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Please:

» Use the sign-in sheet

Silence all mobile devices

Refrain from email and internet use

Leave the room tidy and ready for the next class

Participate — This is your class!
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Tell me about yourself:
* Name
« Responsibility and length of service

« What are your class expectations?
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Topics of Discussion

Biller Direct/Broker Report Overview

*Customizing Bill Settings

*Adding an Employee to the Bill

*Rejecting an Employee from the Bill

*Changing Items on the Bill
*Confirming Your Bill
*Paying Your Bill

Billing Discrepancies

*Frequently asked question

*Tips & reminders

*PBB Representative Contacts
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BILLER DIRECT/BROKER REPORT OVERVIEW
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Items to remember before working the bill

* Itis very important to work your bill each month before payroll and
bills are generated. If this is not done, then the bill will not be up
to date and will take a month to get back on track.

 An employee’s enrollment must be entered into KRHIS in order for you to
add the employee to the bill.

« |If an employee is in the system but has termed and deduction was
taken, you will need to contact our office. We can correct the dates on the
Insurance Object so you will be able to add the employee to the bill.

» Always save your work when working your bill as often as
you can.

 Once the bill is released, you cannot make ANY changes to the bill. Make sure
all of your entries are correct before you release the bill.
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Biller Direct/Broker Report Overview

Biller Direct is for paying your bill and any questions you
may have with payments, bills paid and bank
information.

Home  Employee Self-Service  Employee Suggestion System  Insurance Coordinator NCP1 Biller Direct  Image Connect

Biller Direct Broker Report Broker Report Overview is for working your 15t
Overview and 30" bill and to review all bills that have been
worked.
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Biller Direct/Broker Report Overview

I = = = = - = = =

Employes Self-Service Manager Seif-Service Time Approwval Insurance Coordinator NGP1 Image Connect Biller Direct Worklist Web Log Report Employee Suggestion System

Determine the broker for which you want to process broker reports.
Search Criteria for Broker Contract Selection
Broker (Agency):

Broker Contract ID:
- Biller Direct Agency fDept: | 0oo00

« Broker Report Ovenview Search MHOTE: Broker {Agency) is required when searching.

Select the broker for which you want to process a broker report.
Broker Contract Hitlist

Select Broker Report Number — you can double click on the number
or select the number and then click Process Broker Report.

Select Broker Reporis

Broker Report Overview

All Broker Reports

cess Broker Report || Refresh List

Broker Report Search Term Broker Report Status  Invoicing period from  Inveoicing Periodto  Broker Contract Created on  Changed on
- Open 03M6/2018 03/3142018 03072018  03/07/2018
Open 03/01/2018 03/M15/2018 03/07/2018 03/07/2018

You can review ALL bills in the Broker Report

NOTE: You can’t move to the next screen if Overview box at anytime. (This is something
you have a pop-up blocker. If you get this good to refer back to incase there is ever a
message, allow the pop-up blocker and the guestion in regards to something that was
system will allow the next step. done on the bill)
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Biller Direct/Broker Report Overview

Overview Screen — Select Proposed Items

Broker Report Proposed items will have the

Broker Name: " Broker Contract: Status: Open amount that is due when

bills were generated.(current
or past due)

Save Release

Broker Report Status
Status: Open Search Term: 20180710BNGT2 Any employee that has
Broposed ftems Created on 07/10/2018 07:42:57 Changed on: 07/10/2018 07:42:57| COVeErage .ShOU|d be under
Changed by: proposed items. If they are
Worklist Items h k 20 t
Processed hems The proposals offset the report amounts against the proposed amounts. nOt’ c e(_: pa 0 See
ltem category Amount Proposed Amount  Currency What = gOIng ol
Premium 0.00 3168220 USD
Total 0.00 31,682.20 USD

The processing status offsets the already processed broker report items against the total number of broker report items.

