per Poy Frequency Employer Premium
O Employes Ony $2308 2308
O Employes+ Spouse 4615 §345:
O Employes = Child(ren) 3062 $345:
®  Employes+ Fomily $57.69 §345:
Dependent Coverage
Name ooa
Miguel Alvarez (Spouse) 017011980
Original Effective Date Coverage Effective Date Coverage Expiration Date
2 [ /00 [v 4 205 2 v 0 w2025 v 2w /3w 20w
Nome DoB
Christopher Alvarez (Child) /0172011
Original Effective Date Coverage Effective Date Coverage Expiration Date
2 [l /f0 [+ /|20 2 e 0 e g 20s e 2 8]/ [ 2025 [®

(0 Pended Election

o =
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‘Administrative Override - Edit Health Coverage

Original Effective Date.

Status Enrolled
Current Pion Pramier Co Actives (202
Eigibility Group.

Current Effective Date Plan Expiration Date

Printar Friendly Version

2 [<]/10 [<]/|2028

Coverage

New Cost Per Pay Frequency

Employer Premium

©  Employes Ony

© Employee + Spouze

©  Employee = Child(ren)

®  Employes + Fomiy

Dependent Coverage

2308

4515

s62

5769

s2308

s3262

s3262

s3262

Name
Miguel Alvarez (Spevae)
Original Effective Date
2 v 0 [« 7 202
Name
Christopher Alvorez (Child)
Original Effective Date:

2 v /0w /205

0 Pended Etection

o == ==

Coverage Effective Date

Example 1 - HR Override

pos

oi/01/1980

Coverage Expiration

Change Employee Only Medical Coverage to Employee + Spouse
Suppose it’s October 27th and an employee wants to switch from Employee only to
employee + spouse because his spouse losing their job November 1%. Since life events
cannot be future dated, an HR Override can be used to enter the desired change for the

employee now.

To complete the HR Override:
e Update the new Current Effective Date because employee only coverage will
be terminating and employee + spouse coverage will become effective.
e Click the Employee + Spouse radio button for his new coverage level.
e Check the boxes next to each dependent’s name (spouse).

e Click Continue.

Sl /202 %

- 205 -
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Administrative Override - Edit Health Coverage

Employee Name. Potritis Avarez
Plan Name HEA Choice Plus
Plon Codes Hise]

Original Effective Date

Current Effective Date

s Envelted
Corrent Plan Premier Ca Actives (2025
Eligibiity Group

Plan Expiration Date PrefPost Tax

Printer Friendly Version

2 %10 [¥]/|202%

2 e /0 w205 e

12 e /31 w205 . PreTax

New Cost Per Poy Frequency

Employer Premium

Coverage

pEp—— e e
O e ipee pers o
S o o
e e
Dependent Coverage

Name pos

-

Migusl Alvarez (Spouze]
Original Effective Date

2 (w00 v g 2028

Narme
Christopher Alvarez (Child)

Original Effective Date

Coverage Effective Date

2 e 0 w2025 v

Coverage Effective Dote

Coverage Expiration Date
2w /3w 20w
o8

010172011

Coverage Expiration Date

U Pended Election
e =
e Confirm Dependent Information is correct
Dependent Coverage
Name DOB
Miguel Alvarez (Spouse) 01/01/1980
Original Effective Date Coverage Effective Date Coverage Expiration Date
2 - /10 - [/ 2025 2 > /10 w /2025 w 12 w [ 31 w [ 2025 w
Name DOB
Christopher Alvarez (Child) 01/01/2011
Original Effective Date Coverage Effective Date: Coverage Expiration Date
2 > /10 « / 2025 2 - /10 - /2025 = 12w [31 - [ 2025 =

[ Pended Election

o CD CGED CD

e Click Continue.
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The system highlights the changes that were entered in yellow for verification.

If any corrections need to be made, click Back. If all of the information

entered is correct click Continue.

The benefits summary displays and the status of the family level coverage now
displays as “Termination Pending”. This is because the termination date is in the
future (according to our example, today is October 27" and the termination is not
effective until 10/31/17).

The new Employee + Spouse level coverage appears on the Future Benefits tab
until it becomes effective on November 1%, Then it will appear on the Current
Benefits tab.

