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The Manager Self Service system includes a reporting tool that allows users to access and
run and create a variety of reports quickly and easily. Users can choose from a host of
summary-level or detail-level reports that provide information on benefit elections,
employee census data, carrier premium billing, transactions, etc. or create their own report
through the ad-hoc functionality. Users have the capability of adding and/or narrowing
down the information contained in the reports. In addition, the reporting tool allows the
user to sort or filter the data, make changes to the formatting, and choose from various
exporting options.

To access the reporting tool:
e Click on the website address or URL that is provided by the Benefits Service Team.
e Enter your Username and Password that is provided by the Benefits Service Team.

Log On to Your Health & Insurance Benefits

Welcome to CBA X Internal Environment

We are pleased to offer this web based enrollment and
‘Username: [ ] communication solution. Through this site, you can learn about,

P | el e m—— P ey

emll fm wrmi e ba s = e el
ST, dilid imaniaye yuldl Uenienis year Fuunig.

*Password: [ ]

By logging on. you agree to the Terms & Conditions.
P 2005-17 Alight Solutions Privacy Policy | Tgrmg snd Conditiong | kig N | About LIy

e Select Manager Self Service (MSS) from the drop down box.
e Click Continue.
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You have access to the following systems. Flease select one.

——é Manager Self-Service )] Continue

@ 2005-17 Alight Solutions  Privacy Policy | Terms and Conditions | Cookie Notice | AboutUs

e From the MSS home page click on the Reports link from the left navigation bar.

Reports are grouped in folders based on the type of data included in the report. From the
homepage, you can select the Shared Reports icon or select Shared Reports from the left
navigation.
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Olight Core Benefits Administration > Home

4

Create [ Browse ]

Recents F
[T Shared Reports A

N My Reports My Reports History List My Subscriptions
7 History List

u My Subscriptions

Once within the Shared Reports main folder, users can see all of the report folders. Beside
each folder icon users will see the name and a description of the type of reports included in
that folder.

Users have two different options for viewing the home page: lcon or List.

e Click on the Icon View button to view folder icons.
o Note: when the user first logs in the system will default to the Icon view.

alight &3 Core Benefits Administration > Shared Rep ABSSSA ¥
-
A. Census B. Early Warnings
Create This report allows the user to obtain census Provides g.gim m?ormanogn regarding upcoming
@ information on company employees. The user may @ transactions that may impact an employee or their
search for employees by employment status first and dependents level of coverage.
[ then further define their search by salary, commission,
Iﬁ Recents department, division, location, etc.
> Shared Reports
E C. Enrollment Summary And D. Missing Enrollments
> ﬁ My Reports Details This report displays those employees who have not yet
@ This report provides an overview of employees who @ enrolled in benefits during the annual, new hire or
have enrclled in each tier of a benefit plan. The rehire enrollment periods.

> My Objects Enroliment Summary Detail report will idaw.tlfy' each
employee by name, SSN, etc.

'0 History List
E. Pended F. Premium Statement
u LT This report provides the user with a list of those This report provides a summary of employes
@ employees pending additional information for specific @ participation by plan tier for the billing month
products. This report can be further defined by selacted.

searching for employees assigned to a specific location.

G. Transactions H. Dependent and Beneficiary
The transaction report allows an employer to view all Data
@ benefit transactions processad on an employee’s @ This file includes the dependent and beneficary
record. information reports allowing the user to identify the
status, relationship, DOB of dependents and the
designation and percentages for beneficiaries.
I. Elections Data J. Eligibility Assignment Report
= 7 This report lists all of the plan elections made by each This report lists those employess that are not assigned
i E @' O @ employee. It includes the coverage level; alection @ to an eligibility group or who may be assigned to more
etabie FEIED rocte f snnkicshla se wall se tha than Ana alimbaditg Armon

Core Benefits Administration > Shared Reports X

e Users can click on List View option if they prefer to view the home page in a list
format.
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alight 3 Core Benefits Administration > Shared Reports AS5554 =
« Name « Description
Create & A Census This repart allows the user to obtain census information on company employess. The user may search for employes
& B. Eardy Wamings Provides status information regarding upcoming transactions that may impact an employee or their dependents level
Recents . . A )

& C Enroliment Summary And Details This report provides an overview of employees who have enrolled in each tier of a benefit plan. The Enrollment Su
& [. Missing Enrollments This report displays those employess who have not yet enrclled in benefits during the annual, new hire or rehire enr.

» [N My Reports
& E. Pended This report provides the user with a list of those employees pending additional information for spedific products. Thi

> E My Objects
& F. Premium Statement This report provides a summary of employee participation by plan tier for the billing month selected.

E} History List n
u My Subscriptions »

Core Benefits Administration

G. Transactions

H. Dependent and Beneficiary Data
I. Elections Data

J. Eligibility Assignment Report

K. Employes Survey Feadback

L. User Login Information

Year Plan Comparison
Reports
Shared Intermnal Reports

Shared Reports

The transaction report allows an employer to view all benefit transactions processed on an employee’s record.

This file indudes the dependent and beneficiary information reports allowing the user to identify the status, relations
This report lists all of the plan elections made by each employee. It indudes the coverage level; election status, EE/
This report lists those employees that are not assigned to an digibility group or who may be assigned to more than

Reports to summarize ratings and list comments provided by employees

Provides Information about Users that have logged into the System.

Information on employees migrating from one program to another for the plan years specified.

Reports with COBRA information.

This file houses snapshots of reports that the user has saved to share with other intemal users.

Following is a list of all of the report folders including a brief description of the types of
reports available in each of the folders. Note: Refer to Appendix A to view a listing of all

available reports and their descriptions.

Report Folder

Description

A. Census

contacts.

These reports contain information such as employment status,
salary, commission, department, division, location, and emergency

B. Early Warnings

These reports provide you with employee/dependent status
information related to future transactions that may impact
coverage for an employee or his/her dependent(s).

C. Enrollment
Summary and
Details

enrolled.

Grouped by type of benefit (Health, Life, Disability, FSA, HSA, and
Other), these reports provide summary or detail information such as
plan name, coverage level or tier, and cost about employees

D. Missing
Enrollments

This report identifies those employees who have not enrolled in or
waived benefits during a date range you enter (normally the annual
enrollment dates).

E. Pended

This report provides you with a list of those employees whose
coverage is pended such as life insurance pended for evidence of
insurability (EOI).
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F. Premium
Statement

Grouped by type of benefit (Health, Life, Disability, FSA, and HSA),
these reports provide summary or detail information on employee
coverage and premium for the billing month selected.

G. Transactions

This report which allows you to view all or select transactions
processed within a specified date range.

H. Dependent and
Beneficiary Data

These reports provide dependent information such as status,
relationship, and DOB as well as the designation and percentages
for beneficiaries.

|. Elections Data

Unlike the Enrollment Summary and Details reports which are run
for a specific type of benefit, this report lists all plan elections made
by each employee. Information displayed on the report includes
coverage level, election status, employee and employer costs,
coverage effective start, and coverage end dates.

J. Eligibility
Assignment Report

This report lists employees that are not assigned to an eligibility
group or who may be assigned to more than one eligibility group.

K. Employee Survey
Feedback

These two reports summarize the ratings and comments that
employees submitted via the Feedback link in the website.

L. UserLogIn
Information period.

This report provides a list of employees who have accessed the
system within a specified time period.

M. Two Year Plan
Comparison

These reports provide migration information on participants moving
from one program to another for the plan years specified.

All of the reports contain a standard set of data based on the type of reportitis. Users can
run the standard reports or they have the option of using the prompt pages to add and/or
narrow down the data/information

To run a quick report without adding or narrowing down the data:

e From the main Shared Reports page click the desired report folder and subfolder (if

necessary).

e Users can click on the folder icon or the name.

July 2019
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alight &3] Core Benefits Administration > Shared Reports
<
EE—— 4 A. Census A B. Early W
Edle This report allows the user to obtain census Provides status ir
@ information on company employees. The user may n transactions that
search for employess by employment status first and N dependents level
ﬁ then further define their search by saiary, commission,
Recents k department, division, location, etc.
» g Shared Reports
C. Enrollment Summary And D. Missing
> [N My Reports - Details o This report displz
S ? This report provides an overview of employess who q enrolled in benef
» ﬁ My Objects have enrolled in each tier of a benefit plan. The rehire enrollment
Enrollment Summary Detail report will identify each

v empicyee by name, S5, etc.
fill History List

e Locate the specific report.
e Users can choose to export or PDF the report immediately by clicking the links under
the report name.

Census Report
— The user may customize census information cbtained on employess in this report.
Subscriptions  Export  PDF

o After clicking the Export or PDF link the first reports prompt page will display.
e Click the Export button at the bottom left of the page.

K)o

e A second prompt page will appear.
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e Click the Export button at the bottom of left of the page.

e Options for exporting the report will appear.

e Click the Export button at the bottom right of the page.

g [JE—
—

Census Report

Export: l—j\'n-ale report v Export Header and Footer: | Edit Oustom Settings..
Excel options:
[] Export
ng [ Export
Delimiter m Excel with formatting options:
[ Embed all images

e A message displays while the report is running.
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Report name: Census Report

Current status: Report ready

Report description: The user may customize census information obtained on
employees in this report.

You may safely close this window once your results have come back.
Close window

e If you selected PDF the report will automatically open when it is complete.

