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This Benefits Administration User Guide is to assist Non-Commonwealth Paid Insurance
Coordinators (ICs) with the administration of health and optional insurance plans.

If needed, we will publish updates to this User Guide quarterly, according to changes in processing.

Use the following matrix for processing:

Actions to be completed by IC Actions to be uploaded via the online tool
New Hire Enroliment Cross-Reference Payment Options
Employee Demographic
Updates/Changes
Terminations
Beneficiary Updates

Transfers

Qualifying Events

Begin/End Leave Without Pay

Dependent Demographic Data Changes

All Reinstatement in Employment
Statement of Health (SOH) — OIB only
Leave Without Pay (LWOP) w/premium-OIB
only

All Cancellation of Coverage Requests-OIB only|

od Do

o OUo0oo0o 0o

Note: All applications/documentation to the Department of Employee Insurance (DEI)
Enrollment Information Branch (EIB) or Optional Insurance Branch (OIB) should be
uploaded using the online upload tool.

Send questions and/or suggestions for improvements to this User Guide to:

Department of Employee Insurance Department of Employee Insurance
Enrollment Information Branch Manager Optional Insurance Branch Manager
502-564-1205 502-564-4774

501 High Street, 2" Floor 501 High Street, 2" Floor

Frankfort, KY 40601 Frankfort, KY 40601
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|IC RESPONSIBILITIES

This section is to provide you with a guide to your everyday responsibilities as an IC. For you to
assist your employees, it is important that you have knowledge of the insurance plans offered, an
understanding of how the plans work, know the eligibility requirements and be familiar with the forms
used as listed at KEHP and OIB.

As a representative of an agency that participates in benefits offered by DEI, an IC is responsible for
the following actions:

1. Complete all online training, open enrollment webinars and in-person training conducted by
DEI.

a. New IC Training:

i. KHRIS Access Training — includes modules on the Health Insurance Portability
and Accountability Act (HIPAA) and an overview of KHRIS. You must first
complete the KHRIS Access Request Form to gain access to these training
modules.

ii. New IC Training — an in-person training held at the State Office Building in
Frankfort. This training provides hands on experience processing in KHRIS for
enrollment, demographic changes, billing, and more. Contact DEI at 888-581-
8834 to enroll.

b. Open Enrollment Training — gives you up to date benefit related information for the
upcoming plan year.

c. Annual HIPAA Training — like the HIPAA training you took to gain access to KHRIS and
is required yearly to maintain KHRIS access.

Page | 4


https://extranet.personnel.ky.gov/pages/healthinsurance.aspx
https://extranet.personnel.ky.gov/Pages/Insurance.aspx
https://extranet.personnel.ky.gov/KEHP/KHRIS%20Access%20Request%20Form%20NCP.pdf

2. Provide new employee(s) with:

a. Current health insurance, waiver, and Flexible Spending Account (FSA) information and
application(s). Information on all health-related benefits is located on the KEHP website.

b. Current optional insurance coverage information and application. Information on all
optional insurance benefits is located on the OIB website.

c. Information on enrollment requirements
i. For example, the 30-day new hire enrollment/signature deadline, the “First
day/Second month” effective date rule, and how to elect benefits using KHRIS
Employee Self-Service (ESS).

d. Information on qualifying events and deadlines
I. How to fill out, sign and submit forms to DEI and OIB
ii. What supporting documentation is required
iii. What and when verification documentation is required
iv. Deadlines for signature dates

e. Information on COBRA
i. COBRA rates are on the KEHP website.

f. Open Enroliment information regarding dates, requirements, and any benefit/premium
changes.

3. Process employee enrollment, termination, demographic changes/updates in KHRIS in a
timely manner. This includes new employees who do not turn in an application or complete
benefits enrollment online within 30 days of hire.

4. Provide DEI with updates on the Employee Benefits Enroliment Change Form for employee
transfers, begin/end military leave, begin/end LWOP, retirement, and qualifying events in a
timely manner. ICs should submit applications, exceptions, death claims, and all supporting
documentation to DEI using the DEI Upload Tool. Log in using your KHRIS User ID and
password. Once you log in, select the most appropriate upload option.

5. Manage monthly bills by reconciling, processing, and releasing the life, dental, vision and
health premiums, administrative fees, flexible benefits, and health reimbursements within Biller
Direct if your duties include Billing Liaison.

6. Counsel employees on health and optional insurance and provide resources for additional
information such as website addresses, The Benefits Selection Guide, and customer service
numbers for KEHP and vendors.

7. Be familiar with and use the KEHP Administration Manual, Group Life Insurance Certificate
Booklet, and this User Guide to complete your responsibilities.
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https://extranet.personnel.ky.gov/pages/healthinsurance.aspx
https://extranet.personnel.ky.gov/Pages/Insurance.aspx
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https://apps.personnel.ky.gov/DEIFormUpload

LOGGING INTO KHRIS

Log into KHRIS.

To login, use your own KHRIS User ID and password. New/First time users should click on the
“Forgot/Reset Password or New User?” link to create a password. Also, notice the “Forgot KHRIS
User ID” link. Those who have already accessed their KHRIS account but have forgotten or
misplaced their User ID can use this link.

Welcome

Need Help?

KHRIS User ID *

Password * ‘

 ~ SN KENTUCKY
Forgot/Reset Password or New User? _ ®

Connecting the Commonwealth

Browser Requirements PERSONNEL CAB'NET

You are accessing a govermmment computer system which is the property of the Commonwealth of Kentucky. It is for authorized use only regardless of time of day, location or method of access.
Users (authorized or unauthorized) have no explicit or implicit expectation of privacy. Any or all uses of this system and all files on the system may be intercepted, monitored, recorded, copied,
audited, inspected, and disclosed to authorized state government and law enforcement personnel, as well as authorized officials of other agencies, both domestic and foreign. By using this
system, the user consents to such at the discretion of the Commonwealth of Kentucky. Unauthorized or improper use of this system may result in administrative disciplinary action and/or civil

and criminal penalties. By logging in, you acknowledge your awareness of and consent to these ferms and conditions of use. LOG OFF IMMEDIATELY if you do not agree to the conditions
stated in this warning.

Copyright © 2024 Commonwealth of Kentucky. All ights reserved.
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https://khris.ky.gov/irj/portal

After you have logged into KHRIS using your KHRIS User ID and password, select the “Insurance
Coordinator NCP1” tab.

-

KHR'S Home Q

Home My Benefits Insurance Coordinator NCP1 Biller Direct

Having trouble viewing, click here

My Benefits
Enrollment Dependents and Life Insurance Personal Profile
Overview Beneficiaries Beneficiary
Change
o
£ R (i &l

Insurance Coordinator NCP1

My Transactions

Biller Direct

Broker Report

Then select My Transactions.

KHR'S Home

Home My Benefits Insurance Coordinator NCP1 Biller Direct

Insurance Coordinator NCP1

(o

My Transactions

Biller Direct

Biller Direct Broker Report
Overview

o] &

Online B; fits Billing S Infor
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Choose the appropriate transaction from the list on the left to begin processing, displaying screens or
running reports.

< KHR' S My Transactions v .

Related Links Welcome to KHRIS Online Benefits Administration System

‘ Search Q *Firefox Quantum version will not run tcodes from this page. Please try IE. Edge, or Chrome

HRBEMOOOL - Enrollment
nretmen Please use the menu to the left to perform your Insurance Coordinator job duties.

HRBENOOO3 - Participation Monitor
Contact Us:
HRBEMNOOOS - Plan and Participation Over...
Life Insurance Questions: Contact the Life Insurance Branch at (502) 564-4774.

HRBENOO14 - Termination of Participation Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.

HRBENODIS - Confirmation Ferm Health Insurance, FSA or HRA Enrollment Questions: Contact the Enrollment Information Branch at (502) 564-1205.
HRBENOO73 - Health Plan Casts Business Hours are 7:30 am to 4:30 pm, EST Monday through Friday.

HRBEMOO74 - Insurance Plan Costs Health Insurance, FSA or HRA Billing concerns or guestions: Contact the Financial Management Branch at (502) 564-9097.

Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.
HRBEMODO78 - FSA Contributions

PAZ20 - Display HR Master Data
PA30 - Maintain HR Master Data
PAAQ - Personnel Actions

ZAU_SSN - Social Security Search

ZBNF002 - Benefits Policy Conversion Letter
ZBNFO035 - User Password Reset

ZBNQOO12 - Health Post Tax Participants
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ENROLLING A NEW HIRE

A new hire for this process is a newly hired employee never covered under KEHP as a planholder or
a dependent. The new hire is not a returning retiree, transfer from another agency who participates
with KEHP, or a dependent (spouse/child) covered by KEHP. Applications for anyone who is not
considered a newly hired employee should be forwarded to EIB and OIB for processing.

Step 1: Social Security Search

Select Transaction ZAU_SSN Social Security Search from the menu on the left of your screen. Enter
new hire’s SSN in both search fields. Click “SSN Search”. If the name is not found, click “Cancel” to
proceed to next step.

< KHRis ZAU_SSN - Social Security Search v

Social Security Search

Enter SSN in
Search Criteria both fields

55N:

) | s | X conet
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Step 1 continued: SSN Search

If the SSN you entered matches the SSN of an employee who is already a planholder in KHRIS, then
you see that this employee already exists. Send all applications to EIB and OIB for which you get this
result.

If KHRIS does not find a match for the new employee’s SSN, you will see the following message, and
you can proceed to the next step.

< KHR'S ZzAU_SSN-Social Security Search v

Social Security Search

Search Criteria

55N:

The SSN entered does nof exist in the system. Please proceed with

your action. I

Re-type SSN:

l

| QU 'sSN search || 3¢ Cancel |
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Step 2: Dependent SSN Search

Select “ZBNR013-Dependent Search By SSN” from your list of transactions. Do not change the
reporting period dates; the dates will default to the day you are doing the search. In the “Dependent
SSN” field, enter the new employee’s SSN, then select “Execute”.

{ KHR S 2ZBNRO013-Dependent Search By SSN ¥

Dependent search by SSN

Menu | v | 4 | Save asVariant.. || Back || Exit || Cancel || System ,| | | Execute

Additional Selection

Reporting Period 03/16/2023 to 03/16/2023
Dependent SSN ‘ g
First name i
Last name i
Date of birth i
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Step 2 continued: Dependent SSN Search

If the SSN you entered matches the SSN of an employee who is already a dependent in KHRIS, then
you will get a message telling you that this employee already exists. If the member is electing a plan,
send all applications to EIB and OIB for which you get this result. If the member is electing a Waiver
plan, you may proceed to the next step.

¢ KHR' S ZBNRO013-Dependent Search By SSN v Q

Dependent search by SSN

| Menu ‘| w4 ‘ Back HEH Cancel H System _“ ‘ Details H Sort in Ascending Order H Sort in descending order H Set filter H Print preview H Local file..

Agency Code Personnel Number Employee Name Dependent Name Dependent DOB Dependent SSN Dependent Health Plan Dependent Type

If KHRIS does not find a match for the new employee’s SSN, you will see the following message, and
you can proceed to the next step.

{ KHR § ZBNRO013-Dependent Search By SSN v

Dependent search by SSN
v A | Back || Exit || Cancel || S',rstem‘|

No Records found for selection criteria

Note: Itis very important that you perform both SSN searches prior to beginning. If you do not
you will encounter errors later in your processing steps.

Page | 12



Step 3: Personnel Actions

After both SSN searches are performed and no matches were found, select “<* at the top of your
screen and then select “PA 40 Personnel Actions”, from the Transactions Menu on the left.

< KHR S ZBNRO013 - Dependent Search By SSN

dent search by SSN

~ |4 | Back || Exit || Cancel || System

No Records found for selection criteria

¢ KHR S My Transactions v Q

Related Links Welcome to KHRIS Online Benefits Administration System

| Search Q *Firefox Quantum version will not run tcodes from this page. Please try I[E. Edge, or Chrome.

HRBENOOQO1 - Enrollment ) . R
Please use the menu to the left to perform your Insurance Coordinator job duties.

HRBENODO3 - Participation Monitor
Contact Us:
HRBENOOO6 - Plan and Participation Over...
Life Tnsurance Questions: Contact the Life Insurance Branch at (502) 564-4774.

HRBENOO14 - Termination of Participation Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.

HRBENO015 - Confirmation Form Health Insurance, FSA or HRA Enrollment Questions: Contact the Enrollment Information Branch at (502) 564-1205.

HRBENOOT3 - Health Plan Costs Business Hours are 7:30 am to 4:30 pm, EST Monday through Friday.

Health Insurance, FSA or HRA Billing concerns or questions: Contact the Financial Management Branch at (502) 564-9097.
Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.