After October 31st, the status of the employee only level coverage displays as
Terminated under the Terminated Benefits tab.

Example 2 - HR Override

Replace Plan

Suppose there is any employee who enrolled in one medical plan by mistake and now wants
to select a different plan, or the employee waived coverage by mistake and now wants to
choose a medical plan, or has a tier level change due to a Life Event/Status Change. To
make any of these changes the Replace Plan function would be used.

To complete this HR Override:
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o Click Replace Plan to display all plans available to this employee (based on his or
her eligibility group) for the type of coverage being adjusted - Medical, Dental, etc.

Administrative Override - Edit Health Coverage
Empioyee Name Stotus Enrolied
Plan Name Current Plan Premier Co Actives (2025)
Plan Codes Elghbitty Group
Originel Effective Dote Current Effective Date Plan Expiration Date Pre/Post Tax
10 2 2 10 (%2008 3 025 Pra-T
Coverage New Cost Per Pay Frequency Employer Premium
$2308 s2308
52615 s3062
su8 s2162
®  Employes = Family s57.60 $3462
Dependent Coverage
Nome Do
Miguel Alvarez (spouse) o1/01/1980
Original Efective Date Coverage Effective Dote Coverage Expiration Date
2 %)/ [% /] 208 2 e /0 e a0 . 2 e w e s e
Norn poe
i o otor/2011
Coverage Effective Dote Coverage Expiration Date
2 10 2025 2 10 20: 2 n 2025

) Panded Elaction

o - — 1 =

e Click the radio button for the appropriate replacement plan and plan tier.
e Click Continue.
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Replace Health Plan

Employee Name Patricia Alvarez Status. Enrolled

Plan Name HSA Choice Plus Current Plan Premier Co Actives (2025)
Eligibilit rouf

Plan Codes Hide] [Expand] igibility Group

Make the replacement selection and hit Continue to edit the effective dates.

Plan Name Plan Tier

Aetna - Medical HMO o 346,15 Employee Only
$92.31 Employee + Spouse
$69.23 Employee + Child(ren)
$115.38 Employee + Family

Starbridge - H5A Choice Plus $23.08 Employee Only
$46.15 Employee + Spouse
$34.62 Employee + Child(ren)
$57.60 Employee + Family

Aetna-PPO (@] $46.15 Employee Only
$60.23 Employee + Spouse
$57.60 Employee + Child(ren)
$11538 Employee + Family

e Enter the Current Effective Date for the new coverage.
o Click the appropriate radio button to indicate selected Coverage Level.
e Click the check box next to each Dependent Name to be covered under this plan.

e Click Continue.

Administrative Override - Edit Health Coverage Printer Friendly Version
Employee Name Patricia Alvarez Status Enrolled
Plan Name HSA Choice Plus Current Plan Premier Co Actives (2025)
Plan Codes [Hide] [Expand] Eligibility Group
original Effective Date Current Effective Date Plan Expiration Date Pre/Post Tax
2 ~ /10 - /2025 2 - [10 = /2025 - 12 - /31 - /2025 - Pre-Tax

e Added and terminated dependent information will display. If the information is correct,
click
Continue. Otherwise click Back and make corrections.

e The system highlights the new/changed information in yellow for verification. If the
information is correct click Continue. Otherwise, click Back and make corrections.

e The benefits summary displays.
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Confirm Health Plan

Employee Name
Plan Name

Plan Codes

Criginal Effective D

2/10/2025

Coverage

ate

Employee Only

Employee +

Spouse

Employee # Child(ren)

Current Effective Date

2/10/2025

Status

Current Plan
Eligibility Group.

Premier Co Actives (2025)

Plan Expiration Date

12/31/2025

New Cost Per Pay Frequency
$23.08
$46.15

$3462

Printer Friendly Version

Pre/Post Tax

Pre-Tax

Employer Premium
42308
43462

43462

Employ

e + Family

$57.50

43462

Dependent Coverage

Chapter 14: Add Employee
Typically new employees are added via the eligibility file that is transmitted on a regular
basis (usually once a week). However, there may be times when an employee must be
added to the system manually. For example, suppose a new employee was not entered into
the HRIS system in time to be included with this week’s file. If the employee needs to enroll
right away, they may need to be added manually to the system by using the Add Employee

function.