This table tells you how many broker report items you have to process in this settlement period.
ltem category Items Processed items  Percentage of completion

Premium 276 0 0%
Total 276 o 0%
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Biller Direct/Broker Report Overview

Broker Report |

Broker Name:

Save || Release

Broker Confract: | Status: Open

Proposed Amounts

Hold down the control key on your keyboard
and click on Export. Export to Microsoft Excel

will pop up below then click on it. You can
use this if you would like to compare your
deduction sheets to your KRHIS bill and

Overview Total Premiums: 1,704.17 USD g
ol 170417 USD select how you want to export it.
Worklist Items Proposed Broker Report ltems
Details || Confim || Change || Reject || Create ltem ,|| Add to Worklist pdate Proposed Amount Export to Notepad
Processed ltems View:| [StandardView] v | | Display As:| Table v || Export &
"——D Iltem ID  Social Security Number  Description Product = Text Proposed Amount  Bill Period ~ Reporfing Broker  Cost Center  Mote
This is the first 7 3 Healthcare FSA 3125 01/01/2019 9200100085 Create
bill (15th b|||) : 33 Healthcare FSA 2500 0110172019 9200100005  Create
The bill 9 13 Healthcare FSA 3000 01/01/2019 9200100095 Create
includes 10 3 Healthcare FSA 11041 01/0172019 9200100095 Create
1 2 Healthcare FSA 7500 01/01/2019 9200100095 Create
Healthcare
12 1 Healthcare FSA 5000 01/01/2019 9200100095 Create
and 13 13 Healthcare FSA 50.00 01/01/2019 9200100095 Create
Dependent 14 33 Healthcare FSA 11000 01/01/2019 900100035  Create
Care FSA, 15 5 Dental Bronze Single (EE) 1252 01/01/2019 9200100095 Create
Dental and 18 6 Vision Gold Single (EE) 1342 01/01/2019 9200100095 Create
Vision onIy. 17 5 Dental Bronze Single (EE) 1252 01/01/2019 9200100095 Create
18 6 Vision Gold Single (EE) 1342 01/0172019 9200100095 Create
19 36 Vision Silver Single (EE) 6.46 01/012019 9200100095 Create
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Biller Direct/Broker Report Overview

Broker Report , Hold down the control key on your keyboard and
Broker Name: Broker Coriract saes of click on Export. Export to Microsoft Excel will pop
Save || Release up below then click on it. You can use this if you
Proposed Amounts would like to compare your deduction sheets to your
Overview Ttal Premiums: 2073443 USD KHRIS bill and select how you want to export it.
Worklist ltems Proposed Broker Report ltems
Details || Confirm || Change || Reject || Create ltem || Add to Workli pdate Proposed Amount Export to Notepad
PITEEE IETE View *[Standard View] v | Display As: Table v || Export o
I_|I’:| Item ID  Social Security Number  Description = | Product | Text Proposed Amount  Bill Period ~ Reporting Broker Cost Center  Note ~
ThIS IS the 17 10 Living\WellPPO Single(EE) 8238  0201/2019 9200100095 Create
Second b||| 3 10 LivingWellCDHP Couple(EE) 38462 02012019 9200100095 Create
(30th bl") The 143 10 LW Basic CDHP Family (EE) 31206 020172019 9200100085 Create
L : 12 10 LivingWellCDHP Prime(EE) 80.32 020172019 9200100085 Create
bl" InCIUdeS 113 S 10 LivingWellCDHP Secondary(EE) 80.32  02001/2019 9200100085 Create
Health, g 10 LivingWellCDHP Family(EE) 35312 020172019 9200100095 Create
Hea|thcare and 10 20 Opt. Life 10,000 40 - 58 NCW 552 02012019 9200100085 Create
6 10 LivingWellCDHP Family(EE) 35312 020172019 9200100095 Create
Dependent
C = S A g8 3 Healthcare FSA 11041 021162019 9200100085 Create
are ' 50 10 LivingWellPPO Single(EE) 8238 0201/2019 9200100095 Create
Optlonal & 75 10 LivingWellCDHP ParentPlus(EE) 12666 020172019 9200100085 Create
Dependent |_|fe &1 10 Living\WellCDHP Couple(EE) 30462 020172019 9200100095 Create
2 108 3 Healthcare FSA 2500 021602018 9200100085 Create
Insurance.
103 10 LivingWellCDHP Family(EE) 35812 020172019 9200100095 Create
8 e 1D LivingWellCDHP Single(EE) 4042 D018 . ___ 9200100085 Create
Page 11

Department of
Employee Insurance

PERSONNEL

CABINET




CUSTOMIZING BILL SETTINGS
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Customizing Bill Settings

Proposed Amounts
ToialPremums: 673081 USD

Totat 673081 U

*Make sure if you customize your bill it is
in normal format to pull everything in.