HRBENOO74 - Insurance Plan Costs
HRBENOO78 - FSA Contributions
PA20 - Display HR Master Data
PA30 - Maintain HR Master Data
PA4D - Personnel Actions
ZAU_SSN - Social Security Search
ZBNF0O2 - Benefits Policy Conversion Letter

ZBNFO0O5 - User Password Reset
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Step 3 continued: Personnel Actions

In the “From” field, enter the employee’s date of hire.
In Personnel Actions box, click “Begin Participation” to highlight.

Click “Execute”.

< KHR S PA40 - Personnel Actions v

Personnel Actions l

Menu , w | 4 | Back || Exit || Cancel || System Execute || S5M Search
% &

Fimd by

Personnel no.
Ll

w Ba Person P
“ Fram 11/01/2024 | 4

Gﬁ Collective search help

Personnel Actions
Action Type Personne_.. EE group EE subgr... Hj
‘ . EM - Begin Parficipation o
BN - End Participation
BN - Begin Leawve W/ Out Pay
BM - End Leawe W/ Cut Pay
BM - Change FSA Billing Freq

BN - Rehire
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Step 3 continued: Personnel Actions

Click on the “Reason for Action” field, (drop down box will appear) choose (01) New Employee
In the “Position” field enter 99999999 (always)

In the “Personnel area” field enter 0004 -Benefits Only

In the “Employee group” field enter L -External BN

In the “Employee subgroup” enter 41 -24 Non-paid

Click “Enter” on keyboard

Click “Save”
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{ KHR'S PAA40 - Personnel Actions +

Create 0000 Actions l

Manu w | 4 | Save || Back || Exit || Cance System
Pers.No. 3991

Start 11/01/2024 to 12/31,/9993

Personnel action

Action Type BM - Begin Participation -

Reason for Action o Mew Employes —

Reference Pers. Mos.

Status
Customer-specific
Employment Aptive

Special payment

Organizational assignment

Pasition 99999959
Personnel area Q004 Benefits Cnly —
Employee group L External - BN —

Employee subgroup 41 24 Non-Paid —

Additional actions

Start Date Aot Action Type ActR

& Sawe your enfries

Step 3 continued: Personnel Actions

Reason for action

Crvanview

Change info group

i

In the “Cost Ctr” field enter Agency’s cost center number (this is specific to your Agency;

9+subarea+company number)

In the “Sub Area” field (use drop down box for type of Agency) enter Agency type (i.e. school board,

health dept, etc.)

In the “Position” field enter 99999999 (always)

In the “Org. Unit” field enter Agency’s organizational unit number (this is specific to your Agency; use

drop down box to search for org unit by searching org unit short text)

Click “Save”
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You may need to Click “Enter” to acknowledge the message at the bottom of screen that reads “Enter

data for payroll past (retroactive accounting)”

Note: This will be the first screen to show the newly generated KHRIS Personnel Number. Now
would be a good time to write down for future use.

< KHR S PA4D - Personnel Actions ~

Create 0001 Organizational assignment

Menu L | Sawve Back Exit Cance System FPrevious record Mext record Crearview Org Structure
Fersonnel Mo 3991 t

Status Active
Stard 110172024 to 12/31 /9999

Enterprise structure

CoCode CIOME Commonweaalth of Kentucior
Pers.area 0004 Benefits Only Subarea zooL Board of Ed. _
Cost Ctr 2200100012 Ashland Ind — Bus. Area 1000 Commomerealth of Kemtucky

Func. Ares

Personnel structure
EE group L External - BM Payr.area BEM Mon-CiOME. Paid

EE subgroup 41 24 Mon-Paid Coniract h

Organizational plan

Position 99999935 Default position

Org. Unit 10006005 ooo12 —

Ashiand Independeant

Step 3 continued: Personnel Action

Enter Employee’s Name (last, first and middle initial), SSN, Date of Birth, Gender/Sex and Matrital
Status

Click “Save”
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{ KHR S PA40-Personnel Actions v

Create 0002 Personal data

v | 4 [ Save || Back || Exit |[ Cancel || System | | [ Previous record || Next record || Overview
Personnel Mo 35351
Position 999993933 Integration: default position
Status Active
Stari 11,/00,/2024 To 12/31,/9999
Name
Last name Wallen ¢
First name Morgan ]
Middle name T 4um
Pref 15 M
Suffix w
Mame
HR data
SEM _ L] Gendar Male ~
Date of Birth 08241983 L
Language English b I

Marital Status Marr. w _

ﬂ Record created

ma

Note: Do not forget to include middle initial and suffix (Jr., Sr., lll, and V), if this information is
provided on their application.

Page | 18



Step 3 continued: Personnel Actions

Enter Address (If employee has a P.O. Box, enter it in “Address line 17)
Enter Telephone Number

Use the Communications section if employee wants to list additional telephone numbers (use drop
down menu for type)

In the “County Code” field select employee’s home county (use drop down menu)

Click “Save”

< KHR' S PA40 - Personnel Actions -

Create 0006 Addresses 1

Meanu , w | 4 | Save Back Exit Cance System Previous record Mext record Crearviaw Foreign address

Personnel Mo 3991 Mame wallen , Morgan T
Position 95959939 Integration: default position
Status Active

Stard 11/01/2024 to 12/31/99399

Address

Address type Permanent residence L4

Care Of

Addrass fine 1 501 High St -
Address line 2

City/county Frankfort -

State/zip code LA Hentucky 40601 _

Country Key Usa b

Primary/Mobile Telephone Mumber 555 |555-5555 -

Communications

Type Mumber Excte
Type Mumber Exta
Type Mumber Excte
Typea Mumber Exta

Additional fields

County Code 037 Franklin -

Save your enines ¥

Note: If you get a zip code error, use the USPS.com website to determine the correct zip code. You
can also use Google.com to search for the correct county of residence.
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Step 3 continued: Personnel Actions

In the “System ID” field, enter employee’s email address.

Click “Save”
< KHR S PA40 - Personnel Actions ~

Create 0105 Communication

Menu w 4 | Save || Back Exit || Camnce System
Personnel No 3991 Mame I Wallem , Morgan T
Position 99999333 Integration: defauMposition

Status Auctive

Star 11/00/2024 to 12/31 /9599

0105 Communication
Type 000 | E-mai

System |D MWL 53&vahoo.com

& Record created

Previous record

Mext record

L)

Creerview

E

Note: Employee should use the email (preferably work email) that they want to receive health and
optional benefit information. If employee does not yet have, or did not supply their email address,

select “Next record” to move to the next screen.
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Step 3 continued: Personnel Actions

Click “Save”
Click “Enter” to acknowledge message at bottom of screen
Click “Enter”

{ KHR S PA40 - Personnel Actions +

Copy 0008 Basic Pay ‘
w | A | Save || Back || Cancel || System ‘l | Previous record || Mest recond || Criarviaw || Salary amvount || Payments and deductions
Personnel Mo 3931 MNames Wallen , Morgan T
EE group L | External - BM Personnel area 0004 Benefits Only Status Active
EE subgroup 41 |24 Non-Paid Pers. subarea 200 Board of Ed.
Stari 11/01/2024 to 12,31 /3939
Subiype Qa Basic confract
Pay scale
Reason Cap.util b 100.00
PS type 93 | Non-Paid WikHrsiperiod 86.67
PS Area 99 | Non-Paid
PS group HON-PAID |Level oL Ann.zalary usD
Wag... WWage Type Long Text Q... |Amount Curre... |In... A.. Number/Unit Unit
8002  Salary (Quasi) usD3 -
usD2
usD3
usD2
usD2
usD3
UsD3 -
< >
IV (11/01/2024 |- |12/31/9999 m 0.000 |USD3

a Record created

§
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Step 3 continued: Personnel Actions

Enter *Original Hire Date (Z1)
Enter Current Hire Date (Z2)
Click “Save”

Click “Enter”

Click “Enter” to acknowledge message at bottom of screen
< KHR S PAA40 - Personnel Actions ~

Create 0041 Date Specifications

Manu w | 4 Save Back Exit Cance System Prewious record Mext record (Chosreiew
Personnel Mo 39391 Mame t wallen , Morgan T

Position bt b B Imtegration: default position

Status Auctive

Stard 11/00 /72024 to 12,31 /9999

0041 Date Specifications

Ciate typ= Date Diate typ= Ciate
71 |Original Hire Date 11,00,/ 2024 _ 72 |Current Hire Date 11,701, 2024 _
Increment Date Z5 |Benefits Elig. Date

Additional fields

Employes Status

{i} Caution: Date types without date specification will be deleted when sawed

* Original Hire Date will be the same as the Current Hire Date

Note: The benefits eligibility date and increment date does not need to be entered. KHRIS will
automatically calculate the benefits eligibility date for you. You can verify the accuracy of the date by
using the “First day/Second month” rule.
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Step 3 continued: Personnel Actions

No information is to be entered on this screen, (applications for dual employees, hazardous duty
retirees, and cross-references are processed by EIB) but verify the information is correct.

Click “Save”
{ KHR S PA40 - Personnel Actions v

Create 0171 General Beneﬁtslfunnatinn

Menu v | 4 | Save || Back (| Exit || Cancel || System , Previous screen || Mext screen || Overview
Personnel Mo 35991 _hame Wallen , Morgan T

Fayroll area EN Org.umit Ashland Independent

Start 11/01/2024 to 12/31,/9999

0171 General Benefits Information

Benefit area jul Comm of KY
1st Program Grouping 0002 MPHihWHRAFSANLIDN
2nd Program Grouping Qoo2 2 Months Start

Additional fields

Hazardous Duty

Cross-Reference

& Record created
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Step 3 continued: Personnel Actions

No information is entered on this screen. View the dates to make sure that the “to” date is 30 days
from hire date.

Click “Save”
{ KHR S PA40 - Personnel Actions =

Create 0378 Adjustment Real:s

w |4 | Save || Back || Exit || Cancel || S;.'sbem‘| | Frevious record || Mesxt record || Cverview
Personnel Mo 3891 - Mame Wallen , Morgan T
Fayroll ares EN Org.umit Ashland Independent
Stari 11./01/2024 to 12,/06,/2024

Adjustment Reason Data
Benefit area Caomm of KXY

Adjustment reason Mew Participant hd

ﬂ Record created

£
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Step 3 continued: Personnel Actions

You will know that this step is complete once KHRIS brings you back to the PA40 home page as
shown below.

< KHR S PA40 - Personnel Actions »

Personnel Actions

Menu w | 4 | Back || Exit || Cancel || System , Execute | | S5M Search
|| a
Find b
g Personnel no. 3991
* Za Person -
=5 Mame wallen , Morgan T Status Active
[ Collective search help wll _
EE group L | External - BN Fersonnel area Q004 Benefits Only
EE subgroup 41 24 Mon-Paid Pers. subares 2001 Beard of Ed.
From 11,/01,/2024

Personnel Actions
Action Type Personne.__. EE group EE subgr... H
.E\l—Segir' Participation -
BM - End Participation
BM - Begin Leave W /| Out Pay
BM - End Leave W/ Qut Pay
BM - Change FSA Billing Freq

BN - Rehire

»
& Record created L—:"I

STOP HERE Aatthis point, you have created a record for the member, and they have defaulted
to the Waiver without HRA and a basic life Insurance plan.

If you are entering an application on behalf of a new employee who HAS NOT signed their application
within 30 days of their hire date, they will automatically be enrolled in the Waiver without HRA. If a
new employee fails to turn in an application, you MUST still enter them into KHRIS to default to the
Waiver without HRA.
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If the application is signed within 30 days, continue to the next step. Step 4: Creating
Dependent and Beneficiary records

This step is to be completed using Transaction PA30 under Benefits tab to add Dependents,
Beneficiaries, and/or tobacco status.

Don’t hit the < or the home button. Once you complete the PA40 action, you must NOT click on the <
and not the Home button. If you click on either, it locks the PERNR. Instead, you must type in the
command box /nPA40 and once complete, then type in /nPA30 and then /nHRBENOOO1 to go from
screen to screen.

Bring up the employee’s record by entering their Personnel number (created in Step 3) into the
“Personnel no.” field

Hit enter on your keyboard
Click on the “Benefits” tab
Click Infotype 0021 “Family Members/Dependents” to highlight the line
Click “Create”
< KHR S PA30- Maintain HR Master Data ~

Maintain HR Master Data

Menu v | 4 | Back Exit Cancel System Create || Change Display Copy Delimit Delete Overview

Personnel no. 3991

% || a

Name wallen , Morgan T Status Active

Find b
¢ EE group L External - BN Personnel area 0004 Benefits Only

~ 8o Person -~ .

EE subgroup 41 24 Mon-Paid Pers. subarea 2001 Board of Ed.

