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Miscellaneous (MSC) Events

Concept

Job Data rows with an action of Data Change, Tenstc., create a MSC event in Benefits
Administration. The Benefits Administration procegd run and evaluate what effect the Job
row has on an employee’s benefits.
«If the new Job data changed an employeejshdity so that the employee is eligible for new
benefits (or ineligible for current benefits) — ttatus will be Prepared.
Examples —
Part-time to Full-time
Benefits Regular Status
Temporary to Regular
«If the new Job data did not change an em@syeligibility — the status will b@rep None.
No further processing is required.

IMPORTANT: Eventsmust be IRS qualified family and/or employment eventsin order for
employeesto make enrollment changes.
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Procedure

This example of a Miscellaneous Event resulted ftoenemployee's Job Data Empl Class being
changed from Salaried to Faculty.

# MaineStreet

Persanalize Cortent | Lavout
Menu 2

Search:
®

[+ My Favorites

> Belf Semice

I Manager Self Service

[ University of Maing Systerm
[ Workforce Administration
> Benefits

> Tirme and Labor

I Payroll for North Armerica
[ Workiorce Developrent
> Organizational Development
> Workiarce Monitoring

[> SetUp HRMS

[ BetLp BACR

I Enterprise Components
> QuickAddress Pro Web Int
> Reparting Tools

[» PeopleTools

> Data Models

|~ Retum ta Portal

I~ My Personalizations

|~ iy Dictionary

" Beoplesoft

Step | Action

1. Click theBen€fits link.

2. Click theM anage Automated Enrollment link.
[* Manage Automated
Enrallment

3. Click theEvents link.
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Step | Action

4, Click theOn-Demand Event Maintenance link.
- On-Demand Event
Maintenance

5. Enter the desired information into tBenplI D field.

6. Click the Sear ch button.

# MaineStreet

[l

0On-Demand Event Maintenance
Karen Cai PersoniD: 0099999 BenRed#: 0
Activity Date: Source: Empl Reds: 0

Action:
Ewent Status Update
Class: MSC

Event Status:  Qpen for Processing

Pending Activities: 0

Event ID: 2 EventDate: 08/01/2008 Status: Notified

RunDate: 1041372008 @ Deduction OAIIIIIIiﬂ

éﬁmm" Entry Entered 0 of 4
é Errors 1]
é Run Date:

Reprocess ProcessIndicator: N 2 Normal Procesging
B save | L\ReturntoSearch | [] Netify

Shaw Plans

CFinati Defaul

Dlew Window | Help | Customize Pags | 5

Step | Action

7. Click theElection Entry button.
| Election Entry |
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New Window | Heln | Custornize Page | B 4

SchedID:  ALL EmplD: 0083993 Karen Cai BenReda: 0 Bventid: 2

Event Data:  08/01/2008 Miscellaneous Change Excess Credit Rollover To: Cash

[Available Plans and Options

Plan Type 10 : Medical

Option Code: Q ]

Health Provider ID: [ [Previously Seen

Specigl Reguirements

DependentsBeneficiaries

Enrall Al

Plan Type 15 : Domestic Partner Medical

Option Code: v Q_ waive Coverage L1}

Health Provider ID: [ CPreviously Seen

Special Requirsments
Dependents/Beneficiaries

Enroll All
" [Relationshipto [Health Provider |Previously [Eovered .
i e Employee n Seen [PermonType [A36LimitFlag ’7
Q 11 [=]

Step | Action
For each plan, click thieook up Option Code (Alt+5) button[&]
Click the appropriate entry. For this example, Wwese Option Code 18.
] Optian BCPOS1 & |
10. | Enter the desired information into thisalth Provider 1D field.
11. | Click thePrevioudy Seen option if applicable
12. | Click theEnroll All button if applicable.
| Enrall Al |
13. | Enter the desired information into thiealth Provider ID field as appropriate.
14. | Click thePreviously Seen option if applicabldCJ]
15. | For Short-Term Disability, click theook up Option Code (Alt+5) button[2]
16. | Click the appropriate entry. For this example, Wwese Option Code 10.
[1o Optian FACSTD  (hlank |
17. | For Sick, click the. ook up Option Code (Alt+5) button[2]
18. | Click the appropriate entry. For this example, Wwese Option Code 11.

11 Option DISFTF blank |
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Step | Action

Click theOK button.

EQ

plevrWindow | Heln | Custarnize Pan Saved

0On-Demand Event Maintenance

PersonID: (099959 BenRed#z 0

Enralliment Statement

Election Entry
Validate/Finalize

Karen Cai
Activity Date: Source: EmplReds: 0
Pending Activities: [ Action:
Event ID: 2 EventDate: 08/01/2008 Status: Entered Class: M3C EOTEHIDURED

Event Status;  (pen for Processing
Frequency

©Deduction O Annual
Show Plans

RunDate:  10113i2008

Entered 3 of 1
Eirors 1] ‘ ] Defaults
Run Date:

Reprocess |

WO\ Normal Processing

B save | C\RetuntoSearch | [=] Matity

Step | Action

20.