) i asp... HE R = o=

Census Report

1205 Maple St. 123-45-7899 Scott Smith M
444-88-5538 Keith Goode M
451-52-0301 Sam Sample M
451-52-0406 Kerry IMiIIer M

o If you selected Export the report will automatically be exported to Excel. Once the
report is complete a pop up box will appear prompting the user to open the reportin
Excel.

Report name: Census Report

File Download

Do you want to open or save this hile?

E‘J j Mame: Census Report, xis
S Type: Microsoft Excel 97-2003 Worksheet, 218KB

Froem: g&hﬂdﬂim
[ Py 1 oy [ —
L= =l

[+] Abways ask before ul{'iu

—_

" ‘While files from the Internet can be useful, some fles can potentially
@ haomn your computer. IF wou do not trust the source, do not open or
save this fle. What's the risk?
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To add additional data to a report or narrow down data included in a standard report:
e From the home page click the desired report folder and subfolder (if necessary).
e Users can click on the folder icon or the name.

Olfghl (— Core Benefits Administration > Shared Reports
<
T é A. Census Y B. Early W
=E|(= This repart allows the user to obtain census Provides status ir
Q information on company employees, The user may @ transactions that
search for employees by employment status first and dependents leyel
ﬁ then further define their search by saiary, commission,
Recents k department, division, location, etc. )
» [ Shared Reports
C. Enrollment Summary And D. Missing
> W My Reports - Details . This report disple
b q This report provides an overview of employess who q enrolled in benef
> E My Ob hawve enrolled in each tier of a benefit plan. The rehire enrollment
Enrollment Summary Detail report will identify each

- empicyee by name, 55N, etc.
fm History List

e Locate the specific report.
e Click on the reporticon or the report name.

Census Report
— The user may customize census information obtzined on employees in this report.
Subscriptions  Export  PDE

o The first prompt page will appear.
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m & Core Benefits Administration > Shared Reports > A. Census > Census Report

INDEX X || 1. Employer (Required)
& Demo - Premier | =
¥ 108008

\.f J
£y

The prompts that display vary based on the type of report. There are three types of prompts
users will encounter:

e Date Entry

e List Selection

e Checkbox

Date Entry prompts are used to select the timeframe for the report data. There are two ways
to complete a Date Entry prompt:
e Enter the date in MM/DD/YY format (you must include the slashes).
e Click the small Calendar Icon to the right of the prompt. A calendar for the current
month displays. Click the left or right arrow until the correct month displays then
click the desired date.
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e Some reports may require a numeric value to indicate timeframe.

e For example in the Premium Statement ER Summary Health Report a numeric value
is required for the billing month and billing year instead of a MM/DD/YY format.
0 In the screen shot below the billing month is February so the numeric value of

2 is entered into the field.

0 Inthe screen shot below the billing year is the current year so 2013 is entered

into the field instead of the MM/DD/YY format.

alight I3 Core Benefits Administration > Shared Reports > F. Premium Statement > Premium Statement Disability > Premium Disability Age
INDEX X || 1. Employer (Required)
ﬁ" Summary of your selections [ & Dema - Premier I - .
1 Employer (Required) ¥| 1-s8cfse o
2 Billing Month (Required) -
r (Required) (2. Billing Month (Required) \
Dec)
Terms in Report Results
3. Billing Year (Required)
Enter a value (Number).
This prompt requires a value between 2010 and 2019.
[2018 |

4. Customize Your Report

Optional column to indude on the report.

July 2019 Core Benefits Administration
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List Selection Prompts are used to narrow down the information/data included in a report.
For example, a user may wish to see census data for active employees only (not LOA or other
employment statuses).

There are two boxes displayed for a List Selection prompt:
e Available - contains all of the data options that are currently included in the report.
o Selected - if the user decides to narrow down the data, anything added to this box
will be the only data from the list included in the report.

To complete a List Selection Prompt:
e Toinclude all data from the Available list in the report, no action is needed. Simply
leave the Selected list blank and all data will be included.
e To narrow down the data to include a single category (such as Active Employees)click
to highlight the desired item from the Available list then click the right arrow to move
it to the Selected list.
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e To narrow down the data to include a few categories hold down the Ctrl key and click
each desired item in the Available list. When all items are highlighted click the right
arrow to move these items to the Selected list.

0 Inthe example below only the following employment statuses will be included
in the report: Active, LOA - Paid Leave, LOA - Unpaind Leave.

e Toremove anitem from the Selected List (maybe it was selected in error) click to
highlight the item then click the left arrow to move it back to the Available List.
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e Toremove multiple items from the Selected list hold down the Ctrl Key and click to
highlight each item that needs to be removed. When all items are highlighted click
the left arrow to move these items to the Available list.
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Note: the list of Available items may be too long to display at one time or the user may
want to narrow down their options in the available list. The Search For box can be used to
narrow down the list.

e Enter a word or phrase in the Search for box and then click the symbol of the
magnifying glass. This will reduce the list of Available items just to those containing
the word(s) entered.

0 Inthe screen shot below the word dental was entered into the search box to
display only dental plans.

Checkbox Prompts are used to add additional data to a report.
e To add additional data to a report simply click the box next to the desired item and a
check mark will appear in the box.
0 Inthe example below the user has selected the following items to add to the
census report: User Defined Fields 1-3.
e Leave the checkboxes blank if no additional information is desired.
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m € Core Benefits Administration > Shared Reports > F. Premium Statement > Premium Statement Disability > Premium Dis:
INDEX X This prompt requires a value between 2010 and 2019.
(4] Summary of your selections 2018
1 Employer (Required) \d
2 Billing Month (Required) 4. Customize Your Report

3 Billing Year (Required)

4 Customize Your Report

Optional column to indude on the report.

4 %

5 Customize Your Report

6 Inchude Mid-Month Changes and
Terms in Report Results

E RIS

@ EE 1ob Class

There will be times when users make their prompt selections and then generate the report
only to realize they need to add or remove information from the report. There is a function
called Re-prompt that allows users to make additional prompt selections while keeping their

original selections intact.

To use the Re-prompt function:
e Click the drop down arrow beside the Data menu.
e Select Re-prompt

\ | - -
The prompt pages will reappear with the original selections still intact.

e Make the desired changes to the prompt selections.
e Click Run Report.
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After you run a report, you may wish to change the appearance of the report results to make
it easier to read or more useful to you. The Reports tool provides you with several options to
customize the appearance of your report. These options include:

e Deleting or moving columns

e Sorting

e Filtering

e Changing formatting and colors

Each report has a standard set of data and therefore standard columns already built in.
Each user may need a different set of data in each report and therefore may need to delete
certain columns.

To delete a column:
e Place the cursor over the column heading that needs to be deleted.
e Click the right mouse button to display the menu.

e Click Remove from Grid to delete the column.

I M B
| <la Location EEMI EE Last EE Gender EE DOB Addres
Y
A 8241970 10 Nort
Aug Release M 12:00-00 AM Dr. Su
Doe M e 123 Ma
Filter On... . 111560 s
A Smith M 12-00.00 AM 1234 A
Ki i
5P 00 it o N 310/1966 10150
Goode g 12:00:00 AM Road
Remove from Grid o
17111870 1234 A
Remove from Report Sample M 12:00:00 AM Usa

Each user may have a certain order they want the columns to follow so they may need to
move some of the columns around.

Note: If additional data is selected from the prompt pages it will be added to the end of the
report. Users may wish to move those columns towards the front of the report.
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There are three options for moving columns:
e Drag and drop (easiest & quickest option)
e Drop down menu
e Pivot buttons

To move a column using the “drag and drop” option:

e Place the cursor over the column heading that needs to be moved (the cursor will
change to a pointing hand).

e Click the left mouse button and hold then drag the column to the right or left
releasing the mouse button once the column is in the desired place (a vertical yellow
bar appears as the column is being moved to help identify the current position).

e When the vertical yellow bar is in the desired location of the column release the
mouse button.

Olight 6 Core Benefits Administration > Shared Reports > A. Census > Census Report

REPORT HOME ~

B o~

ALL OBJECTS ? X |lMd1v 2345 of22pages b M

|- (] e

| <a Location EE 55N EE First EEMI Employment Status | EIfjility Group  EE Gender EEDOB
122-12-9159 Smoke Test Aug Release None M 20000

12:00:00 &

123-45-1111 Jon Doe None M —\'-.13933 Al
1171960

123-45-7559 Scott A Smith None M 12:00:00 A

To move a column using the drop down menu:
e Place the cursor over the column heading that needs to be moved.
e Right click to display the drop down menu.
e Place your cursor over the Move option to expand a second menu.
e Select either Left or Right to move the column one spot in that direction.
0 In the screen shot below the EE DOB column was moved one spot to the right
between the Address and City columns.
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Ollght (- Core Benefits Administration > Shared Reports > A. Census > Census Report

ALL OBJECTS ? % ([Hdq1 23

EE Last

Aug Release

Move L To Page-by Axis
Filter On... To Columns
Keep on grid Left

Remove from Grid Right

451.52.030

Remove from Report

To move a column using the “drag and drop” option:
e Activate the Pivot Buttons by clicking on the drop down arrow beside Tools on the
middle gray bar at the top of the screen. This will expand the Tools menu.
e Click on Pivot Buttons. The Pivot Buttons will appear at the head of each column.