ﬁ Collective search help

Basic personal data | Payroll I Time  Taxes | Planning Data

Infotype Text Statu Period

.0021 Family Member/Dependents - * | Period
0031 Reference Personnel Numbers From To
0041 Date Specifications (V4 Today Current Week
0167 Health Plans v All Current Month
0168 Insurance Plans v From Today Last Week
0170 Flexible Spending Accounts Until Today Last Month
0171 General Benefits Information %/ Curr. Period Current Year
0219 External Organizations [ Choose
0376 Benefits Medical Information « o
< >

Direct selection

s

Note: If you did not write down the Personnel Number in Step 3, you can search for the member
using their SSN or first and last name by clicking on the icon to the right of the “Personnel no.” field.
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Step 4 continued: Creating Dependent and Beneficiary records

Select the appropriate category for the dependent/beneficiary record you are creating. You should
only use “Spouse”, “Child” or “Other Benéeficiary” (for Life Insurance only). KHRIS will not recognize
any other category in this list for KEHP purposes.

Click the category twice, or click once, then click the v

< KHR‘S PA30 - Maintain HR Master Data v

Subtypes for infotype "0021 Family Member/Dependents™ (1)

) Restrictions

[%][% (@[]

Child of Domestic Partner
Registered Pariner

Child

Parent'guardian

Teststor

Guardian

Stepchild

Emergency contact
Related persons
Emergency contact - Optional
Court Ordered Dependent

Retires Account

e sercares mm—
4

18 Entries found

(@ ][ v][&][x]
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Step 4 continued: Creating Dependent and Beneficiary records
Enter the hire date in the “Start” date field (12/31/9999 will already be entered in the “To” field)

Enter first and last name, middle initial and title (Jr., Sr., Ill, and V), gender/sex, date of birth and
SSN

Hit enter on your keyboard (to make sure there are no errors)

Click “Save”

< KHR S PA30 - MaintaiggHR Master Data ~

Create 0021 Family Member/D< >endents
Menu w | Sawe Back Exit Cance System Previous record ext recons Ornrerview
= = rsonnel Mo 39931 MName wallen , M

L
roup L | External - BN FPersomnel ares [alalus3 Benefits Onky Status Sctive

Eg = on
Find by
E subg [} 41 24 Non-Paid Pers. subarea 2001 Board of Ex
- S2g Ferson - .
= Start 11/01/2024 x 12,31 /9599

il Collective search help

hMember Spouse - Mumber

Personal data

ast name Wallen

|
]
m

Zoey nitials C

oo
{

Female - e Pers Mo

m g oo T

4 0 o= g
]

ooom

=te 03/23/13E5

il
1]
2 F

L
i

MO F W
C
i

Smoker
Additional fields

Dependent Werification Fields

Repeat the steps above to create additional dependent records.

Note: If an employee is selecting “single” coverage, this step is not needed for health insurance
elections, but this step is required to add beneficiaries for Life Insurance plan(s). (The same screens
used to add dependents for the health, dental, and vision plans would be used to add beneficiary
information for the Life Insurance plan.) If the employee is adding an External Organization, i.e.,
charitable organization as a beneficiary, see page 28 for instructions.

If the employee is selecting Waiver w/HRA, you will add the dependents listed on their application in
this step also.

If the employee has a disabled dependent, you can still process the application. HOWEVER, do not
add the disabled dependent to the plan. The application must be forwarded to the attention of Kim
Collins in EIB to enroll the disabled dependent. The disabled dependent’s information should not be
entered.
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Step 4 continued: Creating Dependent and Beneficiary records
External Organization as Beneficiary record

Note: This step is used if an employee wants to have an External Organization (i.e., trust fund,
charitable organization) without designating dependents/others as a beneficiary for life insurance
benefits.

This step is to be completed using Transaction PA30 under Benefits tab to add Dependents,
Beneficiaries, and/or tobacco status.

Bring up Transaction PA30 from the menu on the left

Bring up the employee’s record by entering their Personnel number (created in Step 3) into the
“Personnel no.” field

Hit enter on your keyboard

Click on the “Benefits” tab

Select Infotype “0219 External Organizations”
Click “Create”

< KHR S PA30 - Maintain HR Master Data

Maintain HR Master Data

Menu ~ | Back Exit Cancel Systemn Create Change Display Copy Delimit Delste Overview
= = Parsonnel no. EEEE
Mame wallen , Morgan T Status Active
Fimd by
EE grou L | External - BN Personnel area o004 Benefits Cnly
~ Bg Person -
EE subgroup 41 24 Mon-Paid Pers. subarea 2ooL Board of Ed.
i Cellective search help —
Basic personal data Payro Timne || Taxes Planning Dats
nfotype Text Statu Period
00231 Reference Personnel Numbers - = Pericd
0041 Date Specifications -~ From To
0187 Health Flans -~ Today Current Wesek
016828 Insurance Flans - Al Current Month
0170 Flexible Spending Accounts From Today Last Week
i 0171 General Benefits Information “ Ubntil Today L=st Month
- 0219 External Organizations Curr. Period Current Wear
0376 Benefits Medical Information - B choose
037TE Adjustment Reasons - —
< >

Direct selection

Infoty pe 0021 Family Member/Dependenis STy
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Step 4 continued: Creating Dependent and Beneficiary records
External Organization as Beneficiary record

In “Start” date field, enter employee’s hire date (from application)

In the “External organization” box, (use the drop-down menu) select either Charity Organization or
Trust Fund

Enter the name, tax ID, address, and phone number for the organization. You must have the tax ID
for the organization, or you will not be able to select it as a beneficiary in later steps

Click “Save”

Note: Use the drop-down box for the “Country Key” field. Select USA. Do this prior to selecting
the Region/State.

< KHR S PA30 - Mainta]lHR Master Data

Create 0219 External Organizalions
Meanu w | Sawe Back Exit Cance! System Previous recond Mext recond Overview
Personnel Mo 3991 MName wallen , Morgan T
RS =
EE group L | External - BN FPersonnsl ares [nlulwe Benafits Only Status Active

Find by
EE subgroup 41 24 Mon-Paid FPers. subares 2001 Board of Ed.

- 22 Person -
== Start 11./01,/2024 _ 12/31,/9999

ﬂﬂ Collective search help

External organization

Organization type Charity organization - _

Organization Mame St Jude -
Tax number 999995595 -

Charitable org.

Organization's address

H Street and House MNo. 405 Main Sireet -

I 2nd Address Line
City Frankfort _
Region Y [Kentwckoy Po=stal Code 401 _

Couniry Hey Usa -

Telephone Mumber 555 5555555

n

Fax number
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Step 5: Adding Tobacco Use Status

After creating dependent/beneficiary records, you must indicate whether the member is a tobacco
user by completing the following steps while still in Transaction PA30.

Click “Benefits tab”
Select Infotype “0376 Benefits Medical information”
Click “Create”

Note: This step only needs to be completed for tobacco users.

< KHR S PA30 - Maintain HR Master Data ~

Maintain HR Master Data 1
Menu v | 4 | Back || Exit | Cancel || System , Create || Change || Display || Copy || Delimit || Delete || Cwerview

Personnel no. 3991

|| A .

Mame Wallen , Morgan T Staius Active
Find by

EE group L | External - BM Personnel area 0004 Benefits Only

Ll

w £g Person
EE subgroup 41 24 Mon-Paid Pers. subares 200 Board of Ed.
(i) Collective s2arch halp

Basic personal data | Payro Time || Ta=es | Planning Dats

Infotype Text Statu Period
0031 Reference Personnel Mumbers - * | Period
1041 Date Specifications o From To
0187 Health Plans 1/ Today Current Wesk
01688 Insurance Plans v All Current Month
0170 Flexible Spending Accounts From Today Last Waek
0171 General Benefits Information v 4 Lintil Today Last Month
0218 External Organizations "U’ Curr. Period Current Year
‘ . 0375 Benefits Medical Information \f @ Chooss
0378 Adjustment Reasons (¥ 4 ~
< ¥
Direct selection
Imfiotype 0218 External Organizations STy
& Record created SAP4
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Step 5 continued: Adding Tobacco Use Status

Change “Start Date” to hire date

Put a v in the “Tobacco Use” box if the member is a tobacco user. Leave box empty if they are not a

tobacco user

Click “Save”

< KHR S PA30 - Maintaip HR Master Data ~
Create 0376 Benefits Medical lfon‘nation
Menu , ~ 4 | Save Back || Exit || Cancel || System ,

Personnel Mo
|| a

Payroll area BN Org.unit
Fimd by

-

‘ + Tobaceco use

~ B Person

ﬂﬂ Colleciive search help

& Save your eniries

2991 | Mame

Previous recor Mext recon
wallen ,

Ashland Independent

Start 11,/01,/2024 |EEME [13/31/39993

Prior to 2014: Smoker status for EE

only, for past 2 min

2014: Tobacco use for EE andior

covered Spousae/Deps, for past & min

;
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Step 6: HRBENOOO1-Enrollment

Bring up Transaction HRBENOOOL1 — Enrollment
Don’t hit the < or the home button. Once you complete the PA40 action, you must NOT click on the <
and not the Home button. If you click on either, it locks the PERNR. Instead, you must type in the

command box /nPA40 and once complete then type in /nPA30 and then /nHRBENOOO1 to go from
screen to screen.

In the “Personnel No” field, enter employee’s Personnel Number (assigned to employee during the
PA40 step). If you did not write it down, you can enter the employee’s SSN in the “ID Number” field.

Select “Calendar” by clicking on the calendar icon to the far right of the field, enter Signature Date on
employee’s application. (If signature date precedes the hire date, THEN use the hire date in this
field).

Click Green Check Mark

Click “Select”

Highlight New Participant (may already be highlighted)

Click “Get Offer”

< KHR S PA30 - Maintain HR Master Data ~

Enroliment
Menu w | Back Exit Cancel System
Selection set Enroll
Persannel no. E D- Mame wallen , Morgan T on 11702024 (@R s Owerview
DT Offer selection
"} Get offer = Print form = General Notice Error list
(:V Select Paossible offers Enrollment period
Mew Participamnt 111172024 - 1200672024
Life Beneficiary Chg 01/01/1800 - 1273179050
& | F ] || i || M

* Pers.Mo. Name
2881 Wallen . Morgan T
Offer

Note: HRBENOOO1 uses the signature date entered to validate that the employee signed his/her

application within the allotted 30-day period. If the signature date is outside of the 30-day period, the
HRBENOOO1 transaction will not allow you to enroll the employee for benefits. If application is signed
outside of the 30 days of hire, submit an exception form along with an Employee Benefits Enroliment
Change Form to the Enrollment Information Branch in DEI and the life application to OIB to process.
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Step 6 continued: HRBENOOO1-Enrollment

Click on the health insurance plan chosen on application to select it

Note: If you do not see all four health insurance plans and all three waiver options*, an error has
occurred somewhere in one of the steps. Call EIB for assistance at 888-581-8834, option 3.

*Health Departments will only see the “Default Waiver — no VISA/$$” option.
Enrollment

Menu | v | 4 | Back || Exit || Cancel || System ,

Direct selection [EREEEELGAEE Enroll
Personnel no. Mame Wallen , Morgan T an 11/01/2024 |[F) 2 Overview
D number Offer selection

[} Getoffer o Print form o General Motice

@ Select Possible offers Enraollment period
MNew Participant 110172024 - 12106/2024
Life Beneficiary Chg 01/011800 - 12/31/2890
2% [ || @ ||

* Pers.Mo. Name

2881 Wallen . Morgan T
New Participant

(Ly Enrol [ Costs ) Undoselection |9 | & Error L
Plan Sta...  Valdity period Acti....
 Nedical -
Living\Wedl CDHP 01/01/2025 - 12/21/2000
Living\Wedl FPO 01/01/2025 - 12/21/2000
Living\Wedl Basic COHP 01/01/2025 - 12/21/2000
LW High Deductible Health Plan 0170112025 - 12/31/2p00
Waiver HRA - with § 01/01/2025 - 12/21/2000 v
{ 3
E"
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Step 6 continued: HRBENOOO1-Enrollment
Select appropriate plan level (Parent Plus if only adding children to plan, Couple if only adding

spouse, Family if adding children and spouse.).

If member is not adding dependents and chose a single plan, just click “Accept”

Maintain Health Plan

Fers.Mo. Ilen .Morgan T

||.ivingﬂe11 PPO
|m/oa/2025 |- [12/31/9999 |

St«iﬁidpaﬁon in period

Y ovseers |

Plan options

Health Pian Opt KEHP

Dependent Cover Couple

Costs USD Semi-monthly
e  oassns e
Enciorer

Note: Dependents must be added if the member selects the Waiver General Purpose HRA using
these same steps.
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Step 6 continued: HRBENOOO1-Enrollment

Click on the “Dependent” tab to see a list of eligible dependents
This is the step where dependents are added to the plan.