Click theValidate/Finalize button.

| validate/Finalize |
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0On-Demand Event Maintenance

Karen Cai PersonlD: 0003338 BenRed#: 0

Empl Reds: 0

g Actiom:
Ewent Status Update
Class: MSC
Event Status:  Closed to Processing
Frequency
RunDate:  10/13/2008 Deduction Annual
4| Entered 0 of O —r
Microsoft Internet Explorer
é Erors 0 1 A Process completed successfully, £3000,530)
" .
Confirmation Staternent Run Date:

Process Indicator: Man

Activity Date: Source:
Pending Activities: 0

Event ID: 2 EventDate: 09/01/2008 Status: Finalized - Enrolled

The system has successfully processed His phase, ‘ou can continus to the next phase.

Home

e Window | Heln | Custarnize Pay Saved

B Save | L\ReturntoSearch | [ Netify

Step | Action

21. | Click theSAVE button.
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e Window | Help | Custarnize Pars |

0On-Demand Event Maintenance

Karen Cai PersoniD: 0089393 BenReds: 0

Activity Date: Source: Empl Reds: 0

Pending Activities: 0 Action:
Ewent Status Update
Class: MSC
Event Status:  Closed to Processing
Frequency
RunDate:  10/13/2008 Deduction Annual
é Entered 0 of ([ Show Plans
e ooy ot
Confirmation Staternent Run Date:

Process Indicator: Normal Processing
B save | L\ReturntoSearch | [ Netify

Event ID: 2 EventDate: 09/01/2008 Status: Finalized - Enrolled

Step | Action

22. | Click theConfirmation Statement button.

| Confirmation Staterment I
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[l

0On-Demand Event Maintenance

Karen Cai PersonlD: 0033830 BenRed#: 0

Empl Reds: 0

Action:
Ewent Status Update
Class: MSC

Event Status:  Closed to Processing
Frequency

RunDate:  10/13/2008 Deduction Annual
B Microsoft Internet Explorer
é Envors| ﬂ Report successfuly submitted. Check Process Monikor For status {[nstance 503) (3000,529)

.
Confirmation Staternent

é Run D:

Proce:

Activity Date: Source:
Pending Activities: 0

Event ID: 2 EventDate: 09/01/2008 Status: Finalized - Enrolled

The Envolmert: Form and Confirmation Statement are produced by SQR reports, The system has submitted the SR to the system, You can ga ko the
Pracess Monitor to check the final status of this report with reference to the indicated Process Instance,

Home

e Window | Heln | Custarnize Pay Saved

B save | L\ReturntoSearch | [ Netify

Step | Action

23. | Click theSAVE button.
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e Window | Help | Custarnize Pars |

0On-Demand Event Maintenance

Karen Cai PersonlD: 0083393 BenRed#: 0

Activity Date: Source: Empl Reds: 0

Pending Activities: 0 Action:
Ewent Status Update
Class: MSC
Event Status:  Closed to Processing
Frequency
RunDate:  10/13/2008 Deduction Annual
é Entered 0 of ([ Show Plans
e ooy ot
Confirmation Staternent Run Date:

Process Indicator: Normal Processing
B save | L\ReturntoSearch | [ Netify

Event ID: 2 EventDate: 09/01/2008 Status: Finalized - Enrolled

Step | Action

24. | Click theConfirmation Statement button.
| Confirmation Staterment I
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[l

0On-Demand Event Maintenance

Karen Cai PersoniD: 0093899 BenReds: 0

Empl Reds: 0

Action:
Ewent Status Update
Class: MSC

Event Status:  Closed to Processing
Frequency

RunDate:  10/13/2008 Deduction Annual
B Microsoft Internet Explorer
é Envors| ﬂ Report successfuly submitted. Check Process Monikor For status {[nstance 504) (3000,529)

.
Confirmation Staternent

é Run D:

Proce:

Activity Date: Source:
Pending Activities: 0

Event ID: 2 EventDate: 09/01/2008 Status: Finalized - Enrolled

The Envolmert: Form and Confirmation Statement are produced by SQR reports, The system has submitted the SR to the system, You can ga ko the
Pracess Monitor to check the final status of this report with reference to the indicated Process Instance,

Home

e Window | Heln | Custarnize Pay Saved

B save | L\ReturntoSearch | [ Netify

Step | Action

25. | Click theSAVE button.