The filter box is used to

Proposed Broker Report ams customize the bill

Detals | Conim | Change | Reet | Creaellem - Add o Workst | Upcate Proposed Amaunt ExpurlmNulepad L
View *[SandardView] v Display As: Tabl v | Bt EJ,
TFD tem (D Socil Securty Numberé Destrption éPmduct Tei Proposed Amount Bl Period ~ Reportng Broker  Cost Center  Note

If you would like to customize your bill please contact

your presentative or our office at (502)564-9097. It is

very important to make sure that your customizations
still include all items on the bill.
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=r Contract:

Proposed Amounts
[Total Premium=: &34.91 USD
Total: 834.91 USD

Proposed Broker Report ltems

Customizing Bill Settings

Status: Open

Select Sort

Detailz || Confirm || Change || Reject |

edte ltem 4 | | Add to Worklist | | Update Proposed Amount || Export to Notepad |

Settings

View |[Standard View] |

AvE || SAVE 85... || Delete || Properties... |

Column Selection I Sort I

B\ Hidden Columnz
ltem category
Subcat
Ingurance Object
Amount
Currency
Amount
PropComm.

ConfStat

| OK || Cancel || Apphy |

View | [Standard View] |"|

EL ltemID

Digplay As |_abI5

Social Security Number

Calculation I Fitter I Dizplay
E E. Dizplaved Columns E
ltem 1D

Social Security Number

Deszcription

ltemn Category
Text

Proposed Amount L
Bill Period

|E| Reporting Broker |E|

|E| |E| Change Sequence |E| E

|v || Export 4 |

Dezcription ltemn Category Text Proposed Amount Bill Period

Repaorting Broker

Cost Cente
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Customizing Bill Settings

1. Scroll down in unsorted columns until you see
Wih Change (0) | Rejected @) | New(D) | All(D) Product.

Details || Reset ltem ExporttoNutepad 2 C“Ck On Add
Settings 3. Product moves to Sorted Columns and shows in
View |*[StandardView] v || Save || Saveas. | Deleig ies... Ascending (Wthh IS alphabetical).

Column Selection Filter

T Unsorted Columns orted Columns ~ Sort Direction

t Product Ascending v
Reporting Broker
Categ.

. Bill Period

« Remove
Cost Center
Cost Center

Social Security Number

Confirmation Status v

Cancel | | Apply | | Reset 4 SeIeCt Apply

Contains proposed broker report items that you have confirmed.

View: [Standard View] v | Display As:| Table v || Export
T ltemID Social Security Number Description Product Text Proposed Amount Bill Period Reporting Broker
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Customizing Bill Settings

View [[Standard View] [=] Save |[ Save as... || Delete |[ Properties... |
Column Selection Sort Calculation Filter Display O I h y
Display As: |Table [-]
o Srapnic 20 — Life Insurance
Displayed Rows: Type: (Column Chart [=] 30 - FSA Health Care &
Displayed Columns: : Dimension: =
Table Design: [Standard [=]  width (in %) Depen dent Care
Grid Lines: [Al [+] Height (in %) 35 D t |
[ Apply |
View [Standard View] |~| Display As|Table Filter Settings
B Hhem ID Social Security Mumber Description Product Proposed Amount Bill Period Repaorting Broker Cost Center MNote
1 TIT777771 Orchid, One 10 CW Standard PPO NP-Couple (EE) 33450 12/01/2012 100003399 9200100161 Create
3 TITTITTiT2 Orchid, Two CW Optimum PPO NP-Family (EE) 62250  12/01/2012 100003400 9200100161 Create
8 TI7777773 Orchid, Three CW Optimum PPO NP -Single (EE) 62.74  12/01/2012 100003402 9200100161 Create
7 TI7777774 Orchid, Four CW Maximum Che NP- Single (EE) 3074 12/01/2012 100003410 9200100161 Create
8 TI7777775 Orchid, Five CWW Capitol Ch NP - Single (EE) 37.24 12/01/2012 100003412 9200100161 Create
9 TITTiTr7Te Orchid, Six CW Maximum Che NP- Single (EE) 3074 12/01/2012 100003415 92001001861 Create
11 TI7777778 Orchid, Eight CWW Capitol Ch NP - Single (EE) 63.06  12/01/2012 100003419 9200100161 Create
12 TI7777779 Orchid, Student CW Optimum PPO NP -Single (EE) 62.74  12/01/2012 100003421 9200100161 Create
- 10 o 1,244.26
4 I Orchid, Two 20 Dependent Plan E NCWVV 3.78 12/01/2012 100003400 9200100161 Create
- 20 o 3.78
2 TIT777771 Orchid, One 33 Healthcare FSA NCW 200.00 12/16/2012 100003399 9200100161 Create
10 TITTITTTTE Orchid, Six Healthcare FSA NCW 100.00 12M16/2012 100003415 9200100161 Create
- 33 o 300.00
5 TI7777772 Orchid, Two 34 Dependent Care FSA NCW 500.00 12/16/2012 100003400 9200100161 Create
-~ 34 o 500.00
- oo 2,048.04
@ Internst