Place a v in the box beside the name of each dependent listed on the application to be covered on
the health insurance

Click “Accept” when done

Maintain Health Plan

Fers.Ma. Ilen . Morgan T

Fian |Livingkel1 pPo

Start |or/01/2025 |- [12/31/9999 |

Stop panicipipeﬁnd

Select. |Nu'ne

W Zoay Wallen
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Step 6 continued: HRBENOOO1-Enrollment

Follow these steps if the member is electing Waiver General Purpose HRA.

Click on Waiver HRA — with $.

Enrollment

v ¢ [Baex | [0 ] Comet | Sysem |

Direct selection JEES=E=laiE=-1

Enroll

Personnel no.

ID number Offer selection

Mame wallen , Morgan T

o i @

| () Getofier | & Printform | & General Notice

| @ Selec! | Paossible offers

MNew Participant

Life Beneficiary Chg

Pers.Mo. Mame

3881 Wsllen . Morgan T
New Participant

Enrolliment period
1170172024 - 12/06/2024

01/01/1200 - 12/21/2820

| @Ewol | [ Costs

£ Undo selection |%|ﬁ||

Plan

* Medical
Living\Wedl CDHP
Living\Well PPO

Living\Wedl Basic COHP

LW High Deductible Health Plan
- Wver HRA- v 5

Walidity pariod

01/01/2025 - 1273112088
01/01/2025 - 12/21/2020
01/01/2025 - 12/21/2000
01/01/2025 - 12/31/2020

01/01/2025 - 12/31/2820

s

Emror list

Ermor List
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Step 6 continued: HRBENOOO1-Enrollment
Next select “Source of other Coverage” from drop down.
If member is not electing to add any dependents, select Accept.

If member is electing to add dependents, continue to next step.

Maintain Health Plan

PersMNo. Ilen Morgan T

Pian |'h‘aiver' HRA - with §

Stzn OL/01/2025 - 12/31/9999 |

Stop participation in period

Depandents

Plan options

Hezlth Plan Jpt Emplayer Funded 5175 Manthly v

Dependent Cover General Furpose HRA v

Sar Other Cover Coverad with my spouse’s emplayer (does not incude TRICARE)

Costs USD Semi-monthly

o s
Employer 87.50
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Step 6 continued: HRBENOOO1-Enrollment
Click on the “Dependent” tab to see a list of eligible dependents
This is the step where dependents are added to the plan.

Place a v in the box beside the name of each dependent listed on the application to be covered by
health insurance or on the Waiver General Purpose HRA

Click “Accept” when done

Maintain Health Plan

Fers.Mo. Ilen . Morgan T

[Waiver HRA - with 5

[oa/masz025 |- [12/31/9999 |

Stop participati period

ES)
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Step 6 continued: HRBENOOO1-Enrollment

To enroll a member in Optional Dental or Vision Plans (if applicable), continue on the same screen.

Select the “Dental or Vision” plan member elected to enroll in.

Note: If you do not see any dental or vision plans, an error has occurred somewhere in one of the
steps. Call OIB for assistance at 888-581-8834, option 4.

Enroliment
Menu , | v
Selection set
Personnel no.
1D number
(5 Select
42| F G] || o || M

Pers. No. Mame

3991 Wallen . Morgan T

Back || Exit || Cancel || System ,
Enroll
Name wallen , Morgan T

Offer selection

{7 Get offer & Print form
Possible offers
MNew Participant

Life BEeneficiary Chg

MNew Participant
(%» Enroll [ Costs
Flan
= Dental
Anthem Dental Bronze
Anthem Dental Silver
Anthem Dental Gold
* \ision
Anthem Vision Bronze
‘ Anthem Vision Silver
Anthem Vision Gold
* Basic Life AD&D

Basic Life and ADED

on 11/01/2024 Ll Owverview

é General Motice Error list
Enrolliment period
1110172024 - 12/06/2024
01/01/1800 - 12/31/9959
3 Undo selection T |a Ermror List
Sta... | Validity period Achi...
-~
010172025 - 12/31/9999
0110172025 - 12/31/9999
010172025 - 12031/9999
0110172025 - 12/31/9999
010172025 - 12031/9999
0110172025 - 12/31/9999
O 010172025 - 12031/9999 -
Il
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Step 6 continued: HRBENOOO1-Enrollment

Select appropriate plan level (Parent Plus if only adding children to plan, Couple if only adding
spouse, Family if adding children and spouse.).

If member is not adding dependents and chose a single plan, just click “Accept”. If they are adding

dependents, proceed to the next step.

Maintain Health Plan

Pers. No. len Morgan T

Flan |Am:he-1 Dental Silver

Start |o1/01/2025 - |12/31/9999 |

St rticipation in period

[ovion [T

Plan options

Health Plan Opt KEHP

Dependent Cover Couple

Costs USD Monthly

oo 0.6 Y e
crover
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Step 6 continued: HRBENOOO1-Enrollment
Click on the “Dependent” tab to see a list of eligible dependents

This is the step where dependents are added to the plan.

Place a v in the box beside the name of each dependent listed on the application to be covered on
the dental and/or vision plan

Click “Accept” when done

Maintain Health Plan

Pers.Mo. Ien , Morgan T

Flan |Am:hE|1 Dental silver

Start |01/01/2025 - 12/31/9999 |

Stop participatig period
(vril il Dependents

Select. |Nﬂ'ne Type of dep./ben. il

il Zoey Wallen Spouse
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Step 6 continued: HRBENOOO1-Enrollment

To enroll beneficiaries in the Life Insurance Basic AD&D and/or Optional (if applicable), continue on
same screen

Select “Basic Life AD&D” (or any of the Optional Life plans the member choses to enroll in)

Enroliment
Menu , « 4 | Back || Exit || Cancel || System ,
Selection set Enrall
Personnel no. Name wallen , Morgan T on  |11/01/2024 |[E i Overview
s Offer selection
c‘iﬁ-’ Get offer é Print form é General Mofice Error list
fE’ Select Possible offers Enrcllment period
Mew Participant 110172024 - 12/06/2024
Life Beneficiary Chg 01/0171 800 - 12/31/9999
2|7 Gl || || B

Pers.No. Name
3991 Wallen . Morgan T
New Participant
(E# Enroll [ Costs I£3 Undo selection % |4 Error List
Flan Sta...  Validity period Acti..

~ Basic Life AD&D

Basic Life and AD&D O 01/01/2025 - 12/31/9999
= Optional Life
Opficn 1, 510K, age 40-59 01/01/2025 - 12/31/99399
Opfion 2, 525K, age 40-59 /012025 - 1203179999
- Opfion 3, 550K, age 40-59 01/01/2025 - 12/31/9999
Opfion 4, 100K, age 40-59 01/01/2025 - 12/31/9939
Opfion 5, $150K, age 40-59 01/01/2025 - 12/31/9999

* Dependent Life

Dep Option 1, 10k/2.5k13k 017012025 - 12/31/9999 v

W

Note: Basic Life and AD&D is an automatic enrollment for every new employee. However,
beneficiaries are not automatically selected. Follow these instructions to select beneficiaries.
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Step 6 continued: HRBENOOO1-Enrollment
Click the “Beneficiaries” tab

Assign percentages for the Primary beneficiaries
Place v next to Contingent beneficiaries

Select “Accept’

Maintain Insurance Plan

Pers.No. 3991 \wallen , Morgan T

Plan |Ba5ic Life and AD&D

Start |01/01/2025 |- |12/31/9999 |

Stop participationtud

Coverage B GTREEE

‘Name |Type of dependentibenaf |Cun_ 5}

100 Zoey Wallen Spouse O ©

100 StJude Charity organization i

Note: Percentages for both Primary and Contingent beneficiaries must equal 100%. You do not have
to enter beneficiaries for optional dependent plans the member may elected. The member is
automatically the beneficiary for optional dependent plans.
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Step 6 continued: HRBENOOO1-Enrollment

To enroll in Flexible Spending Accounts, select “Healthcare FSA or Child and Adult Daycare FSA”
Only do this step if the member has completed the FSA section on the Employee Benefits
Enrollment Change Form. If not, proceed to the next step.

In the “Contribution” field, enter the full annual amount selected by the employee

Click “Accept”

Maintain Flexible Spending Account

Pers.Mo. 3991 \Wallen , Morgan T

|Hea1 thcare F5A

jo1/01/2025 - [12/31/99%9

Stop participation in period

Target contribution period 01/01/2025-12/31/2025

Contribution | 3200/USD

Note: The annual amount of the FSA contribution pertains to one calendar year. The FSA plan will
end on December 31. Divide the annual contribution amount by the number of paychecks left in the
year. This will be the member’s per-paycheck amount. In addition, KHRIS may change the
contribution amount that you input by rounding down a few cents. This is just a mathematical
adjustment made by KHRIS to ensure the member’s contributions are divided equally between the
remaining paychecks for the year.

*Health Departments do not complete this step to enroll their employees in FSA benefits.
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Step 6 continued: HRBENOOO1-Enrollment

Screens for Child and Adult Daycare FSA are identical to screens for Healthcare FSA

Maintain Flexible Spending Account

Pers No. Ien  Morgan T

Plan ‘chﬂd & Adult Daycare FSA

Start |u1jo1j2025 | |12,f31,’9999 |

Stop participation in period

Target contribution period 01/01/2025-12/31/2025

Contribution \ zsuu\usn
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Step 6 continued: HRBENOOO1-Enrollment

Select “Enroll”

Enroliment

Menu , v 4 | Back H Exit || Cancel H System ‘|
G Selection set Enroll
Personnel no. Name Wallen , Morgan T on 11,/01/2024

D numoer Offer selection
| {7 Getofier | & Printform | & General Notice ‘ Error list
‘ (@ Select | Possible offers Enrollment period
New Participant 11/01/2024 - 12/06/2024
Life Beneficiary Chg 01/01/12800 - 12/31/9999
* Pers.No. Name
3991 Wallen . Morgan T
New Participant
~| (& Enroll | [ Costs | ) Undo selection EE Error List
Plan Sta...  Validity period Acti...
Anthem Vision Gold 01/01/2025 - 12/31/9909 ~

¥ Basic Life AD&D
Basic Life and AD&D ] 01/01/2025 - 12/31/9999 q/

¥ Qptional Life

Option 1. 510K, age 40-59 0110172025 - 12/31/9999
Option 2, 525K, age 40-59 01/01/2025 - 12/31/993% o/
Option 3, 350K, age 40-59 01/01/2025 - 12/31/9929
Option 4, 100K, age 40-59 01/01/2025 - 12/31/9929
Option 5, $130K, age 40-59 01/01/2025 - 12/31/9999

w
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Step 6 continued: HRBENOOO1-Enrollment

Select “Enroll” again when the “Confirmation of Selected Actions” window pops up.

Confirmation of Selected Actions

List of Plans
Activity Plan From

Change Waiver HRA - with § 01/01/2025
Create Anthem Dental Silver 01/01/2025
Change Basic Life and AD&D 01/01/2025
Create Option 2, 325K, age 40-59 01/01/2025
Create Dep Option 6, 50k/0/0 01/01/2025
Create Healthcare FSA 01/01/2025
Create Child & Adult Daycare FSA 01/01/2025

~| (& Enroll || % Cancel |

Note: Verify that all benefit elections (health, dental, vision, life, FSA) that the member elected on
their applications are shown here on this screen.
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Step 6 continued: HRBENOOO1-Enrollment
You will receive acknowledgement “Enrollment completed successfully”

Select “Confirmation” to print off a confirmation page for your records or to give to your new
employee.

Select “Continue” if you do not wish to print a confirmation

Enroliment

Iil Enroliment completed successiully

Continue || & Cenfirmation |

Page | 49



Step 6 continued: HRBENOOO1-Enrollment
Change “Output Device” to ZPDF

Click “Print Preview”

Print:

Output Device # [zpPoF

Frontend Printer |

Spool Request

Name |PBFORV |LOCL |BN_STUDENTO1

Cover Page Text |

i —

Spool Control Number of Copies
1+ Print Immediately Mumber of Copies

| Delete After Qutput

| New Spool Request Cover Page Settings
| Close Spool Request SAP Cover Page

Spool Retention Recipient
Storage Mode Department I:I

[ & rint | | @ Print Preview | | & Additional Options || 3¢ |

Note: You must click “Print Preview” to view the confirmation page before you can print. You
cannot print from this screen.
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Step 6 continued: HRBENOOO1-Enrollment

Once you see the Benefits Confirmation page, click on the Printer icon to print the document.