Core Benefits Administration > Shared Reports > A. Census > Census Report

of 22 pages b W
EE First EE MI EE Last Eligil
122129159 Smoke Test Aug Release None
123-45-1111 Jon Doe MNone
123-45-T889 Scott A Semith MNone

e Use the left and right arrows to move the columns one spot to the left or right.
0 In the screen shots below the right arrow in the Pivot Buttons was used to
move thee EE MI column two spots to the right between the EE Last and Elect
Plan Type columns.
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QLighl & Core Benefits Administration > Shared Reports > A. Census > Census Report

- |‘.'\ Location N EE First EEMI EE Last Eligibility Group ~ EMPployment EE Gender
. e | PEE EopLe e EE  BEEE
122129159 Smoke Test Aug Release None Active M
123451111 Jon Doe None Active M

mployment

Location EE SSN EE First EE Last Eligibility Grou EE MI ot EE Gender EE DOB
PEigE POEeE FeEEE| Aeeem FEes Paeem s sy feeEm Pl
122129158 Smoke Test Aug Release None Active M ?:-,‘1;'3 g;
123-45-1111 Jon Doe Nane Active M s

Users may need to sort reports in order to display report information in a certain order.

There are two different options for sorting data:
e Drop down menu
e Tool bar option

To sort using the drop down menu:
e Place the cursor over the column heading that the report needs to be sorted by.
e Right click to display the drop down menu.
e Place your cursor over Sort to display the second menu.
e Select Ascending or Descending.

6 Core Benefits Administration > Shared Reports > A. Census > Census Report

Eligibility Group

123-45-7)
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The tool bar option allows users to sort using up to three columns of data.

To sort using the tool bar:
e Click on the Data tab on the gray tool bar.
e The drop down menu will display.
e Click Sort.

Core Benefits Administration > Shared Reports > A. Census > Census Report

DATA ~

Add View Filter Condition...

Sort...

Hide nulls/zeros

EEMI

EE First EE Last Eligibility Group

Smoke Test Aug Release MNone
Jon Doe None
Scott Smith None A

A pop up window appears with additional prompts.
e Users can select up to three columns to sort by.

sort the report by.
Click Apply.

Click on the drop down arrow beside each of the prompts to select the desired data to
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0 Inthe example below the report is being sorted by Location & EE First Name.

Eligibility Group EEMI

I
’ Location

f EE First \=E Last

200 Ocean Bivd 999-25-5053 Albert urell None
999-39.0036 Alex eaton None P
1205 Maple St 994-25-0550 Alicia Biro None

999-30-0038 Alison Keaton None

Employment
Status

Pre-hire

Active

Active

Active

EE DOB
37311960
12:00:00 AM
a/snerT
12:00:00 AM
3/9/1960
12:00:00 AM
V161977
12:00:00 AM

e Users have the option to select Ascending or Descending after they have made their

prompt selections.

Reports often contain a large amount of data and users may want to narrow down the

information by filtering out unwanted data.

To add a filter(s) to the report:
e Click on the Data tab on the gray tool bar.
e The drop down menu will display.
o C(lick Add View Filter Condition.
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Albert Purell Mo

e This will turn the filter option on.

Qlight (— Core Benefits Administration > Shared Reports > A. Census > Census Report

Location E N EE First EE Last Eligibility Group EEMI

W M aan Rhod Q00 e ENET Alhart Dhwrall Mans

e Click the drop down arrow beside Filter On.
o Alist of options will display.
e Select the desired option to filter the report on.
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e Based on the selection additional filter items will appear in the Available box.
0 Inthe example below, the report is being filtered by location so all of the
location options appear in the Available box.

alight 3 Core Benefits Administration > Shared Reports > A. Census > Census Report

REPORT HOME ~

=

VIEW FILTER
Address ¢ Qualify
& Seect m Apply Cancel
Searchfor{  |Q [/]Matchcase
/ﬂﬁEﬂh Selected:
&5 Tree Wia, —

Way e
| 1205 Maple St. ~
10150 York Road

10150 York Road I
10150 York Road

123 First Street

1234 Anystrest »

8950 Berry Lane
8756 Towson Road -
1234 Bive Road &«
1676 Daisy Road g
1964 Gray Fox Road v
1819 Main Street

< >
1-1000f1095* ) N

e Highlight the desired item(s) then click the right arrow to move the item(s) to the
Selected box.

e Click the Apply button to apply the filter.
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Qligh{ (— Core Benefits Administration > Shared Reports > A. Census > Census Report

ALL OBJECTS

VIEW FILTER

I- v 2. Address ¢ Qualify

w|Q I_j
Search for] Q  [/]Match case

Available: Selected:

1205 Maple St. 65 Tree Way
10150 York Road A 123 First Street
10150 York Road

10150 York Road

5467 Snowbound Lane ? .

8990 Benry Lane »

e Thereportis now filtered and the filter that has been applied displays just above the
report headers.

I:Ilaill é Core Benefits Administration > Shared Reports > A. Census > Census Report

VIEW FILTER
I- ] B3 B 1) Address In List (65 Tree Way , 123 First Strast )
| ~ja

Location EE SSN EE First EE Last Eligibility Group ~ EE M

e Toremove the filter click on the X beside Clear All or the X beside the Filter.

Iliaii & Core Benefits Administration > Shared Reports > A. Census > Census Report

ALL OBJECTS

X

VIEW FILTE

E <]

T
TER
- ' |I s In List (65 Tres Way |, 123 First Street )
| v|a

Location EE 55N EE First EE Last Eligibility Group EE MI

e The user may want to add more than one filter to the report.
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To do this, click Add Condition (you may need to scroll to the right based on the
length of your report).
Select the additional filter option and repeat the process.

e Inthe example below the report is being filtered by Location and Eligibility Group.

e Notice the list of filters above the report headers.

e The user can remove one filter by clicking the X beside the desired filter or the user
can remove all filters by clicking Clear AlL

There are times when users may want to filter the report data using a range. For example,
there may be times when a user needs to view employees in a certain salary range or view
employees that have been hired within a certain date range.

To use a qualifier:
e Click Add Condition.
e Click the drop down arrow beside Filter On.
o Alist of options will display. Select the desired option.
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Dlight € Core Benefits Administration > Shared Reports > A. Census > Census Report

REPORT HOME ~

B o«
ALL OBJECTS

[ [MIE

VIEW FILTER The filter is empty.

1 nea EE Gender FF First FF I ast Flinihilitv Groun~ FF 1

e Click on the radio button beside Qualify to enable the range fields.

— —p —

 Select (55) Select Attribute...

e Click the drop down arrow beside Equals to select the desired criteria for your filter.
Then add the amount in the numeric field.
0 Inthe example below the user wants Employees with DOB after 6/11/1980
e Once the fields are complete click the Apply button to apply the filter.

When users scroll down in a report the headers at the top of the page will disappear from
view making it difficult to determine the data that is being seen. The solution for this is to
lock the report headers.

To lock the report headers:
e Click on the Tools tab on the gray tool bar.
e The drop down menu will display.
e Select Report Options
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e A pop up box will appear. Under the Headers section, click the Lock checkbox under
the Columns section. Click Apply then click Ok.
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After customizing a report, it can be printed using the browser’s print function and it can also
be exported in a variety of formats to allow additional data manipulation or ease of sharing
with others.

The following exporting formats are available:
o Excel with plain text
e Excel with formatting

e (CSV

e HTML

e Plain text
e PDF

This option is great if users need to perform additional data manipulation in Excel. To export
reports to Excel with plain text formats:
e Click on the Export icon from the gray tool bar (it looks like a spreadsheet).

e A pop up box will appear.
o Select Excel with plain text.
NOTE: If you expect your report to be large, exporting to CSV
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Census Report

Export: | Whole report ] Fxport Header and Footer: | IBR s Seltinonis

Excel options:

th plain text
format
th formatting []Export headers

O Plain text Delimiter: m Excel with formatting options:
/] Embed all images

[[] Export metric values as text

[ Export Report Title
[] Export filter details

Remove extra column: I-"“"—'tomah:ll

e Users have the option to export the whole report or only the portion that is being

displayed on the screen.

o The default is the whole report.

e To export only part of the report click on the drop down arrow beside Export and
select Portion displayed only.

e Users have additional exporting options available such as Exporting the report title,
Exporting filter details, Exporting metric values as text, and Exporting headers as

text.
e Click to put a checkmark in the box beside any desired options.

Qlighl Export Options.

Census Report

2 portion displayed onk Export Header and Footer: | Edit Custom Settings...

Excel options:

plain text

[[] Export metric values as text
[[] Export headers

Delimitar: m Excel with formatting options:

Embed all images

et

[] Export fitter detaits

ove extra column: | Automatic| v |

To add a header or footer to the exported report click on Edit Custom Settings beside

Export Header and Footer.
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e Enter the desired header or footer text in the appropriate box and click apply.

Export Options

Sheet Header | Footer Editor

[1nsert Auto-text... v

‘ Header: ’

(&) Display before standard headers
(O Display after standard headers
(O Replace other headers

)‘ Footer: '

e Once all desired options have been selected click Export.

e A pop up box will display with options to Open, Save or Cancel the Excel report.
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e Note: selecting the Excel with plain text option means the report will not contain any

formatting.