Department of
Employee Insurance

PERSONNEL

CABINET

Page 16



Customizing Bill Settings

Proposed Broker Report Items
| Detailz || Confirm || Change || Reject || Create tem 4 | | Add to Worklist || Update Proposed Amount || Export to Motepad |

Settings
View [Sandaraview]  [¥] [Save Now you can calculate totals.
1. Open drop-down box, then
Column Selection Sort Calculation Fitter Dizplay SeleCt TOtal
B Columns Calculation [] Count Table 2. Check Dlsplay Intermediate
Proposed Amount | None i ation= at Start of Table
Mone L L . ReSUItS
o [oond Qe Comalene ot B Cons] 3. Select Apply.
Maximum
Mean Valug

Settings
View [[Standard View] [=] |[sSave De
[ ok ][ cancel || Apply |
Column Selection Sort Calculation Dizplay
View | [Standard View] - Dizsplay As |Takls w || Export 4 _
| K4 | [l | B Columns Calculation Oc bl Entries
B temID Social Security Number De=zcription tem Category = Proposed Amount | Total - [ ofy Calculations at Start of Table
“ 10 Dizplay Intermediate Results for Sorted Columns
4 [[] Collapse to Intermediate Results
5
3 20
1 30
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Customizing Bill Settings

Settings

View |[Standard View] [=] [Save Delete

Column Selection Sort Calculation Filter Display
B Columns Calculation [] Count Table Entries
Proposed Amount Total - [ Display Calculations at Start of Table

Display Intermediate Results for Sorted Columns

[ Collapse to Intermediate Results

Now you have totals for each product
and a grand total.

[OK ][ Cancel |[ Apply |

View | [Standard View] |~| Display As|Table |~ WExport .
E ltem ID Social Security Mumber Description FProduct = Text roposed Amount

1 10 CWW Optimum PPO MNP -Single (EE) G62.76
3z CWW Optimum PPO MP -Single (EE) G62.76

- 10 125.52

3 20 Optional Life 10,000 ==60 MNCW 9.40
30 Opt. Life 1X Salary = 40 NCWW 0.26

- 20 9.66

2 33 Healthcare FSA NCW 10417
35 Healthcare FSA NCWW 41 .67

- 33 145.84

- = ° 281.02
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Customizing Bill Settings

== Proposed Amounts Select the DlSplay Tab
Total Premiums: 573.21 USD
Total: §973.21 USD

FProposed Broker Report ltems
| Detailz || Confirm || Change || Reject || Create ltem a || Add to Worklist |

pdate Proposed Amount || Export to Notepad |

— Settings
View [[Standard View] [+] Save || Save as... || Delete |Y
Column Selection Sort Calculation Filter Dizplay
Display As: [Table =] In the Displayed Rows box,
_ change the number to 900 or
Table raphic
Dizplayed Rows: Type: |Cclumn Chart |v| more.
Dizplayed Columnz: Al : Dimension: ﬂ
Table Design: |Standard [+] Width (in %); This helps when you have a
Grid Lines: [ [+] Height (in %): Iarge number of employees.

[ oK || cancel || Apply |

Uiew|[5tﬂndﬂrd View] |v| Display As |_E||3|E |v || Export 4 |
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Customizing Bill Settings

Select Save As to save your settings.