Print Preview, Document 1 of 1
Menu 4 | Back || Bxit || Cancel || System,

Benefits Confirmation

Social Security Number
HEAHH5454

Dual/Retiree Return to Work
NO

Gender
Mals
‘Work Phone

LW Premium Increase
NO

Waiver HRA - with $ 01701 /2025

Coverage Level

v | ECT 320y FEL, | e

Note: This screen uses Adobe Acrobat Reader. If you do not have this software downloaded on

your computer, this screen will not show. Go to get.Adobe.com to download and install the free
software.
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Employee Demographic Changes/Corrections

This transaction will allow you to correct and/or update employee demographic data such as names,
gender, social security number, birthday, marital status, and address. Any corrections for dependents

must be sent to the Enrollment Information Branch.

Step 1. PA30 Maintain HR Master Data

In the “Personnel No.” field, enter employee’s Personnel Number or use the search options to find it.

Click “Enter” to bring up the employee’s record

Select “Basic personal data” tab

Maintain HR Master Data

Menu ~ | 4 | Back || Exit || Cancel || System , Create || Change || Display || Copy || Delimit || Delete || Owerview
=3 & Perzonnel no 3991
Mame wallen , Morgan T Stafus Active
Find by
! EE group L | Extemnal - BN Perzonnel area 0004 Benefits Only
= &8 Person - )
EE subgroup 41 24 Mon-Paid Pers. subarea 2001 Board of Ed
(H) Collective search help -
GECT e GEEN Payroll | Benefits | Time | Taxes | Planning Data
Infofype Text Statu Period
0000 Actions * Period
0001 Organizational assignment v From To
0002 Personal data o Today Current Week
0006 Addresses vy All Current Manth
0007 Planned Working Time vy From Today Last Week
0008 Basic Pay J Until Today Last Month
0009 Bank Details Curr. Period Current Year
0019 Monitoring of Tasks B Choose
0031 Reference Personnel Numbers -
L4 »
Direct selection
Infotype STy
AP
™
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Step 1 continued: PA30 Maintain HR Master Data
Select Infotype “0002 Personal Data” (highlight)
Click “Change” -if you are correcting an error

Click “Copy” -if you are updating information

Maintain HR Master Data ! |}
Menu , v | 4 | Back || Bxit || Cancel || System Create || Change || Display || Copy || Delimit || Delete | | Overview
=3 & Perzonnel no 3991
Hame wallen , Morgan T Status Active
Find by
: EE group L | Exiemal - BN Personnel area 0004 Benefits Cnly
= 2p Person - _
EE subgroup 41 24 Non-Paid Pers. subarea 2001 Board of Ed
(H) collective search help -
GRS e B IGEIEl | Payroll | Benefits | Time | Taxes | Planning Data
Infiotype Text Statu Period
D000 Actions * Period
0001 Organizational assignment N{ From To
*0002 Personal data vy Today Current Week
0006 Addresses o All Current Maonth
0007 Planned Working Time o From Today Last Week
000& Basic Pay \f Unitil Today Last Month
0009 Bank Details Cum. Period Current Year
0019 Monitoring of Tasks [E] Choose
0031 Reference Personnel Mumbers —
< >
Direct selection
Infotype STy
Fry
==

Note: Only choose “Change” if you are correcting data that has been wrong since the employee’s
initial entry into KHRIS. If you are updating a name due to a name change, make sure the employee
has a new social security card, marriage certificate or court order reflecting the name change. If you
are correcting information and clicked “Change”, do not change the “Start Date”. If you are updating
the information and clicked “Copy”, enter today’s date in the “Start Date” field. Update any applicable
demographic data.
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Step 1 continued: PA30 Maintain HR Master Data

Change/Update all applicable data (name, date of birth, marital status, etc.)

In this instance, the employee’s date of birth was corrected, so the “Change” function was used.

Click “Save”

Change 0002 Personal data ‘

Menu w 4 | Save

%[ & Personnel No
Position

Find b
J Status

« 2o Person
4 Start

(Hj Collective search help -

Name
Last name
First name

Middle name

Suffix

Hame

iHR data
SSN
Date of Girth
Language

IMarital Status

Back || Exit

Cancel || System , Previous record
3991 Mame
99993953  [ntegration: default position
Active

08,/24,/1983 To 12/31/9939

Wallen
Morgan
T

Wallen , Morgan T

08,/24,/1984
English w

Marr. v

Next record Overview
wallen , Morgan T
Changed on 10,/09,/2024 BN_STUDENTO1
Pref 12 Nm
Gender IMale

4
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Step 1 continued: PA30 Maintain HR Master Data

For address changes/updates, select Infotype “0006 Addresses” (also under the “Basic Personal
Data” tab)

Click “Change” -if you are correcting an error — do not change the start date
Click “Copy” -if you are updating information — change start date to the date request is signed
In this example we will use copy.

Highlight Addresses and then select copy.

Maintain HR Master Data l l
Menu v | 4 | Back || Exit || Cancel || System , Create || Change || Display || Copy || Delimit || Delete || Cverview
% | 4a Personnel no. 3951
Mame wallen , Morgan T Siatus Active
Find by
EE group L | Extemal - BN Personnel area 0004 Benefits Only
* 20 Person - )
EE subgroup 41 24 Mon-Paid Pers. subarea 2001 Board of Ed
[H) Collective search help - l
GEST TR E B =l Payroll || Benefits | Time | Taxes | Planning Data
Infotype Text Statu Period
0000 Actions - * Period
0001 Organizaticnal assignment i/ From To
0002 Personal data o Today Current Week
- .unus Addresses v Al Current Month
0007 Planned VWorking Time v, From Today Last Week
0003 Basic Pay */ Until Today Last Month
0009 Bank Details Curr. Period Current Year
0019 Monitoring of Tasks [8] Choose
0031 Reference Personnel Numbers v
{ »
Direct selection
Infotype 0002 Personal data STy

&) Record changed

4
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Step 1 continued: PA30 Maintain HR Master Data

In the “Subtypes for Infotype “0006 Addresses” window, select “Permanent residence”

Either click twice, or click once then click v

Subtypes for infotype "0006 Addresses" (1)

> Restrictions

[ @I[m][®] v

STyp |Na'ne

. 1 Permanent residence _
Emergency address
Mailing address

Mursing address

Dependant's address

Address of Spouse

Place of Residence Provided by Employer
Hofel Accommedation Provided by Employer
Birthplace

Mandate Crganization(SA PBS)
Secondment Organization(SA PBS)

Wark Address

14 Enfries found
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Step 1 continued: PA30 Maintain HR Master Data

In this example, we used the “Copy” function to update new address information. Make sure that the
city, zip code and county code all match. You will get an error if they do not.

Update all pertinent address information

Hit “Enter” on your keyboard to check for errors. If you get a zip code or county code error, use
the USPS.com website to determine the correct zip code. You can also use Google.com to
search for the correct county of residence.

Click “Save”

Copy 0006 Addresses

Menu , w | 4 Save Back Exit Cancel Systemn Previous recornd Mext record Owerview

= N Personnel Mo 3991 MName wallen , Morgan T
Position 99399993939 Integration: default position
Find by -
Status Active
~ 20 Person A . o -
Starl 11,/16/2024 to 12,/31,/9599
(Hi Collective search help -
Address
Address type Permanent residence -
Care Of
Address line 1 245 Walnut Lane

Address line 2

Cityfcounty Frankfort

State/zip code Ky Kentucky 40801

Country Key Usa w
Primary/Mobile Telephone Mumber 555 S5E5-5555

Communications

Tvpe Mumber Exte
Type Mumber Exte
Type Mumber Exte
Type Mumber EXTe

Additional fields

County Code 037 Franklin

;

Note: If there was not a telephone number already listed, you can enter it during this transaction.
The first telephone number listed should be the primary phone number. If employee has multiple

numbers to enter, use the “Communications” area to enter multiple numbers. Use the drop-down

menu next to “Type” field to select option (work, cell, other, etc.). If applicable, enter extension for
work numbers. Repeat this step if needed to add additional phone numbers.

PROCESS COMPLETE
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Terminating Participation

State Boards of Education should utilize MUNIS to enter a termination or should follow the

steps below to enter the termination through KHRIS.

Step 1: Verify Plan Information

Bring up Transaction PA20 under “My Transactions”

In the “Personnel No.” field, enter employee’s Personnel Number, or use the search options to find it

Hit “Enter” on your keyboard to bring up the employee’s record

Display HR Master Data

Menu - | 4 Back Exit Cancel System Display
Personnel no 3990
|| A
HMams wallen , Morgan T
Find by
! EE group L | Extermal - BM

« 20 Person

EE subgroup 41 24 Mon-Paid
(i Collective search help -
GECIEELS O E R E SN Payroll | Benefits

Infotype Text
000D Actions
0001 Organizational assignment
0002 Personal data
0006 Addresses
0007 Planned Working Time
D003 Basic Pay
0009 Bank Details
0019 Monitoring of Tasks:
0031 Reference Personnel Mumbers
<
Direct selection
Infotype

Chvennew Refresh Data

Personnel area Qo0

Pers. subarea 2001

Time | Taxes | Planning Data

Statu Period

]

= Period
From
Today
Al

From Today

AL L L S

Until Today
Courr. Period

B Choose

Status Active

Benefits Cnly
Board of Ed

Current Week
Current Month
Last Week
Last Month

Current Wear

|
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Step 1 continued: Verify Plan Information

Select the “Benefits” Tab

Click on “0167 Health Plans”, and then click “Display” to view health, dental, and vision insurance
plans information. Make sure the plan has not been terminated, that there is no future dated
termination, and that this is not a cross-reference plan (if it is, DO NOT TERM. Send to EIB instead)

Click on “0168 Insurance Plans”, and then click “Display” to check the life insurance plan

Click on “0170 Flexible Spending Accounts”, and then click “Display” to check flexible spending

accounts.
Display HR Master Data
Menu , w | A Back Exit Cancel System Display
= & Personnel no 3991
Hame wallen ,
Find by
EE group L | Extemnal - BN
- £p, Person - _
EE subgroup 41 24 Mon-Paid

(Hi Collective search help

Basic personal data
Infotype Text
0021 Family Member/Dependenis
0031 Reference Personnel Numbers
0041 Date Specifications
0167 Health Plans
0165 Insurance Plans
0170 Flexible Spending Accounis
0171 General Benefiis Information
0219 External Organizations:
0376 Benefits Medical Information
<
Direct selection
Infotype

Morgan T

Overview

Payrall Time

tatu

!

b

CLLCCLCL &

<

L

Refresh Data
Personnel area o004
Pers._ subarea 2001

Planming Data

Period
= Period

From
Today
All
From Today
Until Today
Courr. Period
Bl Choose

T,

Status Active

Benefits Only

Board of Ed

Current Week
Current Momnth
Last Week
Last Month

Current Year

Note: Complete the above steps to make sure you have the correct Personnel No. and to verify that
the health, dental, vision, life, and FSA(s) have not been terminated. If the plan has been terminated
and all information (dates) are correct, then nothing needs to be done. DO NOT TERM if health plan
is in the cross-reference payment option. Forward to EIB for processing.
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Step 1 continued: Verify Plan Information

In this example using Infotype 0167 Health Plans, the health plan has not been terminated yet, nor is
there a future term date (as indicated by the 12/31/9999 in the “to” date. That means this plan is still
active. If it were termed, you would see a plan termination date in the “to” field). This is not a cross-
reference plan (or you would see “Prime” or “Sec” at the end of the benefit plan. Ex: Default
LivingWell Basic CDHP Prime, Default LivingWell Basic CHDP Sec.). You will also view dental and
vision plans using Infotype 0167 Health Plans.

You can now check the Life insurance plan(s) in Infotype 0168 and the FSA contribution(s) in Infotype
0170. If you know the member has no FSA(s), you can go to the next step.

Display 0167 Health Plans

Menu , « 4 | Back Exit || Cancel System , Previous record Mext record Owverview
Personnel Mo 3991 = Mame wallen , Morgan T
% a S
Payroll area BN Corg_unil Ashland Independent
Find by
Tobacco X
-
= 2p Person o _.
Siard 01,01 /2025 fo 12 /31,/9999 Cchhng 10/10/2024 |BN_STUDENTOL
(Hi Collective search help -
Plan AB23 Waiver HRA - with 3

Administration | Cosiz | Dependenis | Additional data

General plan data

EBenefit area 01 (Comm of KY

Plan type ADDL Medical

Benefit plan AB3Z3 Waiver HRA - with 3

Health Plan Cption 0001 Employer Funded 5175 Monthly
i Dependent Coverage 0007 General Purpose HRA

Planning Parameters

Cost Rule Variand 0006 \Waive Coverage

Additional fields

Source of Other Coverage Coverad with my spouse’s employer (does not include TRICARE)
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Step 2: PA40 End Participation/Benefit Eligibility

Once you check plans in PA20, DO NOT click on the < nor the Home button. Instead, you must type
in the command box /nPA40.