[a T 8 C D £ F G H J K L M N 0 )
1 |Censu5 St.a ort
2
3 |Location EESSN  EEFirst EEMI EELast EEGenderEEDOB  Address City State Zip Code EmploymiEligibility EE Email
4 1205 Mapl 123-45-78! Scott A Smith M gaggsEss 1234 Any [ LincolnshiIL 60069 Pre-hire None name@acnhewitt.com
5 1205 Mapl444-88-55. Keith Goode M gaggeess 10150 Yorl Hunt Valle MD 21030 Active None Unknown
6 1205 Mapl451-52-031Sam Sample M gaggsess 1234 AnypChicago 1L 12345 Active None dhriley@hewitt.com
7 1205 Mapl451-52-041 Kerry Miller M sEsgmass 2601 Rese the Wood TX 77381 Active  None dhriley@hewitt.com
8 1205 Mapl 555-44-12: John Knupp M wransent 123 WackeChicago  IL 60606 Active MNone samplel@hotmail.com
9 1205 Mapl 555-53-01: David Brown M #epasess 3459 State Chicago  IL 54444 Active None Unknown
10 | 1205 Mapl 555-53-03. David Barnes M gegseass 45 Alta Pe Deer Valle UT 84111 Terminate None jason.bertola@hewitt.com
11 1205 Mapl 555-53-06. Steve Gates M ganaseas 48 Solitud Park City UT 84100 Active None jason.bertola@hewitt.com
12 1205 Mapl 555-53-08. Steve Gates M gEaasEs? 33 Sun ValPark City UT 84100 Active MNone jason.bertola@hewitt.com
13 1205 Mapl 555-53-08. Steve Gates M sEasEEEE 45 Lake TaDeer Valle UT 84111 Active None jason.bertola@hewitt.com
14 1205 Mapl 555-53-11. Tom Smith M gagasess 2343 Deer Salt Lake (UT 84111 Active None Unknown
15 (1205 Manl 555.55.N4" Wavna Rigge LY} stasaans AR Snlitud Near Valla 1IT 210NN Artive MNnona iaenn hartnla@®annhawit rom

This option is great if users want to keep the report formatting in place as the report is
exported. To export reports to Excel with formatting:
e Click on the Export icon from the gray tool bar (it looks like a spreadsheet).

200 Ocean Bhvd $99.25-5053 Albert Purell HNone Pre-hire ]
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e A pop up box will appear.
e Select Excel with formatting.

e Select any additional desired Exporting options.
e Click Export.

l Census Report

(|

e A pop up box will display with options to Open, Save or Cancel the Excel report.
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e Note: the report will be exported with all formatting in-tact.

Sometimes users may want to export a report to a PDF format. This is a good option if no

additional manipulation is needed.

To export a report as a PDF:
e Click on the PDF icon from the gray tool bar.
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e A pop up box will appear with additional exporting options.

e Users can export the whole report or only the portion that is currently being
displayed.

e There are scaling options, orientation options (portrait or landscape), header and
footer options, as well as cover page options.

e Select all desired options and click Export.

Census Report
Export: [Whole report v] Page Header and Footer: Edit Custom Settings...|
Sealing: Report Header: Edit Custom Settings...
® Adjust font to ’e of original size [[] Print cover page
O Fitto:[1__]page(s) wide by [1__|tal (&) With Filter Detals
Orientation: () With Report Detais
Portrait
g ' Cover page location:
Landscape
= (&) Before report
After report
@] po
Show advanced options
( )

e The PDF will display and can be printed or saved.

Census Report

1205 Maple St. 123-45-7899 Scott A Smith M
444-88-5538 Keith Goode M
451-52-0301 Sam Sample M

As noted earlier, there are several formats available for exporting reports. To help users
understand the difference between each format, samples of each format are shown below.
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bZ]\ Ho-0-Q &= 20130922101259468.exp.aspx [Read-Only] - Microsoft Excel = ® =
“ Home Insert Page Layout Formulas Data Review  View Add-Ins o @ o & =
e sy . pra— .

L& Calibri ===l 2- S Wrap Text General - ﬂ Cly [ —cmm T i = autosum - Angr oy
==l gy - = = =] gga g = B &= - Zi @@
Paste B I === &= I & Center = v 9 3 | %8 ;9% Conditional Format Cell | Insert Delete Format Sort & Find &

- === ElMerge & Center $-% 00 =0 Eormatting = as Table - Styles ~ - - - 2 Clear~  Filter~ Select~

| A B [ D E F G H I J K L M N o P
1 Census Report
2
3 |iLocation EESSN EEFirst  EE wii EEiLast EEGenderEEDOB  Address City State EE Emaii
4 1205 Mapl 123-45-78! Scott A Smith M saEsasee 1234 Any | Lincolnshi Il 60069 Pre-hire  None name@aonhewitt.com
5 1205 Mapl444-88-55.Keith Goode M apgzasee 10150 Yorl Hunt Valle MD 21030 Active None Unknown
6 1205 Mapl451-52-031Sam Sample ™M segsaser 1234 Anyp Chicago 1L 12345 Active  None dhriley@hewitt.com
7 1205 Mapl451-52-04iKerry Miller M apgEasse 2601 Rese the Wood TX 77381 Active None dhriley@hewitt.com
2 1205 Mapl555-. hn M sssssses 133 Wacks Chicago 1L B Nona
9 1205 Mapl555-53-01: David Brown M ssgsssey 3459 State Chicago 1L 54444 Active None Unknown
10 1205 Mapl555-53-03. David Barnes M #EEEssee 45 Alta Pe Deer Valle UT 84111 Terminate None jason.bertola@hewitt.com
11 1205 Mapl555-53-06.Steve Gates M sssmasee 48 Solitud Park City  UT 84100 Active None jason.bertola@hewitt.com
12 1205 Mapl 555-53-08.Steve Gates M #egEssee 33 Sun Val Park City UT 84100 Active None jason.bertola@hewitt.com
13 1205 Mapl555-53-08.Steve Gates M sssEssee 45 Lake TaDeer Valle UT 84111 Active None jason.bertola@hewitt.com
14 1205 Mapl555-53-11.Tom Smith M sEgEsEEs 2343 Deer Salt Lake (UT 84111 Active None Unknown
15 1205 Mapl 555-55-04. Wayne Giggs M asgsssey 48 Solitud Deer Valle UT 84100 Active None jason.bertola@aonhewit.com
15 1205 Mapl675-45-751 W, State M #uaanuy 7997 Dowi City 1w 78972 Acti
17 1205 Mapl 709-67-64! Spring Time F sessagEg 123 Main ! City MD 98673 Active PremierCcUnknown
18 1205 Mapl 796-78-68 Jane Jones F segaassg 345 White City L 23453 Active PremierC¢Unknown
19 1205 Mapl 852-23-55.John Clancy M asggssEy 10150 Yorl Hunt Valle MD 21030 Pre-hire  None Unknown
20 1205 Mapl 876-54-32. Demo Demoing M #egaassg 100 Half D LincolnshilL 60069 Active None alloutze@aonhewitt.com
21 1205 Mapl 954-15-88i Kate Rendell F susnsgsy 51896 Frar New Have CT 6520 Active None betsy.turnbaugh@hewitt.com
22 1205 Mapl 987-65-43. May TwentyTw Rel F = # 100 Half D Lincolnshi IL 60069 Active None alloutze@aonhewitt.com
23 1205 Mapl987-65-65 John Dixon M asgEssEg 123 Any ST Winthrop IL 60096 Active None Unknown
24 1205 Wapi 585-25-55 john Waiker M #EEESEEE 10150 Yori Hunt Vaiie MiD 21030 Active Nofne uUnknown
25 |1205 Mapl993-25-55: Jack Johnson M sEgssEsg 10150 Yorl Hunt Valle MD 21030 Active None Unknown I l |
4 4 » | 20130922101259468.exp .~ ¥ KN it ]
Ready | \@g 100% (- U (+) |

|l -o-&- 20130922101541016.exp.aspx [Read-Only] - Microsoft Excel o B =)

Home Insert Page Layout Formulas Data Review View  Add-Ins o @ o @ =
=) T = j‘ FEH E AutoSum ~
Tahoma - AN == B S Wrap Text General - *:1 H g = G \-E_j )?