Important Note: If an employee is added manually it is important to ensure the employee’s
data is sent on the next eligibility file. If the employee is not included on the next file, their
status will change to terminated and any benefits they have enrolled in will be terminated

as well.

To manually add an employee to the system:

Step 1 of

5:

e Click the Add Employee link on the top navigation bar.
o Complete the required fields (marked with an asterisk) and click Continue.
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Manager Self Service

Q Employee Search
Add Employee Step 1 of 5-Personal Data

® Employee ID
Enter perscnal data into the fields below and click Continue

O Social Security Number

Advanced Search Census/HRIS * PremierCo HRIS -

2+ Add Employee h
Prefix 2

& Employee

pLey First Name * New

4= To-DoList Middle Name

- Fles Last Name * Employee
Suffix

I= Reports z
SSN* 998 - 20 - 2127

& Online Training Course
Gender * Male -
Date of Birth * 7 w19 (w1881
Marital Status * Single -
Country * United States -
* Required Field

One of Home, Work, or Mobile
Phone Number is required *

Home Phone 321 123
Work Phone

Work Phone Extension

Mobile Phone

Work Email

Personal Email

4567

Medicare Information

Step 2 of 5:

e Enter the employee’s address: City, State, and Postal Code.

e Click Continue.

olight

Manager Self Service

Q  Employee Search
Add Employee Step 2 of 5 - Personal Data
® Employee ID
Enter personal data into the cpen fields below and click Continue
O Social Security Mumber

o Address Line 1* 123 Main Street
Advanced Search \ddress Line 2
a+ Add Employee City * Machesney Park
2 Employee ftate * IL -

) Postal Code * 61115
i= To-DolList
County Usa
W Files
Required Field

= Reports
=3

online Training Course

© 2005-25 Alight Solutions

Step 3 of 5:

1]
N
¢
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e Enter the employment information.

e Required Fields are marked with an asterisk.

e Click Continue.

alight

o/ ™
Manager Self Service =l v
Q  Employee Search
Add Employee Step 3 of 5- Employment Data
® Employee ID
Enter Empleyment Data into the cpen fields below and click Continue.
O Social Security Number
Advanced Search General v
a2+ Add Employee
Employee ID* 124654 Job Title
2 Employee
Hire Date * 3 v /14 w | 2025 Census/HRIS * PremierCo HRIS
i= To-DoList Employment Active Pay Calendar * BiWeekly <~
B Files Status* Union Code -
£ Reports Tb Type FuU.-Tin.‘\e Union Indicator * Mo -
lob Class / Pay Executive Retirerent Code -
2 Online Training Course Grade* Reti Lenath
Employee Type * Mot Applicable MS::::!M &nd d
Poy Status * ST NewlyEligbleDate 3w /14 w / 2025
Exempt Status . .
Direct Billing Start - -
Division/Company Premier Date
Code * " _—
Direct Billing End - -
Location * OE Location Date
Department Employer Mandate Mot Measured -
o Measurement
Organization
Other Classification w
Step 4 of 5:
o Verify the information that was entered.
e If the information is correct click Continue. If any changes are needed click Make
Changes and update the information.
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Manager Self Service

Q  Employee Search
Add Employee Step 4 of 5 - Verify Information
® Employee ID

. . Please Verify the information below and select Continue.
() Secial Security Number ¥

Advanced Search
Personal Information R

.
v

a2+ Add Employee

-
2 Employee Prefix Maoke Changes
= To-Do List First Name New Country United States
i drk ik
W Files Middle Name Address Line 1
Last Name Employee Address Line 2 R
|= Reports §
Suffix City —
2 Online Training Course ssN 299.20.2127 State L
Gender Male Postal Code 61115
Date of Birth 7/19/1981 County USA
Marital Status Single
Medicare Eligible Na Home Phone 3211234567
Prevent system from Mo Work Phone ext.
uuu?mutlcaLly Mobile Phone
setting
Medicare eligible
status
based on age Work Email

Personal Email

Employment Information A
Employee ID 124654 Make Changes
Hire Date 3/14/2025 Job Title