1. Type in your Description.
2. Select OK.

Proposed Amounts
Total Premiums: 973.21 USD
Total: 573.21 USD

Proposed Broker Report ltems
[ Details || Confirm | [ Change || Reject | [ Crg [ Add to Workiist | | Update
Settings

View [[Standara View] || | Save|[Saveas.. |[Deeic | [Properes| Dezcription: * | Totals

Column Selection Sort Calculation Fiter Dizplay -ﬂ-SSiEII'IrTIE!I'It Uzer =

Display As:  [Table =] D Initial iy

Table Graphic
Dizplayed Rows: 200 Type: Column

Dizplayed Columns: [ All ﬂ Dimenzion: 2D

Table Design: |Standard |v| Width {in %)
Grid Lines: [ [=] Height (in %)
QK || Cancel
L OIUI L I1drl -

[0 | [ Cancel | [ Apply |

‘Ll’iew|[Etﬂn:Iﬂr:I Wiew] |v| Display As |Tabls |v || Export 4
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Customizing Bill Settings

Save || Releazs

Overview

Proposed ltems

Worklist ltems

Proposed Amounts
Total Premiums; 973.21 USD

Total

97321 L=p

oposed Broker Report Items

{ To find your saved View
1. Go to Broker Report

2. Select Proposed Items
3. Select View drop-down Box
4. Select Totals (or your saved description)

Processed ltems Detailz || Confirm || Change Add to Worklizt | | Update Propozed Amount || || Export to Notepad
View ([>tandard View] ¥ As Tatle ¥ | Exporta
B ten folas Humber Dezcription tem Category Text Propozed Amount
1 = 30 Healthcars FSA NCW 375
Z 10 CW Captol NP-Parent Plus (EE) 105.2
3 20 Opt. Life 2X Sal 40 - 59 NCW 330
10 CW Optimum PRO NP -Couple (EE) 51178
5 10 CW Optimum PRO NP -Couple (EE) 319.38
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Customizing Bill Settings

When using product codes for custom settings
sometimes all totals are not included. If you have
arrears or credits on your bill and they are not
assigned a product code you will not be able to
see them.

Look at your bill in normal format to make sure
everyone is included on your bill.

If you would like to customize your bill and need
help please contact your representative or main
line at 502-564-9097.
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ADDING AN EMPLOYEE TO THE BILL
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Adding an Employee to the Bill

I In Proposed Items select Create Item, then select Premium.

Proposed Amounts
Overview Tofal Premums: 873.21 USD

Proposed ltems Tofal 973.21 U5D

Vorklist ltems

Proposed Broker Report Items

Proceszed [tems Detailz || Confirm | | Change || Reject | Create tem 4 | | Add to Worklizt || Update Propozed Amount | | Export to Notepad |
View|[Standard View]  |w | Disg FrEmum . ||| Export 4 |
B temD Social Security Number Dezcription tem Category Text Proposed Amount
1 30 Heatthcare FSA NCW 3.75
i 10 CW Capitol NP-Parent Pluz (EE) 105.24
3 20 (pt. Life 2 Sal 40 - 58 NCW 33.06
: 10 CW Optimum PPO NP -Couple (EE) 511.78
5 10 CW Optimum PPO NP -Couple (EE) 319.38
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Adding an Employee to the Bill

Create New Broker Report Hem

I» 1 -

Select Business Partner

Select the business patner and the insurance contract for wwhich youw want to create the tem. If these do not yvet exist inthe system, you can alzo create the broker

repart tem withowt the business partner.
Enter last and first name then select
(# Search for buziness partner and cortract ID SearCh ' (name ShOUId be exaCtly ||ke
Mame 1ast name: |t iS in PAZO)
Mame 2/First name: ]
Ins Object: | |

Note: Leave Insurance Object box blank and

do not check the Business Partner/Contract
[ Business partnericontract not available, proceed without husiness partner

ltem.
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Adding an Employee to the Bill

L 1 -l

Select Business Partner

| Select the business partner and the inzurance contract for which you weant to create the item. If these do not yvet exist inthe system, you can alzo creste the broker
report tem without the buziness partner.
| (¥ Search for business partner and contract 1D

Mame 11ast name: |

Mame 2First name: |

g Inz Object | |
When you select Search it brings up the Insurance
Objects (10) - the plans the member has elected.

Select buziness partner using the buttons in the first table column

Dezcription Inzurance Ohbject Dezcription
10000000000002981 03 001 20898 f Heatth Plan Employee
10000000000002921 23 00120893 / Life Ingurance Dependert

| » Select one IO at a time to add to the bill.

(" Business partnericortract not available, proceed without business partner | © NOte: if the 1O does not appear, STOP and
contact PBB. DO NOT select the wrong 10 just
to get on the bill. This could create major
Issues.