If your employee’s record does not automatically pull up, enter their Personnel Number in the
“Personnel No.” field, and then hit “Enter” on your keyboard.

Personnel Actions
Menu w 4 | Back || Exit || Cancel || System, Execute || 32N Search
T |4
Find by
’ Personnel no 3931 _
= 2o Person -
= Mame wallen , Morgan T Status Active
(H) Collective search help - _
EE group L | External - BM Personnel area 0004 Benefitz Only
EE subgroup 41 24 Non-Paid Pers. subarea 2001 Board of Ed
From

Personnel Actions
Action Type Personne... EE group EE subgr... Hi
BM - Begin Participation -
EMN - End Participation
EM - Begin Leave W/ Out Pay
BM - End Leave W / Out Pay
EM - Change FSA EBilling Freq

EM - Rehire

g

Page | 61



Step 2 continued: PA40 End Participation/Benefit Eligibility

In the “From” field enter the day AFTER the employee’s last day of work (i.e., if the employee’s last

day of work is 03/15/2023;

Select “End Participation”
Click “Execute”

Personnel Actions

Menu LAR |
| 4a

Find by
~ 24 Person

ﬂﬁ Collective search help

you will enter 03/16/2023)

4

Back || Ext || Cancel System Execute || S5M Search

Personnel no. 3991
Ll

Mame wallen , Morgan T Status Antive
¥ EE group L | External - BM Perzonnel area 0004 Benefits Only

EE subgroup 41 24 Mon-Paid

From 01,/02/2025 -

Personnel Actions
Agction Type

- Begin Participation

BM
- . BM - End Participation

BM - Begin Leave W/ Qut Fay
BM - End Leave W [ Qut Pay
BM - Change F5A Billing Freg

BM - Rehire

Paers. subsres 2001

Board of Ed.

Personne... EE group

EE subgr... Hj

-~
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Step 3: PA40 Personnel Actions

At this screen, you will ONLY enter 99999999 in the Position Field. The day AFTER last day worked
will populate in the “Start” field.

Hit “Enter” on your keyboard to make sure there are no errors

Click “Save”

Copy 0000 Actions

Menu ~ | 4 | Save || Back || Exit || Cancel || System , Previous record Jext record | | Owerview | | Execute info group || Change info group
Pers.Mo. 3991

Mame wallen , Morgan T

EE group L | External - BN Personnel ar 0004 Benefits Only

EE subgroup 41 24 Mon-Paid

Stari 01/02/2025 to 12/31,9999

Personnel action

Action Type BM - End Participation -
Reason for Action BMN_End Participation

Status . .
Customer-specific - YOU Wl” enter EIg ht
Employment Withdrawn B g,s in the POSition
Special payment hd F|e|d On|y and then

save.

Organizational assignment
Position 99959999
Personnel area 0004 Benefits Only
Employee group L External - BN
Employee subgroup 41 24 Mon-Paid

Additional actions

Start Diate Aot Action Type ActR Reason for action {5
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Step 3 continued: PA40 Personnel Actions

You ONLY need to click Save on your keyboard

Copy 0001 Organizational a nment

Wen L AR | |Save||Eack||CannEl||Sy5tem‘| |Preu10usre|::nrd||NE:drecnrd”Duerview”DrgStn.lctlre
Personnel Mo 3391 Mame Wallen , Morgan T

EE group L | External - BN Personnel area 0002 Bensfits Only Status Withdrawn

EE subgroup 41 |24 Mon-Paid Pers. subarea 2001 Board of Ed.

Starl 0./02/2025 to 12/31 /9939

Enterprise structure

CoCode COMK. | Commonwealth of Kentucky

Pers.area 0004 Benefits Only Subarea 200 Board of Ed.

Cost Cir 9200100012 Ashland Ind Bus. Area 10040 Commonwealth of Kentucky
Furnc. Arez

Personnel structure
EE group L External - BN Payr.ares EN | Mon-COMEK Paid

EE subgroup 41 | 24 Non-Paid Contract w

Organizational plan

Position 99999993 Default position

COrg. Unit 10006005 00012

Ashland Independsnt

& Record created

4
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Step 3 continued: PA40 Personnel Actions

When you have completed this step, the system will return you to the first screen you started with.

Personnel Actions

Menu |

Find by
* &g Person

(i} Collective search halp

& Record creatad

b

%

fa

Back | Exit || Cancel || System Execute
. Personnel no. 3991

Mame Wallen , Morgan T
¥ EE group L | External - BM

EE subgroup 41 24 Mon-Paid

From 01,/02,/2025

Personnel Actions

Action Type

BM
. BM
BM
BM
BM

BM

- Begin Participation

- End Participation

- Begin Leave W ! Out Pay
- End Leawve W [ Out Pay

- Change F5A Billing Freg

- Rehire

55N Search
Status Active
Personnel area 0004 Benefits Only
Pers. subares 2001 Board of Ed.

Personne... EE group EE subgr... {j

tal

Eavc
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Step 4: HRBENO0O014 Termination of Participation

Once you complete the PA40 action, do not hit the < (back button) or the tar (home button). If
you click either, it locks the PERNR. Instead, you must type in the command box /nHRBENO0O014 to go
from screen to screen.

Enter employee’s Personnel Number in the “Personnel No.” field.
Go to the calendar selection and enter last day worked (i.e., last day of work is 01/01/2025)

Click “Select”

Termination of Plan Participation

Menu w4 Back Exit Cancel Systemn

Seiection s=t Termination for

Fersonnel ne. 851 Mame on ol 00 2025 |ER Overvien

D numk-ar Stop participation Display Plan Emror List

Walidity period Action IEREY

(Lr Select

& || F 51 || r || [
* Pers.Mo. Mame

2881 Wallen . Morgan T
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Step 4 continued: HRBENO0O14 Termination of Participation

Click on “Expand” — This will allow the date information to be seen to make sure termination dates are
correct

Termination of Plan Participation

| 4[] [ oce | [ ysem |

Direct selection |EESEEHLLEEH

Termination for

1D number ‘ |E| Stop participation Ba Display Plan E Emor List

Walidity period Action Date
‘ — ‘ * | Medical
Waiver HRA - with § OU01/2025 - 12/31/8888  Terminate on 01152025
- Dental
Anthem Dental Silver 0100172025 - 12/31/0982 | Terminate on 01/31/2025
* Pers Mo. Mame ¥ | |Basic Life ADED
3881 Wallen , Morgan T Basic Life and ADED 010172025 - 12/31/8282 | Terminate on 01/31/2025
- Oplional Life
Cplion 2, 325K, age 40-58 01/0172025 - 12/31/9289 | Terminate on 01/31.2025
- Dependent Life
Dep Option 8, 50010 01/0172025 - 12/31/020829 | Terminate on 01/31/2025
¥ | Heshheare FSA
Healthcare FSA 010172025 - 12/31/9282 | Terminate on 01M52025
- Dep Care FEA
Child & Adult Daycare F5A 01/0172025 - 12/31/9289 | Terminate on 01152025
L ¥
g
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Step 4 continued: HRBENO0O14 Termination of Participation

Click “Select all” this will select all health, dental, vision and life plans for termination.

Click “Stop Participation”

Termination of Plan Participation

Direct selection JEESEETTAE=-1

Personnel no.

O number

v 4 | Back || Exit || Cancel || System |

(E Seledd

(6 G ][ |

Pers.Mo. Mame

2801

Wallen . Morgan T

Termination for

Mame 1len , Morgan T

| ||_?| Stop participation

EQ Display Plan

¥ v Medical

Waiver HRA - with 3
¥ |+ Dental

Anthem Denizal Sikvar
¥ Basic Life ADED

Basic Life and ADED
¥ v Optional Life

Option 2, 325K, age 40-58
* + Dependent Life

Dep Option G, S0K/0D
¥ o Healthcars F34

Healthears FEA
* f Dep Care FSA

Child & Adult Diaycare FSA

Walidity period

0170172025 - 12/21/0002

01012025 - 12/21/0009

0170172025 - 12/21/0002

0170172025 - 12/21/0002

010172025 - 12/31/8009

0170172025 - 12/21/0002

010172025 - 12/31/8009

01.,/01 /2025 @
B[%

on
Terminate on
Terminate on
Terminate on
Terminate on
Terminate on
Terminate on

Terminate on

Error List

Date
01152025
01/31/2025
01/31/2025
0113172025
0113172025
01152025

01/15/2025

§
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Step 4 continued: HRBENOO14 Termination of Participation

Select “Stop participation”

Termination of Plan Participation w
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Step 4 continued: HRBENOO14 Termination of Participation
Click v

Termination of Plan Participation

For 7 of 7 plan types, plans have been defimited or deleted

Note: You must complete both Transactions PA40 and HRBEN0014 to term an employee in KHRIS.
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Step 4 continued: HRBENO0O014 Termination of Participation

To verify that the health, dental, vision, and life plans, and flexible spending accounts have been
terminated; type in the command box /npa20.

In the Personnel No. field enter Employee’s Personnel No.
Click “Enter” on keyboard
Display HR Master Data

Menu , w 4 | Back || Exit || Cancel || System | Display || Owerview || Refresh Data
Parsonnel no. 3891
LN
Mame Wallen , Morgan T Status Active
Find by
EE group L | External - BM Personnel area Doo4 Benefits Only
~

w £g Person
EE subgroup 41 24 Non-Paid Pers. subarea 2001 Board of Ed.

ﬂﬁ Collective search help ~

Basic personal data sV Bensfits | Time | Taxes  Planning Data

Infotype Text Statu Pericd
0000 Actions v * | Period
0001 Organizational assignment v From To
0002 Personal data "U? Today Current Week
0008 Addresses o All Current Month
0007 Planned Working Time o From Today Last Week
0008 Basic Pay o Urtil Today Last Month
0008 Bank Details Curr. Period Current Year
0012 Monitoring of Tasks E Choose
0031 Reference Personnel Numbers. .
< >
Direct selection
Infatype STy

;
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Step 4 continued: HRBENO0O014 Termination of Participation

Select the “Benefits” tab

Click on “0167 Health Plans” then after checking the health, dental, and vision plan clicks on “168
Insurance Plans” to check the life insurance plan, and then if applicable, click on “0170 Flexible
Spending Accounts” to check any of the flexible spending plans.

M “ H tH)
Click “Display
Display HR Master Data
Menu , v | 4 | Back || Exit || Cancel || System , Display || Overview || Refresh Data
Personnel no. 35951
T || &
Mame Wallen , Morgan T Status Active
Find by
EE group L | External - BM Personnel area 0004 Benefits Only
* Bg Fersan -
EE subgroup 41 24 Mon-Paid Pers. subares 2001 Board of Ed.
ﬂﬂ Collective search help ~
Basic personal data || Payrol m Time | Taxes  Planning Daiz
Infotypa Text Statu Period
0021 Family Member/Dependents vf - *  Period
0031 Reference Personnel Mumbers. From To
0041 Date Specifications V’ Today Current Week
‘ 05T Health Plans v All Current Month
‘ 0152 Insurance Plans vf From Today Last Waek
‘ 0170 Flexible Spending Accounts v Unitil Today Last Maonth
0171 General Benefits Information 1/ Curr. Period Current ear
0212 External Organizations ¥ @ Choose
0376 Benefits Medical Information v ~
< >
Direct selection
Infotype 5Ty
ey
|
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Step 4 continued: HRBENO0O14 Termination of Participation

The “To” date will be the last date of coverage (termination)

Display 0167 Health Plans

~ | 4 | Back || Exit || Cancel || System ,| | | Previous record || Nextrecord || Overview

l?”?l Personnel Mo

wallan , Morgan T

Payroll area BN Org.unit Ashland Independent
Find
= Tobacco X
* [2g Perzan -
Start 01,/01,/2025 to 01,/15/2025 Chng |10/10/2024 BN_STUDENTOL
{ifi Collective search help o
Flan AE33 Waiver HRA - with 3

w Adminisiration | Costs | Dependents | Additional daia

General plan data
Benefit area
Plan type
Benefit plan
Health Plan Option

Dependent Coverage

Planning Parameters

Cost Rule Variant

Additional fields

Source of Other Cowerage

Jeclaration of Min. Essent

01 |Comm of KY

ADOL Medical

AB33 |Waiver HRA - with

0001 Employer Funded 5175 Monthly

0007 General Purpose HRA

0008 Waive Coverage

W
ot
m
1]
1
in
L
i
=)
[ii]
0
=]
m
n
m

Covered with my spouse's employer (does not include TRICARE)

;

Transaction is complete
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Health Benefit Enrollment Reporting

Step 1. Select HRBENOO073 Health Plan Costs (select from My Transactions Menu)

Note: This report can be used to gather current or future health, dental, and vision plan enrollment
information. The report should be ran in the morning or late afternoon when there are fewer users in
the KHRIS system.