_j [ ) = ] k =5) : @] i - A Lﬁ
Paste B I - Jy - - 3= ¢ “ad Merge & Center - 9o 3 | %8 .00 Conditional Format  Cell Insert Delete Format Sort & Find &

- u A | E X W F K [Huegeacenterr] s - % 00 =0 pormatting - as Table - Styles~ | - . - @ Clear™  Fiter~ Select~
Clipboard 1 & Alignment ] Number [ Styles Cells Editing

Al ~ (= fe | Census Report v
A [ [ ¢ [ ® & T 7 7 6 [ H I I J S I

1 |Census Report (=
i

1205 Maple St 123-45-7899 Scott A Smith M FERRRREnRRany (1234 Any Lane  |Lincolnshire IL 60069

4
444-88-5538 Keith Goode ] FRmEEREEREEE | 10150 York Road|Hunt Valley D 21030 Active
5
451-52-0301 Sam Sample M sEmmsssssssss 1234 Angplace | Chicago IL 12345 Active
[ Usa
451-52-0408 Kerry Miller M FERFERAREREFS 2601 Research  (the Woodlands TX 7381 Active
7 Forest
555-44-1234 John Knupp 1] #aEnssaseaEas 123 Wacker Chicago L 650606 Active
8
555-53-0118 David Brown M FERRRERTEAAAR | 3450 State Street|Chicago IL 54444 Active
9
555-53-0323 David Barnes M FERREHEREEART |45 Alta Peak Rd. |Deer Valley uT Fh 11 Terminate
10
£55-53-0628 Steve Gates ] SRS |48 Solitude Way |Park City uT 84100 Active
1
£55-53-0824 Steve Gates ] EEmEREEsEssss 33 Sun Valley Parik City uT 84100 Active
12 Lane
555-53-0825 Steve Gates M FESSERSEEFESS 45 Lake Tahoe | Deer Valley uT 4111 Active
13 Way
555-53-1122 Tom Smith 2] FERREERFRAARF | 2343 Deer Creek |Salt Lake City uTt 84111 Active
14 Rd.
555-55-0427 Wayne Giggs ] FEpasaasEaaRE |48 Solitude Way |Deer Valley uT 84100 Active
15
§75-45-7686 William State M FEnnRaERAnT | 7987 Down Hill | City IL FIBQTB Active 3
W 4 » M| Ccensus Report /%] Mal il | » [l
feadr, O w U@
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Census Report - Windows Internet Explorer

B - oo o
. File Edit WView Favorites Tools Help
| g Favortes g ] FreeHotmall &) web Sice G
| 8 Census Report ._
-
Census Report =
1205 Maple St |123-45-7899 Scott A Smith il 11111960 1234 Any Lane  |Lincolnshire IL
12:00:00 AM
444-88-5538 Keith Goode ] 311011966 10150 York Hunt Valley WD
12:00:00 AM Road
451-52-0301 Sam Sample ] 111970 1234 Anyplace  |Chicage IL
12:00:00 AM Usa
451-52-0406 Kerry Miller I 1/30M1970 2601 Research [the Woodlands [TX
12:00:00 AN Forest
555-44-1234 John Knupp M 6/10/1960 123 Wacker Chicago L
12:00:00 AM
555-53-0118 David Brown ] 4/411970 3459 State Chicago IL
12:00:00 AM Street
555-53-0323 David Barnes i 4/41970 45 Alta Peak Rd. |Deer Valley uT
12:00:00 AM
555-53-0628 Steve Gates I 4/411970 48 Solitude Way |Park City uT
12:00:00 AM
555-53-0824 Steve Gates M 4411970 33SunValley  |Park City uT
12:00:00 AM Lane
555-53-0825 Steve Gates L] 4/411970 45 Lake Tahoe |Deer Valley uT ¥
< >
Dane € Internst v Hi0% -
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G-\L:; v |E, https: {{premier chademeo.com,rlbmsrpt) aspfiain, aspx?rn={201 309221024 1051680 T v ﬁ 49| X |ﬂﬁ
© File Edt GoTo Favorites Help
{;Favm 1:; & | Free Hotmail @ Web Shee Galery =
|g|ttps:ﬂ'premler-' | irlbmsrpt/aspfMain.asp. .. ﬁ‘ = @' Page = Safety - 70‘*'0"
&
Census Report
1205 Maple St.  1123-45-7899 Scott A Smith M
444-88-5538 |Keith Goode M
451-52-0301 Sam Sample M
451-52-0406 |Kerry IMiller M
555-44-1234 John Knupp ]
555-53-0118 IDa\rid Brown M
555-53-0323  |David Bames M
555-53-0628 Steve Gates M
555-53-0824 Steve Gates M
ARR.53.0825. Steue ates M M
Jane & Unknown Zone -
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If users run specific reports on a regular basis they may want to save the report(s) in their
personal folder so they don’t have to make all of the prompt selections and customizations
each and every time they run the report(s).

To save reports to a personal folder:
e Click on the drop down arrow under Report Home on the middle tool bar.
o Additional menu items will appear. Click Save As.

HHHI (- Core Benefits Administration > Shared Reports > A, Census > Census Report

VIEW FILTER

EEDOB & Qualify |EEDOB v | |Greater than ||| 871171980 Ij-l Apply
¢ Select (32) Select Attribute...
M41° 2345 of22pages b M

Subscribe to

ALL OBJECTS 7 X

VIEW FTI TED
" S,
[
|

‘ |,

EEDOB & Qualfy |EE DOB| v | |Greater than || 6/11/1980 =+
¢ Select (33) Select Attribute...

e A pop up box will appear.

e Make sure My Reports is showing in the Save in field.

e Make sure there is a checkmark in the box beside Keep report prompted in order to
keep all of the prompts that were selected.

e Update the name of the report if desired.

e Click Ok.
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Save As ? %

sal‘IEI - 4

[ census Report
[ Elections Report
E Monthly Premium Statement ER Summary Health Report

3 itern(s) found

v “
Description: The user may customize census information Cancel

hisme: [Census Repart A oK
abtaned on emplovees in this repart. |

e Advanced options for saving prompts are available.

e Click on Advanced Options to view the additional items.

o Make any desired selections (see explanation of options below).
e Click Ok.
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Name: Census Report G oK
Description: The user may customize census information
obtained on employees in this report.

[¥]Kaep raport prompted.

Prompts

{7 Save report as static - Saved report will not be prompted when run

{(¥) Save report as prompted

) Only flter will be promptad
:"_“J Only template will be prompted
@' Filter and template will be prompted

Set the current prompt answers to be the default prompt answers

|

e Save the report as static.

0 Reportissaved “as-is.” When you execute the saved report, none of the report
prompts appear.

e Save the report as prompted.

0 Only filter will be prompted - only prompts that allow the user to filter the
data in the report will be displayed. Any view filters the user applied will be
saved.

0 Only Template will be prompted - only prompts that allow the user to add
additional data to the report will be displayed. Any view filters the user applied
will not be saved.

0 Filter and template will be prompted - the user will see all prompts but any
view filtering the user applied will not be saved.

o Set the current prompt answers to be the default prompt answers.

0 Saves the choices the user makes in this window and applies it to all other

reports.

To retrieve a saved report from My Reports folder:
e Click My Reports from the Reporting Home page.
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alight & Core Benefits Administration > Home
4
Create =
20 Recents —
ﬁ Shared Reports
B My Reports Shared Reports My Reports History List My Subscriptions
ﬂp History List

u My Subscriptions

e The My Reports folder will open.
e Click on the desired report name to run it.

alight I Core Benefits Administration > My Reports
4
Census Report
Create e The user may customize census information obtained on employees in this report.

2] Recents

> E! Shared Reports
=—
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Users can schedule reports to generate on an automatic basis so they will be ready for
viewing at the time the user needs them. This is a great way for users to save time.

To schedule reports:

e Locate the desired report that needs to be scheduled (either from the reports home
page or from the My Reports folder).
e Click the Subscriptions link underneath the report description.

Glighl (— Core Benefits Administration > My Reports

-4
D Census Report

Create — he y=ar may customize census information obtained on employees in this report.

% Export PDF
E] Recents

2 E Shared Reports

e Click Add History List Subscription.

e Edit the report name if desired.
e Select a Schedule recurrence from the drop down menu.
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alight I3 Core Benefits Administration > My Subscriptions
E Subscription
History List Subscription
Narme: IGer'Guls Report 6/11/18 12:12:51 PM
Report: Census Report
Schedule: |A- EveryMonday | v]
To: ﬁ_ AS5554 (_77c9a65b-723145_1380183)

[J Run subscription immediately

[¥] Advanced Options

e Check Run subscription immediately to receive an immediate copy upon scheduling

the report.
e Note: The name/digits in the To field refer to the Manager Self Service reports user.
This will eventually be changed to display the username of the person who scheduled

the report.

m (— Core Benafits Administration > My Subscriptions

[=] Subscription
History List Subscription
Name: [census Report 8/11/18 12:12:51 PM
Bansrt: Census Report
Schedule: A - EveryMonday e

To: g AS555% (_77c9865b-723145_1380183) ’

Rumn subscripbion immediatahg

Advanced Options

o Click the sign to expand the Advanced Options section (minus sign Elto retract).
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e Click to add a checkmark beside The new scheduled report will overwrite older
versions of itself if a fresh report is desired each time it runs (otherwise the user will
see a separate row for prior report copies).

e |f desired, click to add a checkmark beside Do not deliver after and select a date from
the calendar tool to select an end date for the schedule.

e To have an email sent to you when your report is finished running, select the Send
notification to email address option and enter your email address
0 NOTE: an email with the report subscription information will be sent to the
email address provided but users will need to login through MSS to retrieve
the report. The report will NOT be attached to the email.
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o Complete the report prompts at the bottom of the page (instructions for using
prompts can be found in Chapter 2).
e Click Ok.

o s

e Important Note: The date ranges are currently not "smart" dates.