Step 5 of 5:
e A confirmation page will display noting the employee has been added successfully.
e Remember that if an employee is added manually, their information must be
transmitted on the next eligibility file or their status will change to terminated and any
benefits they are enrolled in will be terminated as well.
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- i Sy
Manager Self Service Demo - Premier %I\_ Y,

Q  Employee Search New Employee Enroll now (ends 4/2/2025)

® Employes ID

olight

O sociol Security Number ) )
a Employee ID 124654 Primary Residence Wik
Wk L 61115

System Internal ID 75B98EG3 . -
Advanced Search Gobal D United States
at Add Employee Employment Status Active

Current Eligibility Grou| Premier Co Actives
& Employee w~ gieility P

Employee Data hd

Employee Record

Personal Data Add Employee Step 5 of 5- Confirmation
Employment Data

MNew Employee has been successfully added
Dependent Information

Benefits Data hd This employee will be eligible for enrollment from 3/14/2025 to 4/2/2025.

Benefits Summary

Prior Year Benefits Add Another Employee Go to Employee Record

Beneficiary Designation

ACAT095-C NDotn

Chapter 15: To-Do List

The purpose of the To-Do List is to allow users to view and track employees that have
pending events, pending coverage, or may need additional follow up or action taken on their
record. The To-Do List can be viewed for an individual employee or for all employees.

Here are a few examples of how an item may be added to the To-Do list:
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e The employee elects coverage greater than the guaranteed issue (Gl) amount (for
example, supplemental life insurance). The amount requested over the Gl is
pended until the carrier either approves or denies coverage.

e If self-service life events are allowed but HR approval is required before the coverage
is allowed then once the employee entered the life event it would appear on the To-
Do List pending approval.

o |f self-service life events are not allowed but HR requires documentation before
approving the life event. For example, an employee calls to notify HR of a birth but
they have not submitted the required documentation, the HR Administrator can
enter the life event in a pending status until the required documentation is received.
This event will be added to the To-Do List

e Anemployee calls into the Service Center and the Customer Service Representative
is not able to resolve the employee’s issue. The CSR creates an Issue using Issue
Tracker and it appears on the To-Do List until the issue is researched and resolved.

Viewing the To-Do List for a Specific Employee
To view the To-Do List for a specific employee:
e Pull up an employee’s record using the search functions outlined in Chapter 2.
e Click on the link for To-Do Items from the middle navigation bar just above the
employee’s record.
alight

Demo - Premier g/~ M
-

oo

Manager Self Service J

Q. Employee Search Patricia Alvarez Enroll now (ends 3/27/2025) To-do ttems (1)

® Employee ID

' Social Security Number

o Employee ID 03272013 Primary Residence  **te
wxwisx MD 21030
System Internal ID 10053387 ) b
Advanced Search United States
Global Person ID
at Add Employee Employment Status Active
Current Eligibility G Premier Co Actives
2 Employee - urre: gibility Group remier Co Acti

Employee Data ~

Employee Record

Personal Data Personal Data @ Employment Data m

Employment Data

Brafiv Parard Nevta TN

e Inthe sample screen shot below the employee has one Tracked Issue and one item
for pended coverage.

e Toview the tracked issue, click on the link in the Subject field.
e To view the pended coverage click on the Details link.
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'

Qllght Demo-Premier g v

Manager Self Service L vy

Q Employee search Patricia Alvarez Enroll now (ends 3/27/2025) Go to portal | To-do Hems (1) Notepad (2)

® Emplaoyee ID

O social Security Number
P—

o Employee ID 03272013 Primary Residence
wkkikk MD 21030
System Internal ID 10059387 .
Advanced Search United States
Global Person ID
&+ Add Employee Employment Status Active
2 Employee ~ Current Eligibility Group Premier Co Actives
Employee Data e

Employee Record

To-Do tems

Employment Data
A list of To-Do Items follows. Click the Subject link for each item to view/process it. Urgent [tems are highlighted in Yellow.
Dependent Information

Benefits Data ~
Benefits Summary Tracked Employes
Prior Yeor Benefits
Employer Name Subject Opened By Assigned To Status CallBack Due Date
Beneficiary Designation Due By
ACA 1095-C Data
Demao-Premier  Alvarez, Patricia has question about Unknawn In
Events/Tools v Patricia medical benefits Progress  06/24/2017  06/27/2013

Life Events

Processed Events
Go To Employee Record
Netifications

e When viewing a tracked issue, the issue tracker will open and the user can view the
details.

e |f the useris responsible for researching/resolving the issue, once they have a
resolution they will open the issue tracker and make the appropriate updates to
the Status, Comments, and Resolution Code fields. See Chapter 9 for additional
details on Tracked Issues.

