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Election Entry

Concept

Run theBen Admin Activity report to identify open benefit events that neext@ssing. This
report should be run at least on a weekly basis.

TheElection Entry page is used to enter the benefit options datargrioyee has selected, along
with the applicable dependents. This page will lsased for Open Enroliment data entry.
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HRMS: Election Entry

MaineStreet

Navigation

Personalize Content | Lavout

Menu
Search:

@

[ My Favorites

[ Self Service

[ Manager Self Senice

U University of Maine Systern
[ Warkforce Administration
[ Benefts

[ Time and Lahar

[ Payroll for Morth America
[ Warkforce Development
I Organizational Developrment
[ Workarte Monitoring

[ SetUp HRMS

[ SetUp BACR

[ Enterprise Components
[ QuickAddress Pro YWeb Int
[ Repotting Tools

[ PeapleTools

> Data Models

I~ Return to Portal

I~ My Personalizations

|- My Dictionary

Help

" BeopleSoft

Step | Action

1. Click theBenefitslink.

[ Benefits

2. Click theManage Automated Enrollmentlink.

[» Manage Automated
Enrallment

3. Click theEventslink.

4, Click theOn-Demand Event Maintenancdink.

On-Demand Event
hiaintenance
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MaineSte: HRMS: Election Entry

Procedure

E Emu wee!!euen!en‘

Infarmation I |
|- Rewiew Employee Benefits .
I Enrall In Benefits On-Demand Event Maintenance

7 Manage Automated Enter any information you have and click Search. Leave fields hlank for a list of all values.
Enroliment

TR
Audtomated Find an Existing Value
EmplD: beging with

~ Review BAS Activity Empl Red Nbr: = |
- Update Event Status Name: begins with v
— Undate Processing
Controlg
— Eind Mon- Second Name: beging with
Respandents
~ Find Terminations to
Finalize Afternate Character Name: beging with v
[ Participant Enroliment "
> Review Processing Dlcase sensitive
Results
I Inve stigate Exceptions Search Clear
 Walntain Primary Jobs ‘ 4 Basic Search [ Save Search Criteria
|- Reports
> Intetface with Providers
> Manage Leave Accruals
[ Track FMLA (Family
Medical Lv)
I Monitor Savinas Pln
Extensions
[ Benefits Billing
[> Admin Flex Spending Acct
us

New windiow | Help | 5

Last Name: begins with v

Second Last Name: begins with v

[ Tirme and Labar

1> Payroll for Morth America

1 wiorkarce Development

[ Organizational Development
I Workforce Monitoring

I Set Up HRMS

I Set Up SACR

! Enterprise Components

I QuickAddress Pro Weh Int

[ Reporiing Tools

I PeopleToals

[ Data Madels

|- Reeturn o Portal

|- My Personalizations

| My Diclionary v

Step | Action

5. Enter the desired information into tRenplID field.

0. Click theSearchbutton.
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Process Document

HRMS: Electio

n Entry

Infarmation
> Review Employee Benefits
[ Enrall In Benefits
<« Manage Automated
Enraliment
- Events
ated Event

— Review BAS Activity
— Undale Event Staus
— Update Processing

mmp oyee/Dependen

On-Demand Event Maintenance

MewWindaw | Help | Custornize Page | &,

BenRed#: 0

Karen Cai PersoniD: 0099989
Activity Date: Source: Empl Reds: 0
Pending Activities: 0 Action:
Event Status Update
Event ID: 1 EventDate: 08/01/2008 Status: Prepared Class: HIR $

Contrals

= Find Mon-
Respondents
~ Find Terminations o
Finalize
> Participant Enrallment
| Review Processing
Results
> Investigate Exceptions
> Maintain Primary Jobs
I Reports
I Interface with Providers
|- Manage Leave Accruals
[ Track FMLA (Family
Medical Ly)
> Monitor Savings Pin
Extensions
I Benefits Billing
I Adrriin Flex Spending Acet
us
I Time and Labor
[ Payroll for North America
I Workforce Development
I Organizational Developrent
1 wiorkarce Monitoring
I SetUp HRMS
[ SetUp SACR
I Enterprise Components
[ QuickAddress Pro ¥eb Int
> Reporting Tools
b PeopleTools
[ Data Madels
|- Retun to Portal
|- My Prersonalizations
| My Dictionary

. Enaliment Stafement |

Election Entry
é Erors

Entered

Run Date:

Run Date:

Event Status:  Qpen for Processing
Frequency

@Deduction O Annual
20 Show Flans

| DOn

Defaut:

Reprocess |

B Save | C\Returnto Search | [ Notify

|N—Q Normal Processing

Action

7. Click theElection Entry button.

| Election Entry I

8. ForLife, (plan type 20AD and D (plan type 22) antdong-Term Disability (plan

type 31), no data entry is necessary since eligibiployees will automatically be
enrolled.