Click “Search helps” tab

Health Plan Costs

Menu _ ~ |4 Save as Variant._. Back Exil Cancel System Execuie Get Variant...
Further seleciions = Search helps = (Org. structure
Key date

= Today
Other keydate

Key Date

Selection

Personnel Number =

Additional selection

Benefit area o1

1st Program Grouping to o
2nd Program Grouping o =
Benefit plan to =7
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Step 1 continued: HRBENOO73 Health Plan Costs

Select “K —Organizational Assignment”

Restrict Value Range (1) x
i) -]
Hiy |Sl|nrl text
A Branches and construction sites (BR) -~
I B PDC error indicator
I c Personnel ID Number
. n Part-time employees (D)
I Buyer
] F Construction industry - organizational assignment
I G Date of birth
] H Sickness ceridaia (A)
] I IC number

[

Last name - first name - birth name

Organizaionsl sssgnment —

K

L Time Data Administrator
I M Schedules
] o HR Master Record: Infotype 0302 (Additional Actions)
P Last name - First name (KR)
] Person ID
] Q Constituent Services Number (NL)
] R Employee’s application number
I S Personnel numbers with trip data by organiz. assignment
K Personnel numbers with trip data -
37 Entries found

Click \/
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Step 1 continued: HRBENOO73 Health Plan Costs

Enter your Agency’s “Organizational Unit Number” in the Organizational Unit field (drop down menu
can be used to select your org unit number)

Restrict Value Range

Personnel subarea
Employee group
Employee subgroup
Payroll area
Company Code
Cost Center
‘Organizational unit
Organizational key
Administrator group

Time administrator

Last name

%] ]m]w[n]n]w %] ]w]w )

First name

A3 e

Click \/

Note: This will take you back to the Health Plan Costs screen. After you enter your Agency’s
Organizational number, the “Search help” field will change to “Search help K”. This indicates that the
report generated will only pertain to your Agency.
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Step 1 continued: HRBENOO73 Health Plan Costs
To run a report on current elections, under the Key date box, select “Today”

Use other key date to select next plan year, example 01/01/2025.

Note: Only use personnel number field if you need information for a particular employee. Otherwise,
this step will obtain a complete listing of your employees. For future dates, select other key date and

enter the date (ex. 01/01/2025).

Click “Execute”

Health Plan Costs

Menu , | v | 4 | Save as Variant.. || Back
Further selections & Search help K
Key date
= Today

Other keydate

Key Date

Selection

Personnel Number

Additional selection
Benefit area o1
1st Program Grouping
2nd Program Grouping

Benefit plan

Exit

to
to

to

= Org. structure

aid
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Step 1 continued: HRBENOO73 Health Plan Costs

Note: If a Benefits Error Message pops up, click the check mark to continue. In addition, you can
run this report on one employee by entering their KHRIS Personnel Number in the “Personnel
Number” field prior to clicking on the “Execute” button.

Once the report generates, you can export it to Excel

Health Plan Costs
v« [ Back Bt || Cane | sylem, | | et | SortinAscendingOrer | ot ndescending e | Setiter | Tl Prntpevie | Loce . | e Recen || ABC Avsis | Grnhic | Chnge eyt || Seectyut.. | Save iyt | oo
Health Plan Costs
Key date  03/20/2023
Benefit area 01 Comm of KY
Pers.No. Name * D number Part date Benefit plan text Dep.  Dep.coverage text ;;bacco LivingWell Non-Fulfilled Previous Year EECost  ER Credit Provider Cost

LivingWell CDHP 0001 Single PLNE] nn 400
LivingWell CDHP 0001 Single PLNE] KIENE) 400
Anthem Dental Bronze 0001 Single 1408 0.00 0.00
LivingWell Basic COHP 0001 Single 1447 nmn 400
Anthem Dental Bronze 0001 Single 14.08 0.00 0.00
Anthem Vision Bronze 0001  Single 552 000 0.00
LW CDHP Cross-Ref Prime 0004  Family 4345 250 400
Anthem Dental Silver 0004 Family 68.26 0.00 0.00
Anthem Vision Gold 0004 Family 3908 0.00 0.00
Waiver without HRA-no § 0006  Waive Coverage 000 0.00 400
LivingWell CDHP 0001 Single X 4673 35978 400
LivingWell PPO 0003 Parent Plus 127.06 46160 400
LW PPQ Cross-Ref Sec 0005  Family-CrossRefScdry 0 43m 400
LivingWell PPO 0001 Single X 6457 36225 400
LivingWell Basic CDHP 0003  Parent Plus B 505.32 400
Anthem Dental Bronze 0004 Family 4928 0.00 0.00
Anthem Vision Bronze 0002 Couple 1094 0.00 0.00
Waiver without HRA-no § 0006  Waive Coverage 000 0.00 400
LW CDHP Cross-Ref Prime 0004 Family 4345 42500 400

LivingWell PPO 0003 Parent Plus 127.05 46160 400

54 v | Ecopeon) [, |1
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Step 1 continued: HRBENOO73 Health Plan Costs
Click Menu

Click List

Click Export

Click Spreadsheet

Select where you want to save the file (example desktop)
Enter a file name

Click Save

Health Plan Costs

o || Setttr || Tota | Pro prevew || Locai sl || M Recient || ABC anatss || Gragnic || Crange ayout || Seectiayout | S

Meow v | 4 [ Back || Exit || Cancel || System | | | Detais || Sortin Ascanding Orcer || So
Print peeview (Cyi+Shit=F10)
Eae > Print (Cyi=P)

Goto >
Views 3

Settings > Sencto
System > Locai file (Clri=ShiteF9) s
Hop 4 ea - Fortver oo e Dep.  Dep coverage text Tovacco  LivingViedl Noa-Fultiled Previous Year
i o Living\Wel CDHP 0001 Smgle
=g - e ==
et Anthem Dental Bronze 0001 Smple
About SAP GUI for HTML
v e Ty LivingWed Basic COHP 0001  Sigie
Anthem Dental Bronze 0001 Smgie
Anthem Vision Bronze 0001 Sgle
LW COHP Cross-Ref Prime 0004 Famiy
Aninvem Dental Siver 0004  Famiy
Anthem Vision Goid 0004  Famiy
Watver wehout HRA-no § 0006 Wave Coverage
Lving\Wel COHP 0001  Single x
LivingWel PPO. 0003 Parent Phs
LW PPO Cross-Ref Sec 0005 Famey-CrossRefScdry
Living\Wet PPO 0001  Sege x
LivingiWel Basic COHP 0003 Parent Pis
Anthem Dental Bronze 0004  Famiy
Anthem Vision Bronze 0002  Coupie
Watver wihout HRA= 0 § 0006 Waive Coverage
LW COHP Cross-Ref Prime 0004  Famsy
LivingWes PPO 0003 Parent Pius

Transaction Complete

EE Cost
%73
%73
1408
1417
1408
552
345
825

000
873
127.05
8524
6457
376
4928
1094
000
4345
12705

ER Credit
37978
37978

000
T
000
000
250
0.00
000
000
359.78
46160
a7
35225
50532
000
000
000
42500
45160

Provider Cost
4,
40
0.00
400
0.00
0.00
400
0%
0.00
am
400
40
a0
400
400
0.00
0.00
40
400
40
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Plan Change History Report

This report allows you to see changes made to your agency’s population (changed made by you,
another agency IC or EIB) based on several criteria. As with other reporting in KHRIS, running during
non-peak times (early morning or evenings) will help with getting results without timing out of the
system.

Step 1. Select ZBNROO6 Plan Change History (select from menu on left)
Click “Search helps” tab

Plan Change History Rep t

Menu , B Save as Varant... || Back || Exit || Cancel || System , Execute || Get Variant... || Dynamic Selections
Further selections & Search help K 5 Sort order
Period
* Today Current month Current year
Up to today From today
Other period
Data Selection Period To
Person selection period To

Payroll period

Selection
Personnel Number
Employment status
Company Code
Personnel area
Personnel subarea
Payroll area

Pers.area/subarea/cost center

5 (|0 G| b|D|b|S

Employee group/subgroup

Layout variant

Additional data
Plan type to =
Benefit plan to s
Changed By to o

4
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Step 1 continued: ZBNROO6 Plan Change History

Select “K — Organizational Assignment”

Click \/

Restrict Value Range (1)

(&[]

HKy ‘snm text

Branches and consfrucfion sites (BR)

PDC error indicator

Personnel ID Number

Pari-time employees (D)

Buyer

Construction industry - organizational assignment

Date of birth

T @ m m o 0 W »

Sickness cerl.dala (A)

IC number

—

Last name - first name - birth name

Organizational assignment

Time Data Administrator

Schedules

HR Master Record: Infotype 0302 (Additional Actions)
Last name - First name (KR)

PersonID

Constituent Services Number (NL)

Employee’s application number

Personnel numbers with trip data by organiz. assignment

Personnel numbers with trip data

37 Entries found
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Step 1 continued: ZBNROO6 Plan Change History

Enter your Agency’s “Organizational Unit Number in the Organizational Unit field

Restrict Value Range

Personnel area

Personnel subarea
Employee group
Employee subgroup
Payroll area
Company Code
Cost Center
Organizational unit
Organizational key
Administrator group
Time administrator

Last name

B[z[n]s]w]%]]n[w]% ][

First name

Vo] [x]

Click \/

Note: This will take you back to the Plan Change History Report screen. After the Agency’s
Organizational number has been entered, the “Search helps” field will change to “Search helps K”.
This indicates that the report generated will only pertain to your Agency.
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Step 1 continued: ZBNROO6 Plan Change History

You can run the report based on different periods. These periods indicate the effective date of the
change. You can choose any of the radio buttons.

If you want to see changes for a certain period, you need to click “Other Period”.

In the “Data Selection Period” boxes enter the period you want to show on your report.

Plan Change History Report

Menu ~ | 4 | Save as Variant.. || Back || Exit || Cancel || System , Execute || Get Variant.. || Dynamic Selections
Further selections & Search help K =+ Sort order

Period
Today Current month Current year
Up to today From today

=) Other period
Data Selection Period 10,/01,/2022 To 10,/31/2022
Person selection period To

Payroll period

Selection
Personnel Number
Employment status
Company Code
Personnel area
Personnel subarea
Payroll area

Pers_area/subareafcost center

4|0 | L (L) L | L

Employee group/subgroup

Layout variant

Additional data

Plan type to =

&

Benefit plan to

Changed By to o

You can also run this for one day by using the same day in both boxes.

Once you have chosen a period you can click “Execute”
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Step 1 continued: ZBNROO6 Plan Change History

“Changed By Data” can be used by entering a specific USER ID ABC1234, if you want to see more
than one user (if there are multiple ICs that do entry at your agency) Click on the Multiple Selection
(Note: This shows when you put your “mouse” on top of the yellow arrow in the Additional data box.
Click yellow arrow by “Changed By”)

Multiple Selection for Personnel Number

Select Single Values | Select Ranges ” Exclude Single Values ” Exclude Ranges

0O... Single value i}

~

[@][v][&][E ] [E ][] [E] [Mutiole selecion.. | [ W ][R [%]

If you want to see changes made by any users leave this field blank. If you want to see changes
made due to a file upload, enter BATCH_BN in the “Changed By” field
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Step 1 continued: ZBNROO6 Plan Change History

Use “Changed on” dates to capture changes processed within a particular date range. For example,
if you want to see changes processed in KHRIS in from January 1, 2023, through March 2023, use,
01/01/2023 in the first data box and 04/01/2023 in the second data box. You can also use the
“Multiple Selection” choice to choose specific dates or multiple ranges.

Multiple Selection for Personnel Number

Select Single Values |REEEWEIELGLELE Exclude Single Values | Exclude Ranges

O... Lower limit Upper limit

[]
[]
[]
[]
[]
[]
[]

[@ ][] [ [E] [E] (4] [T ] Mt seecton.. | [ W[5 | [5¢']

If you want to see changes made on any date, leave these boxes blank. However, it is advisable to

use at least one-selection criteria. Running the report without any defined criteria will take extended
amounts of time and may cause you to time out. The more you define criteria the more specific your
report will be.
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Step 1 continued: ZBNROO6 Plan Change History

As an example, this report is asking for changes made by a particular user between 10/01/2022 and
10/16/2022.