0 For example, scheduling a weekly report to view weekly activity would result
in cumulative data based on the beginning date and ending date ranges
entered at the time the report was scheduled. The beginning date does not
adjust to the current date each time it runs. This is being evaluated as a future
enhancement.

o The Scheduled History List Confirmation message will display on the screen.

e Click OK.
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To view the generated report(s):

e From the home page, select your History List icon or link in the left navigation

alight &3 Core Benefits Administration > Home

4

El o

Recents

[P0 shered Reports

E My Reports Shared Reports
ﬂ) History List

u My Subscriptions

My Reporis History List My Subscriptions

e Click on the report name.

e — e

o At Mg et P # At e

Croate T b gt v g oy Lok 8% 14 508 L3 AH oy b L L A 5T bl

D o Bt - Fovmier Clesil /0 i B00:50 PR [EH T L L A T el
[ tmwes

e The report will display.
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s e s Admenieation P » My agir’s

it Ragard sowed on Fiabary Lind 0%/ 04 %575 10 &AM

- Pt it Pt Pt et

L= W e Fiwan 1F

0l kaswess X Oy o [Fecies  [Pacien P S oy e ey
™ M M Sae  Code Eimion e e | e e
-
- e - et T e —— e 1 —l S
-+ T

-

= sy " -

e You may also export the report from the History List by selecting the Export or PDF
icons
a Mt Walwri Mt Ll vt = LI R
m -l Curdlues Begee] sarvrd as Hisfioery Lisd B9 16 5.7 13 &M Earasy RO A

T8 Coms Frport - Brrmor Ol 57516 S0 FH e e L LR A e ol
[

There may be times when users need to make changes to the report schedule or the end
date.

e To edit subscription information, select the My Subscriptions icon or link from the
Home page
alight & Core Benefits Administration > Home
L |
Create [ Browse ]

ﬁ Recents
ﬂ Shared Reports
N My Reports Shared Reports My Reports History List My Subscriptions
ﬂ) History List
u My Subscriptions

[ ]

Click on the pencil icon under the Action column to make changes to the subscription
information.
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M L o Core Benefits Administration > My Subscripti A5S554 =

< | History List Subscriptions ?
Create Subscription Name Report/Document Owner | Schedule Recipient | Personalized | Action
5= Census Report 6/11/18 12:32:48 PM Census Report AS5554 A - EveryMonday AS5554 v,
ﬁ Recents
ﬁ Shared Reports

e Click on the “?” icon under the Action column to make changes to the personalization
of the subscription.

alight I3 Core Benefits Ad an > My Subscripti B55554 +
4 | History List Subscriptions ?
Create Subscription Name Report/Document Owner | Schedule Recipient | Personalized Action
= t6/11/18 12:32: Census Report AS5554  A- EveryMonday AS5554 %] @
2 recerts

—m Shared Reports

e The subscription history page will appear.
e Make the desired updates to the schedule, advanced options or personalization.
e Click Ok to save changes.

\C:() Cancel

o The Scheduled History List Confirmation will appear.
e Click Ok.
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To discontinue the report schedule,
e Click the Unsubscribe checkbox.
0 Note: Historical reports in the history list more than 30 days old will be
automatically purged from the system.

e You can also stop the subscription schedule by changing the end date of the report
using the Action icon.
e Click Ok to save the date change.

m L o Core Benefits Admi ion > My Subscripti AS5554 +

< | History List Subscriptions ?
Create Subscription Name Report/Document Owner | Schedule Recipient | Personalized Action

53z Censys Report 6/11/18 12:32:48 PM Census Report AS5554 A - EveryMonday A55554 <l
Recents
| Shared Reports
=y P
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Users can now create their own reports by utilizing the ad-hoc reporting functionality. A
listing of available fields can be found in the Ad Hoc Reporting Fields Listing document on
the training site, accessible from Manager Self Service.

To create your own report:

e From the home page, click on the Create button
e When you select New Report, you will be prompted with 2 options, to create a
Custom Report with Elections or a Custom Report without Elections

After selecting to create a Custom Report with Elections, you will be taken through two
prompt pages prior to reaching the ad-hoc page to select your fields.

e Confirm your Employer and update the Plan Year (plan year will be defaulted to

current year)
e Click Edit in Design Mode at the bottom of the page
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¢ On the following page, select the desired Employment Status’ and Plans needed for
your custom report
0 Plan Names are displayed in the following order: Partner/carrier Name, Plan
Name and then Plan Subtype. This creates the ability to search by any of
those values.
e Click Edit in Design Mode at the bottom of the page
o Please follow the instructions from the List Selection Prompts section on how to
select more than one value and entering search criteria
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( Edit in Design Modsy J) save | | cancel

e You will now be taken to the ad-hoc creation page and will need to select All Objects

from the left navigation.

(- Core Benefits Administration > Create Report > Design Mode: Custom Report with Elections

ALL OBJECTS

PAGE-BY: none

[ Attributes [wv] =,

:i Emploves Demographic

B Emploves Elections

Drop cbjects here to add rows

5 items found

[=]_REPORT OBIECTS
8 ALL OBIECTS
(F1 RELATED REPORTS

Drop objects here to add columns

Drop Metrics here to add data
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o All Objects is where you can select the fields/objects you want to add to your report
by selecting the folder category that contains the objects you want to add

(0]

NOTE: A full listing of available fields can be found in the Ad Hoc Reporting
Fields Listing document on the training site.
Dependent Demographic folder contains fields related to dependent
demographic fields like dependent name, SSN, address and dependent
verification information
Dependent Elections folder contains dependent election fields like benefit
effective and end date
= NOTE: Since elections are created at the employee level, you will need
to add the appropriate fields from the Employee Elections folder to
see items like plan name, tier, etc.
Employee Demographic folder contains the employee demographic fields like
name, SSN, address and Medicare information
Employee Elections folder contains all fields related to the employee
elections. This includes plan name, election tier, election cost, effective start
and end dates, etc.
Employee Work Information folder contains fields related to the employer
like Employee ID, location, department, hire/rehire/term dates, user defined
fields, etc.
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(— Core Benefits Administration > Create Report > Design Mode: Custom Report with Elections

PAGE-BY: none

Drop objects here to add columns

Drop objects here to add rows Drop Metrics here to add data

5 items found

[l REPORT OBIECTS
B ALL OBIECTS
(f] RELATED REPORTS

e Once you select a folder and are presented with the available fields, you may double
click on a field name OR drag the field to the right report builder frame to add the
field to your report. Simply drop the field where you would like for it to be placed on
the report.
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alight i3 Core Benefits Administration > Create Report > Design Mode: Custom Report with Elections

T I B I

ALL OBIECTS
PAGE-BY: none

o il =
mpeoyes Lamiorapnar E L'm
- |0

@ EE Address A || EEFirstName | EELastName | EEAddress Drop objects here to add columns

& EE Alt Address
& EE Alt City |
& EE Alt Phone

& EE Alt Postal Code
& EE Bad Address

@ EE Bad Alt Address
& EEGHy

& [EE Country

& EEDOB

<EE First Name> | <EE Last Name> | <EE Address> Drop Metrics here to add data

e If you would like to select fields from another folder, select the Up Folder icon to the
right of the folder name to be returned to the main folder directory page. Your fields
will continue to display in the right pane so that you may continue to add fields to
your report.

0 NOTE: you may need to select the Up Folder icon twice to get back to the Obj
Attributes folder and see all folder categories.

& EE Country
& EEDOB
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Qlight (— Core Benefits Administration > Create Report > Design Mode: Custom Report with Elections

PAGE-BY: none

| Census Attributes (vl

W Dependent Demoqraphic EE First Name | EE Last Name | EE Address Drop cbjects here &

B Employes Work Information

e When you have selected all of the fields you wish to be on your report, you are now
ready to Save or Run your export. If this is a report that you will want to run again, be
sure to save the report now following the steps outlined in Chapter 5. If this is a one-
time report or one that you can easily recreate again, you may wish to run the report
at this step.

e Other task bar options at this step include cancel and sort as shown below
0 Cancel: if you would like to start your report over, you may cancel
0 Sort: you may select to sort your data prior to running, follow the sorting steps
as outlined in Chapter 3.

 EMpoyeE DEmographic

B Emplovee Work Information
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e Once you are ready to Run the report, select the Run icon

6 Core Benefits Administration > Create Report > Design Mode: Custom Report with Elections

e el = I =

ALL JECTS ?
\ PAGE-BY: none

| Cefqmbum MEBE o
[

I Emploves Demographic

W Emploves Work Information

EE First Name | EE Last Name | EE Address Drop objects here &

e Your report will now be displayed

Olighl (— Core Benefits Administration > Create Report > Custom Report with Elections

ALL OBJECTS ?ox

VIEW FILTER The filter is empty.
Employee Demographic [v | 3 .
_ “a
& EE Address ~ EE First Name EE LastName EEMI EE Gender Drop objects here to add columns
& EE Alt Address Patas Alvarez 55 F
@ EE At Gty Patricia Alvarez M F Orop Mencs here o 204 data
& EE Alt Phone

& EE Alt Postal Code

e Once your report has been Run, you now have several options to finish your report
before you Save or Export it

0 You may continue to edit the column order as demonstrated in Chapter 3,
Moving Columns

0 You may add new columns to your report by continuing selection from the left
navigation. When a new column is added, the report will refresh to include all
of that data in the report

0 You may add a filter to your report by selecting the Add View Filter Condition
from the Data drop down menu
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ALL OBIECTS

Employes Elections viE &
—_—
I Elections Workspace

~

@ Copy of Elect EE Pay Frequency An
@ Elsct Coverage Level
@ Elect EE Election
4@ Elect EE Monthly Cost
4 Elect EE Pay Frequency Amt Elect Plan Subtype
@ Elect EE Prem Prorated Sect P Tipe

? x
VIEW FILTER

The filter is empty. Add Condition

— Filter On: Cancel
1% EE Address

. Elect
. EE  EEZp
EE City State  Code ES::I'“'

Elect EE

Elect Elect Elect Elect
Election "

Effective  Plan Plal
EndDate  Subtype Type

Address

112016

Park - Employee 1200:00
A

. 12012016
HuntValey | MD | 21030 | TEboYeS o

123 Health -
12:00:00 AW

t Effective Start Date Aetna PPO Medicel | Ieaih

2L

is5 Ty,

. _ 112016 I .
Jsson | Emolovestest | 22 I9Mway BocaRaton | FL | 34565 | Tpiovee |FPO- 120000 | 12312016 | Heath: [ oo

e Now that your report is finished, you can select an option from the taskbar to finalize
this report. Below is a description of each available option:

(0]

o

Save: this allows you to save the report into your Reports folder so that you
can easily rerun it in the future

Redo: this will redo an action that you had previously selected to undo

Undo: this will undo/take away the last action you completed

Create Personal View: this option will save the report in your Personal View on
your Subscriptions Page. This allows you to easily rerun the report again in the
future similar to saving the report in My Reports. It will not generate the
report for you on an ongoing basis like a subscription/history list will.