Page 4
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MaineSreet HRMS: Election Entry

mmp oyee/Dependen

Infarmation
» Review Employee Benefts

Meswrindaw | Help | Custornize Pace | &, 4

b Envoll In Benefis Event/ Participant Selection | Option Election | Dependents | Beneficiaries
+ Manage Automated
ERrolle] SchediD: AL EmpliD: 0002899 Karen Cai BenReds: 0 Eventl: 1
- Events
ated Event Event Data:  08/01/2008 New Hire Excess Credit Rollover T Cash b
[Available Plans and Options Find
~ Review BAS Aclvi Plan Type 60 : Flex Spending Heaith - U.S.
— Undale Event Staus N
- Update Processing Option Code: [ Q K
Contrals
= Find Mon-
Respondents Annual Pledge: $0.00
- 7§::g;rmmatmns = Employee Contribution Override:
I» Participant Enrallment Rt i s e
| Review Processing
Results .
onecial Requirements
> Investigate Exceptions Sl b
> Maintain Primary Jobs
I Reports Plan Type 61: Flex Spending Dependent Care
I Interface with Providers
I Manage Leave Accruals Option Code: °,
1 Track FMLA (Fammly _Q o
Medical Ly)
b @;2‘;2:5::‘"“5 A Annual Pledge: $0.00
I Benefits Billing Employee Contribution Override:

AL
us

I Time and Labor

[ Payroll for North America Special Reguirements

[ Warkforce D

I Organizational Developrent

1 wiorkarce Monitoring

I SetUp HRMS

b Sei Up GACR Option code: | O, o

I Enterprise Compaonents

[ QuickAddress Pro ¥eb Int

Plan Type 10 : Medical

[ Reparting Taols Health Provider ID: | [Previously Seen

b PeopleTools

[ Data Madels

|- Retun to Portal Special Requirements

|- My Personalizations L DependentsBeneficiaries
| My Dictionary v L ¥

Step | Action

9. For Flexible Spending Accountgplan types 60 & 61), click thieook up Option
Code (Alt+5) button.

[&

10. | Click an entry that corresponds with the employselsction. If no selection is
entered:

-Employee not currentlgnrolled,coverage will be waived

-Employee currentlgnrolled,coverage remains the sameEXCEPT Open
Enroliment events in which coverage will be termiteal
For this exercise, we chose Option Code 10.
[ig Option ADVHEA  (hlank |

11. | If employee chose to enroll, enter the desiredrinfdion into theAnnual Pledge
field.

For this exercisee, we chose to enter $1,000.
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HRMS: Election Entry MaineSreet

mmp oyee/Dependen

Infarmation
> Review Employee Benefits
[ Enrall In Benefits
< Wanage Automated Option Code: (38 Anthem HMO Choice POS NanRep (BCPOSE) Employee + 1 Dep.) 2
Enraliment
- Events
o Health Provider ID: |

Plan Type 10 : Medical

[Cpreviousty seen

Special Requirements

Dependents/Beneficiaries

- Undate Euert Stafus é ]
~ Updlats Processin Enroll All

Controls
- Eind Non- nglmn-m to Hellth Provider | Previously |Covered ’7
Name: |Age Limit Flag
Seen  |Person Type

Respondents
~ Find Terminations o
Finalize

> Participant Enrallment
| Review Processing
Results

I Investigate Exceptions Plan Type 15 : Domestic Partner Medical

> Maintain Primary Jobs
I Reports ’—
I Interface with Providers CCTmELs Q Kl
|- Manage Leave Accruals
[ Track FMLA (Family |

[IPreviously Seen

Medical Ly) Health Provider ID:
> Monitor Savings Pin

Extensions 5 . .
| Benefits Billing pecial Requirements
I Adrnin Flex Spending Acct Dependents/eneficiaries

us
1 Time and Labor Enrall All

[ Payroll for North America
| L Dl ATEd nelmmm to Hellth Provider |Previousty [Covered

I Organizational Development Hame — Seen |Person Type \Age Limit Flag

1 wiorkarce Monitoring

[ SetUp SACR

I Enterprise Components

[ QuickAddress Pro ¥eb Int

[ Reparting Taols

b PeopleTools PI!n Type 11: Dental

[ Data Madels

|- Return to Portal Option Code: Q N

C M\'Dmﬂ‘t v . _ |

Step | Action

12. | ForMedical (plan types 10 & 15), click theook up Option Code (Alt+5) button.
[&

13. | Click an entry that corresponds with the employselsction. If no selection is
entered:

-Employee not currentlgnrolled,coverage will be waived

-Employee currentlenrolled and still eligiblegoverage remains the same
For this exercisee, we chose Option Code 38.
EE] Option BCPOSE & |

14. | HMO Choice Point-of-Service plans require a Prim@aye Provider (PCP) ID. Ente
the desired information into théealth Provider ID field.