Plan Change History Report

Menu , v | 4 | Save as Variant... Back || Exit || Cancel System _ Execute || Get Variant... Dynamic Selections

Selection
Personnel Number
Employment status
Company Code
Personnel area
Personnel subarea
Payroll area

Pers.area/subareal/cost center

b(o S|bb bbb

Employee group/subgroup

Layout variant

Additional data
Plan type to
Benefit plan to

Changed By - to

Changed on 10/01,/2022 to 10/16/2022

(| S| B

After the criteria you want to report on is entered, click “Execute”.
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Step 1 continued: ZBNROO6 Plan Change History

The report generated will look like this:

SAP GUI for HTML ~

Plan Change History Report
4 |Cam-.e|||s,»s|em| | Datais || Sortin g Order || Sortin D i Qdu”SetFlllull&lmﬂs_” Print Previzw || Local File...

Changes in Benefit Elections

Ewalustion Period

Program: ZENRO0S_PLAM_CHANGE_HISTORY

System: ECQ Client: 400
Date: 07/22/2020 Time: 12:30:08

Plan = Text R
B704 Basic Lifz and ADED Freda Holdemnan
Basic Lifz and AD&D
Dependent Lifz Plan O Freda Holderman

Dependent Lifz Plan O

Optional Life $50.000 < 40 Freda Holderman

Optional Life 50,000 < 40

Anthem Dental Siver Freda Holderman
Anthem Dental Siver
Anthem Vision Silver Freda Holdermnan

Anthem Vision Silver

You can download this to an excel spreadsheet
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Step 1 continued: ZBNROO6 Plan Change History

To export to a spreadsheet click “Menu” tab then click, “List, Export, Spreadsheet”

7 SAP GUN fer MTAN

SAP GUI foe HTML,

Click \/
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Step 1 continued: ZBNROO6 Plan Change History

The report will automatically generate to an Excel Spreadsheet and should be in the bottom left
corner of the screen. You can open it and then save the file in a folder.

Change the file name to a suitable name and save the file in a folder.
_g_, (%]

Save In: [[] per1069

-

= || T

5

7] Desktop
] Favorites

] Start Menu

] My Documents
3 SapWorkDir

D IC List 021512.MHT

File Name:

Files of Type:

changes 1001-12311 1IKLS

XML file nm. (*.MHT)

Save

Cancel

tim ol ke el - h
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Insurance Plan Cost Report

This report can be used to review or to make sure employees are enrolled in the correct plans. The

report should be ran in the morning or late afternoon when there are fewer users in the KHRIS
system.

Step 1: Select HRBENOO74 Insurance Plan Costs (select from menu on left)

Click “Search helps” tab

Insurance Plan Costs

Menu , w | 4 | Save as Varant... || Back || Exit || Cancel || System , Execute
Further selections = Search helps = Org. structure
Key date
* Today

Other keydaie

Selection

Personnel Mumber g

Additional selection

Benefit area 01

1st Program Grouping o o

2nd Program Grouping o o

Benefit plan to o
icAp.d
™
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Step 1 continued: HRBENOO74 Insurance Plan Costs

Select “K —Organizational Assignment”

Restrict Value Range (1)

[ ][] v

Hiy |Short text
A Ownership matchcode (non applicable)
I B PDC error indicator
I c Personnel ID Mumber
] D Part-time employees (D)
] E Buyer
] F Construction industry - organizational assignment
] G Date of birth
] H Sickness cert.data (A)
] | 1C numbe:
] J Last nal name - birth name
Organizational assignment
L Time Data Administrator
] M Schedules
] (0] HR Master Record: Infotype 0302 (Additional Actions)
] P Last name - First name (KR)
] Person ID
] Q Constituent Services Number (NL)
] Employee's application number
] 5 Personnel numbers with trip data by organiz. assignment

Click \/
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Step 1 continued: HRBENOO74 Insurance Plan Costs

Enter your Agency’s “Organizational Unit Number” in the Organizational Unit field

Restrict Value Range

Restrictions

Personnel area IE'

Personnel subarea

Enter Agency’s organizational unit
number (you can use drop down
SRR box to select your organization)
Payroll area and click check mark

Employee group

Company Code
Cost Center
Organizational unit 10006048 —
Organizational key
Administrator group
Time administrator

Last name

B3] [n]w ]

First name

Click \/

Note: This will take you back to the Insurance Plans Costs screen. After you enter your Agency’s
Organizational number, the “Search help” field will change to “Search help K”. This indicates that the
report generated and will only pertain to your Agency.
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Step 1 continued: HRBENOO74 Insurance Plan Costs
To run a report on current elections, under the Key date box, select “Today’

To run a report for future elections, under the “Key date field, select “Other key date”

Enter the date for which you are gathering election data in the “Key date” field

Note: Only use the “Personnel number” field if you need information for a particular employee.
Otherwise, this step will obtain a complete listing of your employees.

Click “Execute”
Insurance Plan Costs

Menu , v | 4 | Save as Variant.. || Back || Exit || Cancel || System , Execute
Further selections & Search help K = Org. structure
Key date
* Today

Other keydate

Key Date

Selection

Personnel Number o

Additional selection

Eenefit area 01

15t Program Grouping to '

2nd Program Grouping to —d

Benefit plan to '
lcap 4
[
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Step 1 continued: HRBENOO74 Insurance Plan Costs

Note: This is what the generated report should look like. If you scroll down, you will find Optional and
Dependent coverage information with the proper plans and premiums. Premiums are monthly not semi-
monthly.

Insurance Plan Costs

v 4 [ Back |[ Exit |[ Cancel |[ system | | [ Detais || Sortin Ascending Order | | Sortin descending order || Setfiter || Total | | Print preview || Local fie.._ || Mail Recipient | | ABC Analysis

Insurance Plan Costs

Key date 03/20/2023
Benefit area 01 Comm of KY

Per Period text “ Plan Benefit plan text - Pers.No. Name ID number Rg G Entry Part date Option  Insurance option text EE Cost ER Credit

2 Pmimonthly  B501  Basic Life and ADD 0001 520,000 0.00 1.00
2 B501 0001 520,000 0.00 1.00
2 B501 0001 $20,000 0.00 1.00
2 B501 0001 $20,000 0.00 1.00
2 B501 0001 520,000 0.00 1.00
2 B501 0001 520,000 0.00 1.00
2 B501 0001 520,000 0.00 1.00
2 B501 0001 520,000 0.00 1.00
2 B503 0001 $20,000 0.00 1.00
2 B704  Dependent Life Plan D 0001 $10.000 Spouse 8.42 0.00
2 BS09  Optional Life §5,000 >= 50 0001  $5000 452 0.00
2 B509 0001  $5000 452 0.00

The columns that will be useful are: Benefit Plan Text (Plan types: Basic, Optional and Dependent);
Pers. No., Name, ID Number (Social Security Number), G (Gender), Entry, Part.date (Participation
Date), Insurance Option Text (Coverage Volume), EE Cost, ER Credit, Ins. Coverage, and Birth date.

If you wish to print the report you will need to export to Excel.
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Step 1 continued: HRBENOO074 Insurance Plan Costs

To Export to Excel
Click Menu

List

Export
Spreadsheet

Insurance Plan Costs

i1 Setfiter || Total || Prnt proview || Locaite... || Mad Recipient || ABCAnalyss | »

| Meru v 4| Back || Ext || Cancel || System | | | Detats || Sortin Ascanding Ordar || Sortin desosnding ocdr |
[ ey

(Clri=SnAt+F9)
—— 1D rumber Rz G

Edt > Pt (CoieP)
Goto >
Views >
Settings >
System > Local fie
Help > et (Shif+F3)
SAP GUI for HTML Fiie Browser
Settings
About SAP GUI for HTML
2 8501
2 8501
2 8501
2 8501
2 8503
2 8704  Dependent Life Plan D
2 8500  Optonal Lfe $5.000 = 60
2 £509

4

Select Spreadsheet

Formats:
= Excel (in MHTML Format)

Select from All Available Formats

Always Use Selected Format

CpenOfice (in OpenDocument Format 2.0)

Excel - Office Open XML Format (XLSX) L

[ ][5 ]

Excel (INMHTML Formats)

Click \/

Transaction Complete

Entry
100172012
100172012
100172012
100172012
10012012
10012012
1000172012
100172012
0113172023
100172012
100012012
100172012

Fart.date
120172012
1200172012
120112012
1200112012
121012012
1210172012
1210172012
1201720102
030172023
1210172012
12012012
121012012

$5,000

EE Cost
0.00
0.00
000
0.00
0.00
0.00
000
000
000
s
452
45

ER Croait
1.00
1.00
100
1.00
100
1.00
1.00
1.00
1.00
0.00
000
000

>

» | ECT(320) P8], | imrisectes
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Life Insurance Conversion and Portability Letter

Step 1. Go to our webpage Pages — Life Insurance (ky.gov)

Resources

I Life Beneficiary Change KHRIS ESS Instruction Sheet
&8 5025 Life Insurance and ADD Certificate of Coverage
MetLife Privacy Notice

MetLife Portability v. Conversion Brochure

8 MetLife Conversion Application

%5 Estate Planning Tip Sheet

T3 SAMPLE - LWOP Template

@ MetLife Portability Application

@ MetLife Conversion and Portability Letter _

©8 | ife Insurance FAQs

Step 2: Click on MetLife Conversion and Portability Letter and complete with employee’s
information

fDate of TMotice)

(Employes)
(A ddress)
(City, State, Zip Code)

Re: Group Life Insurance Conversion and Portability Options
Termination Date of Employment:
Life Insurance Plan End TDate:

Drear (Name of Employvees)):

Fou are receiving this letter to inform yvou of vour Conversion and Portability options for the
State Paid Life Insurance coverage vou were provided as an employvee of the Commonwealth
of Kentucky .

The life insurance policy wvou had can be continued afiter your emplovment has terminated
provided reguired premiums are current. ¥ ou can convert yvour Group Life insurance benefits
to an individual whole life policy. The conwversion applies to the free basic coverage and/or
any optional Life Imsurance policies yvou may have had with the Commonwealth. ™No
evidence of mmsurabalitvy will be reguired to conwvert yvour life mmsurance coverage to an
ndirvidual whole life policy. Portabality or porting allows employees and dependents to
continue their Group Life imsurance under a separate group policy. Mdedical guestions
(Statement of Health) must be completed to apply for Preferred Life Rates (lower) or increase
the amount of life insurance you previously had uwnder your former employer™s plan

R ou must reguest to convert or port your coverage within 31 days from the termination
of vour insuramnce. The policy with the Commonwealth provided woun with a term life
insurance policy at group rates. The conversion and portability policw rates are often higher
than group rates because these rates are based on vour age at the time employvment ends.

To speak with a MMetLafe representative who can provide general mformation abouwat
portabilityv, call 888-252-3607. To reach the Transition Solutions Call Center who can assign
vou to a Barmnum Adwvisor and provide more detailed Conversion or Portability information,
call 877-275-6387. Reference group number 235782, Both options reguire the emplowver
portion of the application to be completed upon separation from employvment. Applications
can be found online at personnel kv gov/Pages/T.ifelnsurance_aspoc_

Sincerelw,
(Your Name)
(Title)
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Step 3: Next print a copy of the MetLife Portability v. Conversion Brochure

Resources

[ Life Beneficiary Change KHRIS ESS Instruction Sheet

2025 Life Insurance and ADD Certificate of Coverage

8 MetLife Privacy Notice

MetLife Portability v. Conversion Brochure _
MetLife Conversion Application

Estate Planning Tip Sheet

8 SAMPLE - LWOP Template

@ MetLife Portability Application

@ MetLife Conversion and Portability Letter

Life Insurance FAQs

ow?

You know that life insurance is a Is there an ything else | need to kn
bo

hefits, you will receive a notice
nd which includes coverage

critical part of your overall benefits

Understanding
your options

plan - that's why you chose to enroll
in the Group Life insurance program

offered by your employer. As you

Portability and Conversion

leave your employment, you have
options to continue your current
Group Life coverage and maintain
this important protection for

you and your family.

Now you have important decisions
to make about continuing your
Group Life insurance benefits.

There are two options under which
you can continue your coverage
Portability and Conversion. This
brochure is designed to answer the
most common questions about each
option and give you a side-by-side

comparison, so you can choose the

option that best meets your needs.

Il MetLife I MetLife Nevigeting fife together

Step 4: Mail completed letter and copy of the brochure to employee

*If the employee is interested in either option, complete the employer portions of the conversion and
portability application before providing to the employee.

*Employees may call Transition Solutions (877) 275-6387, to discuss both options after the portability
application has been completed and submitted to MetLife and the employer has completed the
conversion application and the employee has the application in hand before calling MetLife.

* The employee has 31 days after the termination of benefits to covert/port their life insurance.

Transaction Complete
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