Print: this selection will present printing options

Schedule Delivery to History List: this option will save the report in your
History List on your Subscriptions Page. This allows you to have the report
generated without your action in the timing you select.

Export: this will start the exporting process. For step by step instructions on
the export options, please reference Chapter 4

PDF: this will print the report to PDF

Reprompt: this will take you through the prompt pages again if you wished to
change how you answered those questions (i.e. employment status, plans,
etc.)

Full Screen: this removes the left navigation and opens the report in full
screen mode

POF

tiaalth Care FSA

Mans

FEA - Madicn FEA

Empioyen = Family

Empioyes = Family Pl

spalth - Hadicsl Haeshh

bpakh - Hadicsl

Haalh
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1. When exporting large reports, always export to CSV. This will make the download
process faster.

2. Always include benefit effective start/end dates or election status. Since reports will
return all results for the year and as participants make changes, there could be more
than one row per benefit line

a. NOTE: You can then use a filter to only include active elections through the
filtering functionality

3. When wanting to view dependent elections, remember to place the Employee
Election information as well since elections are initially stored at the employee level.

4. If you are looking to gather summary level data (i.e. what locations are stored in the
system), just don’t include Employee Demographic data and the tool will provide just
the information requested.

The Custom Report without Elections experience is identical to the Custom Report without
Elections except for the prompt pages and the available fields/objects available for selection
vary slightly.

After selecting to create a Custom Report without Elections, you will be taken through two
prompt pages prior to reaching the custom ad-hoc page to select your fields.

e Confirm your Employer, then click Edit in Design Mode at the bottom of the page

M 6 Core Benefits Administration > Create Report > Design Mode: Custom Report without Elections

Select an Employer (Raguired)

= Demao - Premier | =

Report Message Name: | Custom Report without Elections

Dicican Mod c Cancal
ie Mode | Save ance
esign Mode Canceal
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o Select the Employment Status’ that are required for your report from the List Select
Prompt, then click Edit in Design Mode at the bottom of the page
M (— Core Benefits Administration > Create Report > Design Mode: Custom Report without Elections

Employment Status

Please Select an Employment Status

Search for:

[ Ii’? atch case
Availabla: Selected:

© Active | (nene)

& Pre-hire L

& Retired ‘1

& Terminated _—

Report Message Name: | Custom Report without Elections

Edit in Design Mode  Save | Cancal

You will now be taken to the ad-hoc creation page and will need to select All Objects
from the left navigation.

M (— Core Benefits Administration > Create Report > Design Mode: Custom Report without Elections
REPORT OBJECTS
PAGE-BY: none

Drop objects here to add columns

Drop objects here to add rows Drop Metrics here to add data

0 items found /
E 0 0 r OF

(f] RELATED REPORTS
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o All Objects is where you can select the fields/objects you want to add to your report
by selecting the folder that contains the objects you want to add. You will notice that
the election folders are not available since you have selected to run a report without
elections. Your available options are;

0 NOTE: A full listing of available fields can be found in the Ad Hoc Reporting
Fields Listing document on the training site.

0 Dependent Demographic folder contains fields related to dependent
demographic fields like name, SSN, address and dependent verification
information

0 Employee Demographic folder contains the employee demographic fields like
name, SSN, address and Medicare information

0 Employee Work Information folder contains fields related to the employer

like Employee ID, location, department, hire/rehire/term dates, user defined
fields, etc.

I:Haill L Core Benefits Administration > Create Report > Design Mode: Custom Report without Elections

P ——
L OBIECTS
FL b PAGE-BY: none
[ Census Attributes v e
| - Q
TP DUets Tare W0 S Tonaiis

Drop objects here to add rows Drop Metrics here to add data

o Forall remaining steps, please follow the process outlined in the Custom Report with
Elections section
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This appendix contains a chart listing all available reports.

o Column One - lists each report folder and subfolder (if applicable).
e Column Two - lists each report available within the folders.
e Column Three - provides a brief description of the report.

Folder/Subfolder

Available Report(s)

Report Description

A. Census

Census

Includes basic information about employees
such as name, address, gender, date of
birth, employment status, and email
address.

Emergency Contact
Information

Provides census data along with primary
and

secondary emergency contact names and
phone numbers.

B. Early Warnings

EW Certification Review
Required

Lists an employee's dependents and
condition code(s) identifying the type of
certification required for them to maintain
eligibility and to remove them from the
report.

EW Coverage Pending
Termination

Identifies those employees and dependents
whose coverage will terminate within the
specified timeframe, along with the reason
coverage is terminating.

EW Dependent
Coverage Pending
Termination

Lists dependents whose coverage will
terminate within the specified timeframe
because of reaching child or student max
age.

EW Pending Coverage
Revocation

Lists those employees that have elected
excess coverage for one or more plans (such
as life insurance) AND for whom
approval/denial decision has not yet been
entered.
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Folder/Subfolder Available Report(s) Report Description

C. Enrollment Detail of Enrollment Provides employee-specific detail (hame,
Summary and Summary Disability SSN, date of birth, elected coverage, and
Details / Report costs) about those employees enrolled in
Enrollment the disability plan(s).

Disability

Enrollment Summary
Disability Report

Provides summary information (total
number of employees enrolled, total
coverage

volume, total costs) about those employees
enrolled in the disability plan(s).

C. Enrollment
Summary and
Details /
Enrollment FSA

Detail of Enrollment
Summary FSA Report

Provides employee-specific detail (hame,
SSN, date of birth, deduction per pay, and
annual contribution goal) about those
employees enrolled in the flexible spending
accounts.

Enrollment Summary
FSA Report

Provides summary information (total
number

of employees enrolled at each level of
annual contribution goal) about those
employees enrolled in the flexible spending
accounts.

C. Enrollment
Summary and
Details /
Enrollment Health

Detail of Enrollment
Summary Health Report

Provides employee-specific detail (hame,
SSN, date of birth, tier level, and costs)
about those employees enrolled in the
health plan(s).

NOTE: Costs will include the 2%
administrative surcharge for COBRA
participants and should not be used for
Premium Billing purposes.

Enrollment Summary
Health Report

Provides summary information (total
number of employees enrolled in each plan
and tier

level with associated total cost) about
those employees enrolled in the health
plan(s).
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Folder/Subfolder Available Report(s) Report Description

C. Enrollment Detail of Enrollment Provides employee-specific detail (hame,
Summary and Summary HAS Report SSN, deduction per pay, and monthly
Details / contribution amount) about those

Enrollment HSA

employees enrolled in the healthcare
savings account(s).

Enrollment Summary
HSA Report

Provides summary information (total
number

of employees enrolled at each level of
monthly contribution amount) about those
employees enrolled in the healthcare
savings account(s).

C. Enrollment
Summary and
Details /
Enrollment Life

Detail of Enrollment
Summary Life Report

Provides employee-specific detail (hame,
SSN, date of birth, coverage volume, and
costs) about those employees enrolled in
the life and AD&D plan(s).

Enrollment Summary
Life Report

Provides summary information (total
number of employees enrolled, total
coverage

volume, total costs) about those employees
enrolled in the life and AD&D plan(s).

C. Enrollment
Summary and
Details/Enrollment
Other: Parking

Detail of Enrollment
Summary Other Report

Lists the name, SSN, date of birth, election
amount, and costs for those employees
enrolled in the Parking reimbursement or
other parking plans offered.

C. Enrollment
Summary and
Details /
Enrollment Other:
Parking

Enrollment Summary
Other Report

Lists the number of employees enrolled in
each election amount along with total costs
for the Parking reimbursement or other
parking plans offered.

D. Missing Missing Enrollment Displays those employees who have not yet

Enrollments enrolled in benefits for the specified time
period.

E. Pended Pended Report Lists those employees whose benefit

enrollment is pended, along with the
elected and pended amounts.
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Folder/Subfolder Available Report(s) Report Description

F. Premium Premium Disability Lists employee-level detail for all
Statements / Detail Report employees

Premium enrolled in the disability plan(s). Includes
Statement (in Premium Disability Age group number, age group, and rate per
Disability Based subfolder) $100 for LTD and per $10 for STD.

*Excludes COBRA populations

Premium Disability
Summary Report

(in Premium Disability Age
Based subfolder)

Displays the total coverage amount and
number of employees enrolled in the
disability plan(s). Includes group number,
age group, and rate per $1000.
*Excludes COBRA populations

Premium Statement
Detail Disability Report -
Department, Location

(in Premium Statement
Disability by Department,
Location subfolder)

Lists employee-level detail for all
employees enrolled in the disability plan(s)
by

department and location. Includes coverage
level and rate per $1000.