15. | Click thePreviously Seeroption if applicable.

[ Previously Seen
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A Process Document
MaineSte: HRMS: Election Entry

anvee apen!enl [

Information 2

I

[ Review Employee Benefits Plan Type 11: Dental

[ Enrall In Benefits

@ E:ysﬁ;:fu‘ﬂm‘“ Option Code: 13 © CIGNA Dental Plan (DENTAL) (Efmploves + 1 Dep) o
~ Events
ated Event Health Provider ID: | [rreviously Seen

Special Requirsrments
— Review BAS Activity

— Undale Event Staus

— Undate Processing Enrall Al
Contrals
Relationship to H=lm1 Provider |Previously Covered
Name |Age Limit Flag
Emplovee Seen |Person Type

= Find Mon-
!7Q !7 0

Dependents/Beneficiaries

Respondents
~ Find Terminations o
Finalize

> Participant Enrallment
| Review Processing
Results

> Inve stigate Exceptions

[ Maintain Primary Jobs Plan Type 16 : Domestic Partner Dental

I Reports

[ Interface with Providers Option Code: Q ?,
|- Manage Leave Accruals t

[ Track FMLA (Family
Medical Ly)

> Monitor Savings Pin
Extensions

I Benefits Billing

I Adrriin Flex Spending Acet
us Dependents/eneficiaries

1 Time and Labor Enrall All

[ Payroll for North America

I Workforce Development

[ Organizational Development Name. Relationship to Hun.h Provider |Previously (Covered |Age Limit Flag ’7

1 wiorkarce Monitoring Employee Seen |Person Type

I SetUp HRMS

[ SetUp SACR

I Enterprise Components

[ QuickAddress Pro ¥eb Int

Health Provider ID: [ Opreviously Seen

Special Requirernents

> Reporting Tools
I PeopleToals Plan Type 14 : Vision
[ Data Madels

|- Retun to Portal

Option Code: Q 9

fMmemnam v

Step | Action

16. | ForDental (plan types 11 & 16), click theook up Option Code (Alt+5) button.
[&

17. | Click an entry that corresponds with the employselsction. If no selection is made:
-Employee not currentlgnrolled,coverage will default to Employee Only
coverage
-Employee currentlgnrolled,coverage remains the same
For this exercise, we chose Option Code 18.
[18 Option DENTAL & |
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HRMS: Election Entry MaineSreet

mmp oyee/Dependen

Infarmation
1 Review Employee Beneiits Plan Type 14: Vision
[ Enroll In Benefits
@ ”é:mﬁ; :‘;‘”ma‘“ Option Code: [11 Q, vision Plan (ISION) (Emplayee Only) LA

- Events

ated Event [

Health Provider ID: [Previously Seen

Special Requirements
— Review BAS Activity

— Undale Event Staus

— Undate Processing Enrall Al
Contrals

= Find Mon-
Respondents Helllmnlhl to Hnlth Provider (Previously |Covered
tame: Employee Seen |Persontype  |AACLimitFlan ’7

Dependents/Beneficiaries

~ Find Terminations o
Finalize

> Participant Enrallment
| Review Processing
Results

> Inve stigate Exceptions

> Maintain Primary Jobs Plan Type 17 : Domestic Partner Vision b
I Reports
[ Interface with Providers Option Code: 2,
|- Manage Leave Accruals a L
[ Track FMLA (Family

CEAEIL) Health Provider ID: [ [IPreviously Seen
> Monitor Savings Pin

Extensions
- Benefts Billing Special Requirerments
I Adrriin Flex Spending Acet

us Dependents/Beneficiaries

i Tirne and Labor Enrall &l

[ Payroll for North America

I Workforce Development
[ Organizational Development Relationship to Health Provider |Previously (Covered o

1 wiorktorce Monitoring D - Employee m Seen |PersonType |[Ad&LimitFlag ’7
I SetUp HRMS ’— ’—

[ SetUp SACR 2 0 =)
I Enterprise Components
[ QuickAddress Pro ¥eb Int
> Reporting Tools

b PeopleTonls Plan Type 20: Life
[ Data Madels

|- Retun to Portal

Option Code: Q L

I~
fMmemnam v

Step

Action

18.

For Vision (plan types 14 & 17), click theook up Option Code (Alt+5) button.
[&

19.