Page 10

Last changed on: 10/27/2008 10:40 AM




Process Document

HRMS: Miscellaneous (MSC) Events

Search:

[+ My Faworites

- Self Senvice

> Manager Self Service

[> University of Maine System
1> Workioree Administration
> Benefits

[> Time and Labor

(> Payroll for North America
> Workiorce Development

@

ﬁ PeopleTools

Enhance, depioy, and extend PeopleSot anclnon-PeopeSoft applcations,

ﬁ Security Utilities
Create and maintain securty defintions. Mairtain PeopleTools utiities.

] Mass Change Operafor Securty (1 pdministration
Inteqration Broker Iass Changes.

Canfigurs PeapleSoft ntegration Broker, sehup ntegrations,
meniar messages, and test inegration PecpleCade and everts.

Wiariag mass change detsils
] Process Mass Chances

> Enterprise Components
> QuickAddress Pro Weh Int,
|- Reparting Tools

I Security
b Utllities
1> Process Scheduler
> Integration Broker
> Mass Changes
> Data Models
— Return to Portal
- iy Personalizations
- bty Dictionary

[ 01 Dy [ Monitor Intedration:: 1 Defintions
> Workforce Monitoring ] Groupe

> et Up HRMS £ More..

[ Set Up SACR

Process Scheduler
Manage process scheduler,
= Process honior

Step

Action

26.

Click the PeopleT oals link.
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Search:
l:l ® PeopleTools

[+ My Faworites
- Belf Service Enhance, deploy, and exdenc PeopleSoft and non-PeopleSoft applcations.

I* Manager Self Senvice ﬁ Security Utilties
[> University of Maine System Create and mairtain sectrty defirtions Mairtzin PeopleTaals Uities.

1> Workloree Adminisiration =) Miass Change Operator Securty. 1 Adminitration
> Benefits
> Time and Labor Inteqration Broker Mass Changes

(> Payroll for North America
> Workiorce Development

Canfigurs PeapleSoft ntegration Broker, sehup ntegrations,
meniar messages, and test inegration PecpleCade and everts.

Wiariag mass change detsils
] Process Mass Chances

[ 01 Dy [ Monitor Intedration:: 1 Defintions
> Workforce Monitoring ] Groupe

> et Up HRMS £ More..

[ Set Up SACR

> Enterprise Components
> QuickAddress Pro Weh Int,
|- Reparting Tools

I Security
b Utllities
1> Process Scheduler
> Integration Broker
> Mass Changes
> Data Models
— Return to Portal
- iy Personalizations
- bty Dictionary

Process Scheduler
Manage process scheduler,
= Process honior

Step | Action

27. | Click theProcess Scheduler link.
[ Process Scheduler|

28. | Click theProcess Monitor link.
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Search:

> My Favortes

- Self Senvice

> Manager Self Service lﬂew Process Request For

> University of Maine Systern - (0099908 2 5 - Refresh
> Workforee Administration User | A Tymer i Last m
I» Benaflts Server: v Name: | Q Instance: | to|

[> Time and Labor

1> Payroll for North Armerica g:}“s, ‘ v/ g::‘l'l:g‘"“'" [ v [v]save On Refresh
[ Waorkforce Dievelopment %
> Organizational Development Process List

:; é\:;rgs t{;mgmm g Select | Instance ’; Process Type Process Name |User Run Date/Time

[ Set Up SACR 10M 312008 6:57:15AM

i — 504 50R Report sesos e [ Sucsess
[ QuickAddress Pro Weh Int
» Reporiing Tools 503 SR Repott BASO05 001 éoD/;a/zuue BSEABAM g ress
= PeopleTools
b Securty . 10M32008 643568
b Ulliies 501 SOR Report BAS004 oot EOT Success
+ Process Scheduler
500 50R Report gasons ooy (UG BIRIZ g
I Inte gration Broker
[ o 491 S0R Repott UMY oot (D008 SIGSAAM g
' Data Matlels
- Retum o Poral 40 Application Engine L TIMEADMIN oor: 10132008 SA302AM g oo
— ity Personalizations EDT
| MuDictonay | 480 SOR Repatt BASO05 001 éana/znne HEZISAM g nege

Posted

Posted

Posted

Posted

Posted

Posted

Posted

New Window | Heln | Custornize Page | B 4

Step

Action

29.