Viewing, Approving, or Denying Pended Coverage
To view pending coverage:
e Click on the Details link to open up the Pending Transactions screen.
e If the user is just viewing the record they can click on Back when they are done.

To-Dottems

A list of To-Do Items follows. Click the Subject link for each item to view/process it. Urgent [tems are highlighted in Yellow.

Pended Coverage

Employer Name Employeeld Plan Reason Plan Year Pend Date Details or
Approve
Supplemental Employee Life EOI Required 2025 02/24/2025
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To approve or deny coverage:
Step 1 of 3:

e If the carrier has denied coverage, or the employee has chosen to withdraw his
application (or not submit the EOI at all), click the Withdrawn/Denied Coverage
checkbox at the bottom of the screen then click Continue.

e |f the carrier has provided full or partial approval of the pended amount, complete
the Approved Coverage field with the portion of pended coverage that is approved
and then enter the moth, day, and year of the Effective Date.

e Click Continue.
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Transactions Pending Step 1 of 3 -[Approve Coverage]

Please review the pended transaction details below. Enter the approved coverage amount if different than shown, and the effective date of the approved
coverage. If you would like to deny the entire pended coveroge amount, check the Withdrawn/Denied Coverage checklzox. Click Continue when you are

done.
Benefit Type/Plan Supplemental Group LifefASURION - Supplementary Employee Life (2018)
Active Coverage 514400000
Pended Coverage $335,000.00
| Approved Coverage * 5 335000 |

Pend Date 2/24)2025

ITﬁxtm Date & - /1 (v /205 ~+ |
Reason ECI Reguired

"] withdrawn/Denied Coverage

Continue

Step 2 of 3:
e Verify the information. Click Continue.

Transactions Pending Step 2 of 3 - Verify Coverage To Approve

Please verify the information highlighted below ond select Continue.

Benefit Type/Plan Supplemental Group Life/ASURION - Supplementary Employee Life (2018)
Active Coverage $144 00000

New Active Coverage $479,000.00

Pend Date 2/24j2025

Effective Date 61,2025

Reqason ECI Required

crine

Step 3 of 3:
e View the confirmation and click Done.
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Transactions Pending Step 3 of 3 - Confirmation

The coverage has been successfully approved.

Click Done to return to Transoctions Pending or select another menu option.

Viewing the To-Do List for All Employees
To view the To-Do List for all employees:
e Click on the To-Do List link from the Top Navigation bar.

e Click the drop down arrow to select the Category. There are six categories to choose
from:
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0 My Assigned Employees - displays employees for whom an issue was created
through Issue Tracker and assigned to you to be researched/resolved.

0 Tracked Employees - displays all employees for whom an issue was
created in Issue Tracker.

0 EOI Required - displays all employees whose life or AD&D coverage is
pended for Evidence of Insurability (EOI).

0 Life Event Approval Required - displays all employees that have life
events pending approval.

0 Life Event Approved-Pending Documentation - displays employees that
have live events that have been approved but there is required
documentation they need to submit before coverage is allowed.

0 Dependent Verification Required - displays employees that have
dependent verification pending approval.

alight

Do

P
.

Manager Self Service

Q Employee Search

To-Do List
@® Employes ID
Select the category to review and click Continue.
O sociol Security Number
o Employer Demo - Premier
Advanced Search Category * [ )

Tracked Employees (175)
& Employee

* Required Field HR Life Event Approval Reguired (2)

@ Life Event Approved - Pending Documentation {23) @

i= To-Do List

W Files

|= Reports

=2 Online Training Course

© 2005-25 Alight Selutions

e Users can change the number of records that are visible per page by clicking on the
drop down arrow and changing the number.
e Click Continue.
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Manager Self Service &

N

Q Employee Search
To-Do List
® Employee ID
Select the categery to review and click Continue.