Click an entry that corresponds with the employselsction. If no entry is selected:
-Employee not currentlgnrolled,coverage will be waived
-Employee currentlenrolled,coverage will remain the same

For this exercise, we chose Option Code 11.

ik Option  WISION 1 |

Page 8

Last changed on: 10/25/2008 7:31 AM




Process Document

MaineSreet HRMS: Election Entry

’

I Set U]
I Set U]

I Repol

mmp oyee/Dependen A

Infarmation
» Review Employee Benefts

[ Enrall In Benefits -
< Wanage Automated Option Code: Q L
Enraliment
~ Events "
R Aulomated Event Factor x Salary: Flat Amount: Annual Rate v

- Undale Evert Slalus Envall Al |
— Update Processin

- Find Ner- D ""'”""'e"i e Percentage  |FlstAmount | Contingent [Excess

~ Find Terminations o

> Participant Enrallment
| Review Processing
Results

> Inve stigate Exceptions EIBLIVIe2W S pause. ¥

Emﬂm:ﬁz g”g'v‘;é\;"”?g:f Name. "‘":':"'“:' Relationship (o Percentage  |FlatAmourt | Contingent [Excess r

1> Winrkforee Monitoring Q

I Enterprise Components

I QuickAddress Pro Web Int Plan Type 25 : Domestic Partner Life

b PeopleTools Option Code: K
[ Data Madels v -

|- Retun to Portal

|- My Personalizations L) Factor x Salary: Flat Ameunt; Annual Rate v

| My Dictionary v

MaineStreet

I

I P ion Type 21: Supplemental Life

Processing
g Special Requirements

Dependents/Beneficiaries

Contrals

Respondents

Finalize

> Maintain Primary Jobs
I Reporis Option Code: |50 O Spousal Life 50K (SPLF40) LA
I Interface with Providers
|- Manage Leave Accruals
1 Track FMLA (Fammly Factor x Salary: Flat Amount: Anral Rate v
Medical Ly)
> Monitor Savings Pin Special Requirements
. gg:s;fgj‘mg Dependents/Beneficiaries b
> Admin Flex Spending Acct Enrall Al
us
I Time and Labor

b HRME
o EACR

rting Tools

¢

Step

Action

20.

For Supplemental Life (plan type 21), click theook up Option Code (Alt+5)
button.

[&

21.

Note: Proof of Insurability is required if

-a newly hired employee has selected 4x or 5x,

-an employee already enrolled, selects an optitich is more than 1 level (i.e.
currently coverage is $30,000 and the employeeise$50,000), or

-coverage amounts to more than $300,000

During Open Enroliment, since there may be 4-8 \wwdm¥ore the coverage become
effective at the beginning of the new year, you mait to finalize the event until yol
receive evidence of insurability.

If the coverage will become effective immediatedyich as for New Hires, enroll the
employee in 3x until proof of insurability has beeceived. Once you have receive
approval from the insurance company, refer to thidéhce of Insurability Life Proof
Received process.

22.

Click an entry that corresponds with the employselsction. If no entry is made:
-Employee not currentlgnrolled,coverage will be waived
-Employee currentlenrolled,coverage will remain the same
For this exercise, even though the employee chosgxbwill be entered until Proof @
Insurability is received.

[3 Option SPLF3X__ (blank) |
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MaineStreet

# MiaineStreet
mmp oyee/Dependen A ] A
Information I T
> Review Employee Benefits Plan Type 2W : Spouse Lire
1> Enrall In Benefits
= Manage Automated Option Code: |50 @ Spousal Life 50K (8PLF50) v
Enroliment
~ Events
- Run Autornated Event Factor x Salary: Flat Amount: Antwal Rate &
Special Requirements
— Review BAS Activiy Dependents/Beneficiaries
- Update Everit Status Enrall Al
- Upate Processing
Controls
— Eind Non: Relationship to P
Respondents Employee percentane  FlstAmount | Contingent Excess
~ Find Terminations o ’— ’—
Finalize U 0
I Participant Enroliment
I Revigw Processing
ResLits
> Investigate Exceptions Plan Type 25 : Domestic Partner Life
> Maintain Primary.Jobs
 Reports Option Code: @
I Interface with Providers 2 ¢
- Manage Leave Attruals
> Track FMLA Family Factor x Salary: Flat Amount: Annual Rate v
Medical L)
[ Monitor Savings Pln N
i Special Requirements
T Special Requirerents
1> Benefits Billing Dependents/eneficiaries
[ Adrmin Flex Spending Acct
s Enrall Al .
[ Tire and Labar
i Payroll for North America m " P——
. Relstionship to Employe [Flat Amount
I Warkforce Development L el = =
b Organizational Development Q =l
b Workdorce Monitaring
[ SetUp HRME
I SetUp SACR
I Enterprise Components
[ QuickAddress Pro ¥eb Int Plan Type 2V : Child Life
b Reporting Taols
I PeopleTools Option Code: Q o,
| Dta Hodels ¢
|- Return to Partal
|- My Personalizations L] Factor x Salary: Flat Amount: Annual Rate v
|- My Dictionary v ¥

Step

Action

23.