Click the appropriate entry in thetails column.
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Search:

@

[+ My Faworites

- Self Senvice

> Manager Self Service

[> University of Maine System
1> Workioree Administration
> Benefits

[> Time and Labor

(> Payroll for North America
> Workiorce Development

[» Organizational Development
I Waorkforce Monitoring

> et Up HRMS

[ Set Up SACR

> Enterprise Components

> QuickAddress Pro Weh Int,
I» Reporting Tools

= PeopleTools

> Security

&> Utliies

= Process Scheduler

I Inte gration Broker
> Mass Changes

[ Data Madels

— Refum to Portal

- bty Personalizations
- iy Dictionary

Process Detail

Instance: 504 Type: 8GR Report
Name: BAS00S Description: Confirmation Statement
Run Status:  Success Distribution Status: Posted

Run Control ID: PS_ONDMEM_REFORT Hold Request

Location: ~ Server Queue Request

Server: PE Cancel Request
ODelete Request

Recurrence: Restart Request

Request Created On: 10/13/2008 6:57:154M EDT Parameters  Transfer

Run Anytime After: 132008 6:57:154M EDT Message Log

Began Process At: 132008 6:57:284M EDT Batch Timings

Ended Process At: 132008 G57.434M EDT View LoaTrace

0K Cancel

e Window | Help | Custarnize Pars |

Step

Action

30.

ey L

Click theView Log/Trace link.

Face
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Search:

@

[+ My Faworites

- Self Senvice

> Manager Self Service

[> University of Maine System

1> Workioree Administration

> Benefits

[> Time and Labor

(> Payroll for North America

> Workiorce Development

[» Organizational Development

I Waorkforce Monitoring

> et Up HRMS

[ Set Up SACR

> Enterprise Components

> QuickAddress Pro Weh Int,

I» Reporting Tools

= PeopleTools

> Security

&> Utliies

+ Process Scheduler
=F ar

I Inte gration Broker

> Mass Changes

[ Data Madels

— Refum to Portal

- bty Personalizations

- iy Dictionary

e Window | Help | Custarnize Pars |

View LogiTrace
ReportiD: 440 Process Instance: 504 Message Log
Name: BAS005 Process Type: S0R Report

Run Status:  Success
Confirmation Staterment
Distribution Details

Distribution Node: DEY Expiration Date:

File List

Hame File Size {bytes] Datetime Created

Message Log 1310 10/13/2008 B:57:43.0000004M EDT
bas005 504 POF 4691 10/13/2008 £:57:430000004M EDT
TraceFile 168 10/13/2008 6:57:43.000000AM EDT

Distribute To
Distribution ID Type Di n

User

Retum

Step

Action

31.

Click the PDF entry in thBlame column.

32.

e

=

Print the form; distribute to employee and addeaddits file.
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002/psreportsfHRF[X/440/bas005_504.PDF rosoft Internet Explorer

File Edt GoTo Favorites Hep

Mew @ - ‘ .
B Qe - @ 6 B @ Lo drreos @ R-LELIE B e | 5
| |

@ fiddress | &) https: fpsfn, meine, ed: G002 psreports{HRFIX(440jbas05_504 PDF V| Ga Links >

oot 5 @) s | ) o | @r 1] © B 0 5[ xm] adoherenter g

[+ My Faworites

- Self Senvice

> Manager Self Service
[> University of Maine System
1> Workioree Administration
> Benefits

[> Time and Labor

(> Payroll for North America
> Workiorce Development

[> Organizational Development FACULTY FULL-TIME PROGRAM

b Workioree Wonioring CONFIRMATION OF 2008 ELECTIONS - Miscellaneous Change o
[+ Set Up HRMS

[» Bet Up SACR

> Enterprise Components
> QuickAddress Pro Weh Int,

et

[ Reparting Tools Business Umi: UMS06 Date of Birth:
[ PeopleTaols Employee ID: 0099999 Effective Date:
'; iiﬁ;‘ggf Karen Ca1 Benefit Pgm: FFT Service Date:
> Process Scheduler 3 Event ID: 2 Event Class:

E Portland, ME 04101-2723 Updated by: Updated on:

[ Integration Broker E
> Mass Changes
[ Data Madels

— Retum to Portal
- bty Personalizations
|- bty Dictionary

This statement confirms your recent benefit elections. These coverages will remain m effect until you experience a
change in family status or in your employment sttuation. If an error has been made in recording your elections, please

é contact your Benefits office within 2 weeks.
§ Please keep this form for your records
g
H
i 7; YOUR BENEFIT CHOICES Pay Period Pay Period
E Coverage PreTax AfterTax
£ Benefit Option Category/Base Deduction __Deduction
g Flex Spendmg Health - U.S. (10) HealthCare $  1.000 § 250.00
= Flex Spending Dependent Care (W) Waive
Medical (18) EMO Chotce 8 Employee + 1 Dep. $ 12713
| | Domsstic Parmer Medical (W) Waive e v
El s b Ml © O [= ] o
Dowrloaded (08} 3 Unknosn Zane

Step | Action

33. | Click theClose button.

34. | End of Procedure.
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