' Social Security Number

o Employer Demo - Premier

Advanced Search

Category * Tracked Emplayees {175) -
&+ Add Employee Number of Records Per Page * (23 ~]
2 Employee =
* Required Field 50
i= To-Do List 100
W Files
& Reports
& Online Training Course

© 2005-25 Alight Soluticns
To approve or deny coverage for pending EOlIs:
e Select the EOI required category.
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e If the carrier has denied coverage, or the employee has chosen to withdraw his
application (or not submitted the EOI at all) click the Withdrawn/Denied Coverage

checkbox.

e If the carrier has provided full or partial approval of the pended coverage, click on
the Details link and complete the Approved Coverage field with the portion of
approved coverage and complete the month, day, and year of the Effective Date.

e C(Click Continue.

Pended Coverage (18 records)

To withdraw pended coverage that has not been approved, click the Withdrawn or Denied check box for that item(s). Then click Continue.
To view details for the pended coverage or to approve coverage, click the Details link for that item.

Employer Mame Employee Plan Reason Plan Pend Date  Withdrawn  Details
1D Year or Denied or
Approve

Supplemental EQI 2025 117192024 L) Details

Employee Life Required

Spouse Life Insurance ECI 2025 11/18/2024 W] Details
Required

Supplemental EOI 2025 o2/15/2025 [ Details

Employee Life Required

Spouse Life Insurance ECI 2025 o2/15/2025 L Details
Requirad

Supplemental EOI 2025 02/07/2025 ] Details

Employee Life Required

Spouse Life Insurance EQI 2025 11172024 U Details
Required

To approve or deny pending life events:

e Select either one of the Life Event Approval Required Categories.

e Select Accept or Deny.
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e C(Click Continue.

Tracked Life Events (23 records)

To accept a tracked event, click the Accept check box for that item(s), or click the Deny checkbox to deny o tracked event. Then click Continue.

Employer Name Employee ID Pend Date  Event Name / Event # Days from Event Accept  Deny
Date Start

Demo- Doe, Lindsey Q098DCE 10/16/20712  Birth / Adoption 4538 O O
Premier 10102012

Demao- Doe, Tisha 2153D0OE 09/26/2012  Birth / Adoption 4566 o 0
Premier 09/12/2012

Demao- Doe, Wendy 5465D0OE 02/15/2012  Birth / Adoption 4781 O O
Premier 02/10/2012

Cemo- Estimator, 123 02282010  Birth / Adoption 5493 O O
Premier Johnny 02/28/2010

Cemo- Estimator, 123 02282010  Birth / Adoption 5493 D D
Premier Johnny 02/28/2010

e Verify the information and click Continue.

Accept/Deny Self Service Life Event Step 2 of 3 - Verification

Please verify the information highlighted below and click Continue.

Mame S5M Event Nome/Event Date Reason Action
Doe, Lindsey 000-33-2200 Birth / Adoption Accepted
101002012

e

e The confirmation will display.
e Click Done.

To approve or deny Dependent Verification:
e The MSS Dependent Verification approval screen displays upon clicking the
Details link.
e The user will save the updated dependent verification status which will be
added to the Dependent Verification History section.
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The Document Manager Image column will display 'Exist’ if the verification document is
uploaded via the employee portal and it exists in Document Manager. In this case, you
will be able to click on the word Exist which will automatically take you to the MSS
Document Manager screen. If the verification document is uploaded via the employee
portal but it is not yet displayed in Document Manager or if the document was never
uploaded, it will display as ‘Does not Exist’.

Note: Clicking on the Document Manager Image column title will sort the records that
have been rendered before you applied the sort. For example, if there are 3 pages of
employee records requiring dependent verification and you are still on page one with
first 100 records, then only the first 100 records will sort. If you go to the last page and
then apply the sort, all records will sort on this column.