[

For Spouse Life(plan type 2W), click théook up Option Code (Alt+5) button.

24,

Note: Proof of Insurability is required if an empé® already enrolled, selects an
option which is more than 1 level (i.e. currentiywerage is $30,000 and the employ
selects $50,000)

During Open Enrollment, since there may be 4-8 wdmiore the coverage become
effective at the beginning of the new year, you mait to finalize the event until yol
receive evidence of insurability.

25.

Click an entry that corresponds with the employselsction. If no entry is made:
-Employee not currentlgnrolled,coverage will be waived
-Employee currentlenrolled,coverage will remain the same

For this exercise, we chose Option Code 50.

NOTE: Coverage amount cannot exceed one half (1/2)eoétployee's combined
Life andSupplemental Life coverage amount
50 Dptian SPLFA0  (blank |

Page 10
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Process Document

HRMS: Election Entry

Step

Action

26.

To enroll inDomestic Partner Life (plan type 15):
1. Select the appropriat@ption Code for enrollment
2. ClickEnroll All (DP Adult should be listed but may need to be ddist.)
3. In theFlat Amount field, enter the applicable coverage amount - &1,
$20,000, $30,000, $40,000 or $50,000.

# MaineStreet
Mm yee: apen!enl @ L ] A
Infarmation B 3
[ Review Employee Benefits Plan Type 2V : Child Life
[ Enrall In Benefits
<« Manage Automated Option Code: [y o
Enroliment P W QL Wave Coverage Y
- Events
— Run Autornated Event Factor x Salary: Flat Amount: Annual Rate v
Processing
- Snecial Requirements
- ngg BAS Activily Dependents/Beneficiaries
— Undale Event Staus Enroll Al
— Undate Processing
Contrals
- ElndHore “"'”"""‘i fo Percentage  |FlatAmount | Contingent Exc
Respondents Percentage ount | Contingent |Excess
~ Find Terminations o
Finalize
> Participant Enrallment
| Review Processing
Results
> Investigate Exceptions Plan Type 22: AD and D
> Maintain Primary Jobs
I Reports i 2 ’— 4
I Interface with Providers W a <
|- Manage Leave Accruals
DEQSKF:‘A\{J;(FMW Factor x Salary: Flat Amount; Annual Rate b
edical Ly
[ Monitor Savings Fin .
Extensions Special Requirerents
- Benefts Billing DependentsBeneficiaries
I Adrriin Flex Spending Acet
us Enrall Al
I Time and Labor
[ Payroll for North America Fo
[ Warkforce Development Hame E Percentage  |Flat Amount | Contingent [Excess ’7
I Organizational Developrent m
b wiorkforce Monitoring Q O = N
I SetUp HRMS
[ SetUp SACR
I Enterprise Components
[ QuickAddress Pro ¥eb Int
1 Reporting Tools Plan Type 27 : Supplemental AD and D
b PeopleTools
I Data hodels Option Code: Q L
|- Retun to Portal
|- My Prersonalizations L
|- My Distionary v Factor x Salary: Flat Amount; ‘Benefits Base: | Annual Rate i |

Step

Action

27.

[&

For Child Life (plan type 2V), click théook up Option Code (Alt+5) button.

28.

o

(blank) |

Click an entry that corresponds with the employselsction. If no entry is made:
-Employee not currentlgnrolled,coverage will be waived
-Employee currentlenrolled,coverage will remain the same

For this exercise, we chose to waive coverage.
Waive Optn (blank)
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Home:
mmp oyee/Dependen a I ] &
Infarmation B 2 U EE| 3
> Review Employee Benefits
[ Enrall In Benefits
<« Manage Automated
Enrallment Plan Type 27 : Supplemental AD and D
~ Events
Option Code: [F ©Q Family Coverage (SPADDF) )
Factor x Salary: Flat Amount: Annual Rate b
~ Undate Event Stalug Special Requirements
— Undate Processing
Controls Dependents/Beneficiaries
- Eind Non- Enrol All
Respondents
~ Find Terminations o
Einalize R [Relationship to .
> Participant Enrallment 2 tame Employee Percentage  FlatAmount | Confingent Excess
| Review Processing ’— ’— ’—
Results Q L 0 Gl
> Investigate Exceptions
> Maintain Primary Jobs
I Reports
I Interface with Providers Plan Type 30 : Short-Term Disability
|- Manage Leave Accruals
[ Track FMLA (Family - . ”,
Medial Ly Option Code: Q ]
> Monitor Savings Pin
Extensions Special Requirements
I Benefits Billing
4 ﬁ”ﬁm"‘ Flex Spending Acct Plan Type 31 Long- Term Disabiliy
i Time and Labor 3
[ Payrall or North Americ Option Code: | Q K
[ Warkforce D
I Organizational Developrent Special Requirements
1 wiorkarce Monitoring
I SetUp HRMS n
b 56t Up BACR Plan Type 46 : 403{b)
I Enterprise Components
I QuickAddress Pro Weh Int Option Code: Q L h
> Reporting Tools
b PeopleTools
[ Data Madels Before Tax: Flat Amount: Percent of Earnings: Specily Rollover
|- Retun to Portal
|- My Personalizations After Tax: Flat Amount; Percent of Earnings:
|- My Distionary v ]

29.