*Excludes COBRA populations

Premium Statement
Summary Disability
Report - Department,
Location

(in Premium Statement
Disability by Department,
Location subfolder)

Lists the costs and total number of
employees enrolled in the disability plan(s)
by department and location. Includes
coverage level and rate per $1000.
*Excludes COBRA populations

Premium Statement ER
Detail Disability Report

Lists employee-level detail for all
employees

enrolled in the disability plan(s) by
department and location. Includes paysite,
coverage level, and rate per $1000.
*Excludes COBRA populations

Premium Statement ER
Summary Disability
Report

Lists the costs and total number of
employees enrolled in the disability plan(s)
by department and location. Includes
paysite, coverage level, and rate per $1000.
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Folder/Subfolder Available Report(s) Report Description

F. Premium Premium Statement Lists employee-specific detail (coverage
Statements / Detail FSA Report by level, name, SSN, pay frequency, deductions
Premium Department, Location per pay, annual contribution amount) by

Statement FSA

(in Premium Statement FSA
by Department, Location
subfolder)

department and location for employees
enrolled in the flexible spending account(s).
*Excludes COBRA populations

Premium Statement
Summary FSA Report -
Department, Location

(in Premium Statement FSA
by Department, Location
subfolder)

Lists the total number of employees
enrolled in each annual contribution goal
amount by

department and location for employees
enrolled in the flexible spending account(s).
*Excludes COBRA populations

Premium Statement ER
Detail FSA Report

Lists employee-level detail for all
employees

enrolled in the flexible spending account(s)
by department and location.

*Excludes COBRA populations

Premium Statement ER
Summary FSA Report

Lists the total number of employees
enrolled in each annual contribution goal
amount for the flexible spending account(s)
by department and location.

*Excludes COBRA populations
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Folder/Subfolder

Available Report(s)

Report Description

F. Premium
Statements /
Premium
Statement Health

Premium Statement
Detail Health Report -
Department, Location

(in Premium Statement
Health by Department,
Location subfolder)

Lists employee-specific detail (coverage
level, name, SSN, effective dates, and costs)
by department and location for employees
enrolled in the health plan(s).

*Excludes COBRA populations

Premium Statement
Summary Health Report
- Department, Location

(in Premium Statement
Health by Department,
Location subfolder)

Lists the total number of employees
enrolled in each health plan and tier level,
along with

associated costs, by department and
location.

*Excludes COBRA populations

Premium Statement ER
Detail Health Report

Lists the name, SSN and date of birth of
those employees enrolled in the health
plans offered and the costs associated with
each level of coverage.

*Excludes COBRA populations

Premium Statement ER
Summary Health Report

Lists the total number of employees
enrolled in the health plans offered and the
costs associated with each level of
coverage.

*Excludes COBRA populations

F. Premium
Statements /
Premium
Statement HSA

Premium Statement ER
Detail HSA Report

Lists the name, SSN and date of birth of
those employees enrolled in the healthcare
savings account(s) offered.

*Excludes COBRA populations

Premium Statement ER
Summary HSA Report

This report lists the total number of
employees enrolled in the healthcare
savings account(s) offered and their
associated costs.

*Excludes COBRA populations
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Folder/Subfolder Available Report(s) Report Description

F. Premium Premium Life Detail Lists employee-level detail for all
Statements / Report - Age Based employees enrolled in the life and AD&D
Premium plan(s). Includes group number, age group,

Statement Life

(in Premium Life Age Based
subfolder)

and rate per $1000.
*Excludes COBRA populations

Premium Life Summary
Report - Age Based

(in Premium Life Age Based
subfolder)

Displays the total coverage amount and
number of employees enrolled in the life
and AD&D plan(s). Includes group number,
age group, and rate per $1000.

*Excludes COBRA populations

Premium Statement
Detail Life Report -
Department, Location

(in Premium Statement Life by
Department, Location
subfolder)

Lists employee-level detail for all
employees

enrolled in the life and AD&D plan(s) by
department and location. Includes coverage
level and rate per $1000.

*Excludes COBRA populations

Premium Statement
Summary Life Report -
Department, Location

(in Premium Statement Life by
Department, Location
subfolder)

Lists the costs and total number of
employees enrolled in the life and AD&D
plan(s) by department and location.
Includes coverage level and rate per $1000.
*Excludes COBRA populations

Premium Statement ER
Detail Life Report

Lists employee-level detail for all
employees enrolled in the life and AD&D
plan(s) by

department and location. Includes paysite,
coverage level, and rate per $1000.
*Excludes COBRA populations

Premium Statement ER
Summary Life Report

Lists the costs and total number of
employees enrolled in the life and AD&D
plan(s) by department and location.
Includes paysite, coverage level, and rate
per $1000.

*Excludes COBRA populations

July 2019

Core Benefits Administration

Page 74 of 78




alight

Folder/Subfolder

Available Report(s)

Report Description

G. Transactions

Loss/Gain Event
Transactions

Lists the history information associated
with the employee’s loss of eligibility event
and current information associated with the
employee’s gain of eligibility event within a
designated time period.

Transactions

Lists the requested transactions that have
occurred within the specified time period.
Includes date and time of the transaction,
the person who performed the transaction,
and details of what was done.

H. Dependent and
Beneficiary Data

Beneficiary Designation
Listing

Lists employees’ beneficiaries and
designations for the specified benefit plans
and plan year. Identifies those employees
who have not assigned beneficiaries.

DCFSA with no
Dependent Under 13
Years Old

Lists employees who have a Dependent
Care Account with no dependents on file
who are under 13 years of age.

Dependent Audit Report

Identifies elections for dependents that may
be questionable, such as dependents whose
last name is different than the employee.

Dependent Report

Lists detailed dependent information
including name, SSN, relationship to
employee, date of birth, and
disabled/student indicators.

I. Elections Data

Elections Report

For each employee, lists benefit elections
including coverage level, tax status, costs,
effective dates, COBRA Indicator and Direct
Bill Paid Thru Date.

Employer HSA Report

Returns ER HSA elections that are active on
the date input by the user at runtime.
Information on the employee HSA and
medical election for the employee is also
included.
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Folder/Subfolder Available Report(s) Report Description
J. Eligibility Eligibility Assignment Lists the name, social security number and
Assignment Report employment status of those employees
Report who
are either assigned to more than one
eligibility group or who are not assigned to
an eligibility group.
K. Employee Comment Listing Provides a listing of all comments
Survey Feedback submitted
via the online survey by employees for the
specified timeframe.
Survey Summary Report | Summarizes online survey ratings provided
by employees for the specified timeframe.
L. User Login Unique Login Lists users that have logged into the
Information Information website

during the specified timeframe. Each user is
shown once with earliest login time.

M. Two Year Plan
Comparison

Two Year Plan
Comparison - Disability

Information on employees migrating from
one disability plan to another for the plan
years specified

Two Year Plan
Comparison - FSA

Information on employees migrating from
one FSA plan to another for the plan years
specified

Two Year Plan
Comparison - Health

Information on employees migrating from
one health plan to another for the plan
years specified

Two Year Plan
Comparison - HSA

Information on employees migrating from
one HSA plan to another for the plan years
specified

Two Year Plan
Comparison - Life

Information on employees migrating from
one life plan to another for the plan years
specified

Two Year Plan
Comparison — Other

Information on employees migrating from
one ‘other’ plan to another for the plan
years specified

Two Year Plan
Comparison — Wellness

Information on employees migrating from
one wellness plan to another for the plan
years specified
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Folder/Subfolder

Available Report(s)

Report Description

N. COBRA Reports

Active Elections With
COBRA

For each employee or COBRA Qualified
Beneficiary, lists benefit elections

coverage level, costs, effective dates,
COBRA Status, COBRA Subsidy information
and Direct Bill Paid Through Date.

NOTE: Costs will include the 2%
administrative surcharge for COBRA
participants and should not be used for
Premium Billing purposes.

COBRA Continuant
Status Report

Lists COBRA Qualified Beneficiaries by
status, COBRA Qualifying Event details,
Direct Billing information and Paid Through

Date and COBRA Subsidy information.

This appendix contains a listing of report codes that appear on various reports along with

the explanation of what each code represents.

Report Name

Category or Column
Name

Codes and Descriptions

EW Certification
Review Required

Dep Relationship

C = Child

D = Domestic Partner
H = Disabled Child

L = Legal Dependent

N = Civil Union
Q = Child of Domestic Partner
S =Spouse

Condition Code

DP = Domestic Partner

HC = Disabled

LD = Legal Dependent

NC = New Child Dependent (Birth/Adoption)
NS = New Spouse Dependent

SC = FT Student Dependent Child

EW Coverage
Pending
Termination

Reason

LOPE = Loss of Plan Eligibility
MED = Missing Eligible Dependents

EW Dependent

Dep Relationship

C = Child
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Coverage
Pending
Termination

S =Spouse

Condition Code

CMA = Child Maximum Age

DEL = Deactivated / Deleted Dependent
DMA = Disabled Maximum Age INVREL =
Invalid Relationship SMA = Student
Maximum Age

EW Pending Condition Code PEND = Pending
Coverage
Revocation
Dependent DEP Type BEN = Beneficiary Only
Report BTH = Both Dependent and Beneficiary
DEP = Dependent Only
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