The Portal Doc Upload column indicates with a Y’ or ‘N’ whether a document has been
uploaded via portal by the employee or not. There can be up to a 4-hour delay from
when a document is uploaded via the CBA employee portal and when the document is
visible under Document Manager in MSS, so you may see a combination of data
displayed for some employees where the Portal Doc Upload value is 'Yes' but the
Document Manager Image value is still displaying as 'Does not Exist'.

Note: Document Manager does not currently accept Dependent ID in the bar code scan
for image uploads preventing the ability for CBA to identify which document is
uploaded, faxed or emailed for which dependents under an employee record. Therefore,
if an employee has more than one dependent who needs verification but the document
has been uploaded for only one of the dependents, MSS will display 'Exist' and ‘Y’ for
both dependent records even if the document was only uploaded for one dependent.

Dependent Verification Required (132) [ Export ]
Below is a list of dependents whose Dependent Verification Status requires action.
Employer  Employee Employee Dependent  Relationship  Verification  Status Detoils  Document  Portal
Mame D Name Status Date Manager Doc
Image Upload

Child Verification 11/06/2024  Details Does Mot Mo
Required Exist

Spouse Verification 11/06/2024  Details Does Not Mo
Required Exist
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Dependent Verification

First Name
Last Name
Relationship Child

Date of Birth 110172021

Dependent Verification

Depandent Verification Status Verified -

Reason Verified -

Comment

Dependent Verification History

Date (CST) Status Reason Comment Performed By
11/06/2024 10:19:55 Verification Dependent Added Coverage

AM Reguired

10/26/2023 01:03:18 Mot Verified Change in Verification Status

PM

01/18/2023 03:30:23 Drenied Verification Requirements NOT INELIGIELE Dep Verification
AM Satisfied DEPEMDENT Baotch
11/03/2022 02:45:21 Werification Dependent Added Coverage

PM Required

11/02/2022 02:47:05 Mot Verified Dependent Added to System

PM

Chapter 16: Reports

The Manager Self Service system includes a reporting tool that contains standard reports
that users can access and run. The reporting tool allows users to customize the reports by
entering specific selection criteria, sorting data, applying filters and formatting.

For reports that users need to run on a regular basis they can save the customized report so
it can be easily run as needed or the users can schedule the report to automatically run.

To view available reports:
e Click on the Reports link from the Left Navigation bar.
e A new window will pop up (the window will need to be maximized for easy viewing).
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Manager Self Service

Q. Employee Search
Employee Search
® Employee ID
Enter informaticn into cne or more of the following fields and

O Social Security Number

o Employer * Demo - Premier

Advanced Search

Employee Status
2+ Add Employee First Name
Last Name

& Employes ’
(Do not include name suffix)

i= To-Do List SSN -

B Files Eligibility Group Premier Co Actives : 2025
& Reports h * Required Field

2 Online Troining Course Reset Flelds

© 2005-25 Alight Sclutions

M_ Benefits Admin > Home
<
-
E@j Recents
m Shared Reports é':. A
E My Reports Shared Reports My Reports History List N
ﬂ} History List
u My Subscriptions

e Reports are grouped in folders by categories such as: Census, Elections Data,
Premium Statement, etc. To view the available reports in each category click on the
Folder Icon to display the report options.

e Detailed information on running, customizing, saving, and scheduling reports can be
found in the Reports Reference guide located on the training website. Users may
also sign up for instructor-led webinars by clicking on Home on the top navigation
bar then clicking on the Need Training icon.
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Chapter 17: Files

For users that have Admin level access to Manager Self Service there will be a Files link in the
left navigation bar. However, this function is mainly utilized by the Benefits Service team to
ensure that files are transmitting and processing correctly.

If files have been set to be “suspended” this function allows the Benefits Service team to
review and correct any potential errors in the files, such as missing addresses, before the file
is allowed to be loaded into Manager Self Service.

'olight

Manager Self Service

Q Employee search
Employee Search

® Employes ID
Enter information into one or mare of the following fields and
0 social Security Number

o Employer * Demno - Premier

Advanced Search

Employee Status
=+ Add Employes First Name
a Employee Last Na'_m
(Do not include name suffix)
i= To-Do List SSN
B Files _ Eligibility Group Prermier Co Actives : 2025
I= Reports * Required Field
2 Online Training Course

D 2005-25 Alight Solutions
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