For Supplemental AD and D(plan type 27), click theook up Option Code (Alt+5)
button.

[&

30.

Click an entry that corresponds with the employselsction. If no entry is made:
-Employee not currentlgnrolled,coverage will be waived
-Employee currentlenrolled,coverage will remain the same

For this exercise, we chose Family coverage.

E Option SPADDE  (blank |

31.

Enter the desired information into tR&t Amount field.
For this exercise, we chose to enter $250,000.

NOTE: Valid amounts are in $10,000 increments up teaaimum of $350,000.

32.

For Short-Term Disability (plan type 30), click theook up Option Code (Alt+5)
button.

33.

Click an entry that corresponds with the employselsction. If no entry is made:
-Employee not currentlgnrolled,coverage will be waived
-Employee currentlgnrolled,coverage will remain the same

For this exercise, we chose Option Code 10.

it Dptian UMNYSTD  (blank) |
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MaineSreet HRMS: Election Entry

'# MaimeStreet:

UG e e | 1
I» Review Employee Benefits EISIVRE4E-4TD)
1> Enrall In Benefits
< Manage Automated Option Code: @, Salaried Refirement Pre-Tax (403PRA) L
Enroliment
~ Events
— Run Autormated Event Before Tax: Flat Amount: Percent of Earnings: Specify Rallover
After Tax: Flat Amount: Percent of Earnings:
— Review BAS Activiy Special Reguirements
- Update Everit Status Dependents/Beneficiaries
- Upate Processing Sl
Controls nro
— Eind Non:
Respondents ’7’7,7’7
_ Fina Terminations o D Name Relationship to Empl Percentay
I Participant Enroliment
I Revigw Processing
ResLits
[» Investigate Exceptions Allocation of Investment Funds
1 Waintain Primary Jobs nvestment Option | [Deseription percent ||
I Reports
I Interface with Providers Q =
- Manage Leave Attruals
- Track FMLA (Family
Medical L)
[ Monitor Savings Pln
Extensions Plan Type 50 Sick
I Benefits Billing
[ Adrmin Flex Spending Acct . .
Us Qption Code: Q [
[ Tire and Labar
I Payroll for Morth America Special Requirements
[ Warkforce D
b Organizational Development =
1 wiorkfarce Monitoring Plan Type 51: Vacation
[ SetUp HRME B
b SetUp SACR Option Code: Q LA
I Enterprise Ci
1 QuitkAddress Pro Weh Int Special Requirerents
b Reporting Taols
[ PeapleToals
[ Data Models:
|- Return to Partal
|- My Personalizations L] —
|- Wy Dictionary v ok | camel | oalr | metesn | =

34.

For403(b) (plan type 46), click theook up Option Code (Alt+5) button.
[&

35.

Click an entry that corresponds with the employselsction. If no entry is made:
-Employee not currentlgnrolled,coverage will be waived
-Employee currentlenrolled,coverage will remain the same

For this exercise, we chose Option Code 10.

IMPORTANT NOTE: Refer to Labor Relations, Collective Bargaining égments
for mandatory enrollment requirements.
i Dptian 403FRA  (hlank) |

36.

Enter the desired information into tBefore Tax Percent of Earningdield.

NOTE: If the employee chose the After Tax option, tleecent must be entered in tf
After Tax Percent of Earningsfield.

ne

37.

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

[&

38.

Click an entry that corresponds with the employselsction.
For this exercise, we chose TIAA-CREF.
i TIAA-CREF |
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HRMS: Election Entry MaineSreet

Step | Action

39. | Enter the desired information into theAA-CREF Percent field. Percent must total
100%.

For this exercise, we chose to enter 50% for #tisament vendor.
40. | Click the+ button to add additional rows.

.
Explorer User Prompt

lame
Seript Prompt: oK
Enter rumber of rows to add A
Cancel —
[
e-Ta (403PRA) ]
Enraliment
- Events
 Run Automated Event Before Tax: Flat Amount: Percent of Earnings: | 4000 Sneciy Rollover
After Tax: Flat Amount: Percent of Earnings:
o
= Review BAS Acti Special Requirements
— Undals Event Stalus Dependents/eneficiaries
— Undate Processing
Contrals Enrall Al
= Find Mon-
Respandents M ame  [eontotfmoese  |peemme |
. Name. [Relationship to Emplovee o
_ Find Terminafions 1o D Name Relationship to Employee Percentage
Finalize & (I =
> Participant Enrallment
| Review Processing -
Results
> Investigate Exceptions Allocation of Investment Funds
1 Waintain Prirmary Jobs nvestment Option | _|Deseription Percent ||
I Reports ’7 ’7
I Interface with Providers ! Q TESORER 50 [=]
|- Manage Leave Accruals
[ Track FMLA (Family
Medical Ly)
> Monitor Savings Pin
Extensians Plan Type 50: Sick
I Benefits Billing
I Adrriin Flex Spending Acet N )
Us Option Code: Q L
I Time and Labor
[ Payroll for North America Special Reguirements
[ Warkforce D
I Organizational Developrent "
1 wiorkarce Monitoring plan Iype 51: vacation
I SetUp HRMS B
b Sei Up GACR Option Code: | &, K
I Enterprise Compaonents
[ QuickAddress Pro ¥eb Int Special Requirements
> Reporting Tools
b PeopleTools
[ Data Madels
|- Retun to Portal
|- My Prersonalizations —
|- My Dictionary LS | Cancel apply | o Retresh 2

Step | Action

41. | Enter the desired information into the field.
For this exercise, we chose to enter "2".

42. | Click theOK button.
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MaineStreet
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HRMS: Election Entry

mmp oyee/Dependen A

Infarmation
> Review Employee Benefits
[ Enrall In Benefits
<« Manage Automated
Enraliment
- Events

— Undale Event Staus
— Undate Processing
Contrals

= Find Mon-
Respondents

~ Find Terminations o
Finalize

> Participant Enrallment
| Review Processing
Results

> Investigate Exceptions

> Maintain Primary Jobs

I Reports

I Interface with Providers

|- Manage Leave Accruals

[ Track FMLA (Family
Medical Ly)

> Monitor Savings Pin
Extensions

I Benefits Billing

I Adrriin Flex Spending Acet
us

I Time and Labor

[ Payroll for North America

I Workforce Development

[ D

BRI P ian Type 46 : 403(b)

Option Code: |10 O, Salaried Retirement Pre-Tax (403PRA) L
Before Tax: Flat Amount: Percent of Earnings: 4.000 Specify Rollover

After Tax: Flat Amount: Percent of Earnings:

Special Requirements

Dependents/Beneficiaries

Enrall Al

Aliocation of Investment Funds

[nvestmentOption | [Deseripon ~~ |Percent | |
1 @& TMACREF

| Q
Q

Plan Type 50 : Sick

Option Code: Q )

1 wiorkarce Monitoring

I SetUp HRMS

[ SetUp SACR

I Enterprise Components
[ QuickAddress Pro ¥eb Int
> Reporting Tools

b PeopleTools

[ Data Madels

|- Retun to Portal

|- My Prersonalizations

| My Dictionary v

Special Requirerents

Plan Type 51: Vacation

Option Code: Q ]

Special Requirerents

I

Step

Action

43.

[

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

44,

2

MG

Click an entry that corresponds with the employselsction. For this exercise, we
chose ING.

45.

Enter the desired information into tHéG Percent field.
For this exercise, we entered 25% for this retinenwendor.

46.

[&

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

47.

B

Fidelitv |

Click an entry that corresponds with the employselsction. For this exercise, we
choseFidelity.

48.

Enter the desired information into tRaelity Percent field.
For this exercise, we chose to enter 25% for #tisament vendor.
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Process Document
HRMS: Election Entry MaineSteet

mmp oyee/Dependen

Infarmation
> Review Employee Benefits
[ Enrall In Benefits
<« Manage Automated
Enraliment Dependents/eneficiaries

~ Events : Enroll All

> Participant Enrallment
| Review Processing

> Investigate Exceptions
> Maintain Primary Jobs
I Reports
I Interface with Providers
|- Manage Leave Accruals
[ Track FMLA (Family

Medical Ly) 3
[ Monitor Savings Pin Option Code: |10 ©_ Disahility FT ProfFac FY (DISFTF) L)
Extensions
I Bengfits Billing Special Requirements
I Adrriin Flex Spending Acet

us
I Time and Labor
[ Payroll for North America

I

After Tax: Flat Amount: Percent of Earnings:

Special Requirements

0 me  [ReltionshintoEmolovee  [Percentage |

— Undale Event Staus

— Undate Processing
Contrals

= Find Mon-
Respondents

~ Find Terminations o
Finalize

Aliocation of Investment Funds

[nvestmentOption | [Deseripon ~~~ [Percent | |
1 & TACRER

2 A me

s a  Fely

Results

Plan Type 50 : Sick

Plan Type 51 : Vacation

I Workiorce Development Option Code: Q )
[ D
i wiorkdorce Monitaring .

Special Requirements
b 86t Up HRMS Special Requirerents
[ SetUp SACR

I Enterprise Components
[ QuickAddress Pro ¥eb Int

o Q

S P
|- Return to Portal Event/ Particinant Selection | Option Election | Dependents /
Step | Action

49. | For Sick (plan type 50), click theook up Option Code (Alt+5) button.
[&

50. | Click an entry that corresponds with the employstltus and eligiblity. If no
selection is entered, the employee willdmgolled in the eligible plan.
For this exercise, we chose Option Code 10.
NOTE: Employees receive accruals based on enrolimehesetplans. Due to timin
of data entry, an employee may miss leave accroeakgsing. If an employee misse
an accrual, enter asGne-time Paysheet Adjustmenusing earnings coded6.
[io Opfion  DISETP  (blank) |

51. | ForVacation (plan type 51) click theook up Option Code (Alt+5) button.
[&

52. | Click an entry that corresponds with the employstltus and eligiblity. If no
selection is entered, the employee willdrgolled in the eligible plan.
For this exercise, we chose Option Code 10.
NOTE: Employees receive accruals based on enrolimehesetplans. Due to timin
of data entry, an employee may miss leave accroeakgsing. If an employee misse
an accrual, enter asGne-time Paysheet Adjustmenusing earnings codes6.
fio Dptian YACFFP  (blank) |

o

Page 16
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Step | Action
53. | Click theDependents / Beneficiariesab if the employee has dependents.
I |
Step | Action
54. | Click theChange/Add Dependent Datdink.
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Process Document
HRMS: Election Entry

Step | Action

55. | Click theEnglish list item.
| |

56. | Click theEdit Name link.
]
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Process Document
HRMS: Election Entry

Step | Action
57. | Enter the desired information into thest Name field.
58. | Enter the desired information into théddle Name field.
59. | Enter the desired information into thast Namefield.
60. | Click theOK button.
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Process Document
HRMS: Election Entry

Step

Action

61.

Click the Addresstab.
L1

Page 20
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Process Document
HRMS: Election Entry

Step | Action
62. | Click theSame Address as Employeeption.
| |
63. | Click theSame Phone as Employeeption.
|
64. | Click thePersonal Profiletab.

[ 1
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Process Document
HRMS: Election Entry

Step | Action

65. | Enter the desired information into tBate of Birth field.

66. | Click theSpousdlist item.
| |

67. | Click theMarried list item.
L ]

68. | Enter the desired information into ths of field.

69. | Enter the desired information into thational ID field.

70. | Click the+ box to add another dependent.

When finished adding dependents, click @t button.
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Process Document
HRMS: Election Entry

Step

Action

71.

Click theEnroll Dependentslink on theMedical row.
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Process Document
HRMS: Election Entry

Step | Action

72. | Click theEnroll All button.

73. | Enter the desired information into thkealth Provider ID field.

74. | Click thePreviously Seerpption.

[]

75. | Click theOK button.

[ 1]
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Process Document
HRMS: Election Entry

Step

Action

76.

Click theEnroll Dependentslink on theDental row.

[ ]
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Process Document
HRMS: Election Entry

Step | Action
77. | Click theEnroll All button.
78. | Click theOK button.

Page 26
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Process Document
HRMS: Election Entry

Step

Action

79.

When finished enrolling dependents, click @i button.
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Process Document
HRMS: Election Entry

Step

Action

80.

Click theValidate/Finalize button.
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Process Document
HRMS: Election Entry

Step

Action

81.

Click the SAVE button.
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Process Document
HRMS: Election Entry

Step

Action

82.

Click theConfirmation Statement button.
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Process Document
HRMS: Election Entry

Step

Action

83.

Click the SAVE button.
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Process Document
HRMS: Election Entry

Step

Action

84.

Click thePeopleToolslink.
[ ]

Page 32
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Process Document
HRMS: Election Entry

Step | Action
85. | Click theProcess Schedulelink.
[ 1
86. | Click theProcess Monitorlink.
1
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HRMS: Election Entry

Step | Action

87. | Click the applicable entry in tHeetails column.
[ ]
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Process Document
HRMS: Election Entry

Step

Action

88.

Click theView Log/Trace link.
[ ]
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Process Document
HRMS: Election Entry

Step

Action

89.

Click the PDF entry in thBlame column.
[ ]
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Process Document
HRMS: Election Entry

Step | Action
90. | Print and distribute to the employee. Click @lesebutton.
91. | End of Procedure.
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