» Select Next.
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Adding an Employee to the Bill

Create New Broker Report tem

1y ! g

Check | Create Open tems

You can search for open tems for the business patner according to the selection criteris

|

tem Categary: Leave all fields blank.
| Eill Perinct Select Enter Amount.
Cost Certer:

| Display i currency: |USD

Check for Open tems

L9 1]

{ Previous || Enter Amaunt b
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Adding an Employee to the Bill

Create New Broker Report ltem E ﬁ

I 3 9

Enter Amount

Erter the amaunt that you have collectedidisburzed and alzo erter your retained commiszion.

Enter Premium Amount and leave
Amount Proposed blank. Select
Enter Change Reason to display
drop-down box.

B mount: B1 .52 UsD

Amourt Propozal: 0.a0 Ush

{ Previous | Enter Change Reason H
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Adding an Employee to the Bill

Select the appropriate change reason. If none apply, you
may select other permitted.

| Broker Report (800000082333)

Broker P YO8 Create New Broker Report Item

Save || Release
b 1 2 3 n 5 N
_ PTD[ Select Business Partner ~ Checkiilreate Open ltems Enter Amount  Enter Change Reason Review and Save
Overview Total B
| p dlt | Select the reason for creating the bro item. You can also enter a note for yourself or for the insurance processing clerk.
roposed ltems
Worklist Items Change Reason: | Reinstatement v
Processed ltems WSl Reinstatement

| Change in Cost/Covg

Pro
Vie
r|j Other permitted

< Previous || Review and Save »
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Adding an Employee to the Bill

Create New Broker Report ltem

I|1» ! .
Enter Change Reason

gl

=elect the reason for creating the broker report tem. You can also enter & note for yourself or for the insurance processing clerk.

Once you select the change

Change Reason: | Cther permited hd reason, p'e‘?‘se SIET & :
[ corresponding note. *The note is
hlate: hat on il mandatory.

Click on Review and
Save.

LLY

d Previous || Review and Save b
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Adding an Employee to the Bill

Create New Broker Report lkem

lI"r 5

Review and Save

X1

Check your entries in the averviesy, and choose 'Save’

Inzurance Ohject Category:
' Sacial Security Mumber:

|| kem cat.: Premiutm [ote:
Change Reazon:  Cther permitted Mot on kil

Business Partner:
Customer Contract ID:

ltetn Category:

Bill Period:

Cost Center:

Currency: Ush
Reported Amournt: 61.52

Tatal Proposed Amount: 0.00

[4 Previous || Saue_ Click on Save.
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Adding an Employee to the Bill

Create New Broker Report ltem

6 —of

I»

Completed

&n ttem has been crested and will appear on the new tem tab page.

Vhat do you wart to do next?

Create another term from Premium catecory

Create New Broker Report Hem

If you need to add another Insurance Object
to the bill, click Create another item from
Premium category, and it will take you back
to where you created the item.

Enter name and click Search. Highlight the
next Insurance Object and select Next.

Select Business Partner

report tem without the business partner.

(' Search for business partner and contract ID

kMame 1last name: \ |

Mame 2/First name: | ]

Ins Ohject: [ |

-

Select the business partner and the insurance contract for which you reste the item. If these do not yet exist inthe system, you can also create the broker,

Select business partner using the buttons in the first table calumn
‘ Drescription Insurance Ohject

Description
001 20595 f Heafth Plan Employee
001 20898 J Life Insurance Dependent

" Buginess partnericontract not available, proceed without business partner
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Adding an Employee to the Bill

Create New Broker Report item

i -| 2 3 ! ; ;

select Business Partner - Check fCreate Opentems  ErterAmourt  Enter ChangeReason  Reviewandave  Complete

An tem hag been created and wil aprear onthe new tem tah pae.
Repeat the steps for each insurance option

that is elected. Once you are done with
this member, “X” out.

What dlo you vwant to do next?

Create anather tem from Premium catenory
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Adding an Employee to the Bill

Proposed Amounts
Total Premiums: 973.21 USD

Proposed fte, Tofal 973.21 U3D

Worklist Items Proposed Broker Report ltems

Detailz || Confirm || Change || Reject || Create ftem a || Add to Worklist || Update Proposed Amount || || Export to Notepad

Processed ltems

View | [Standard View] ¥ Display As|Tatlk ¥ || Exporty

B temD Social Security Number Dezcription tem Category Text Propozed Amount

1 |30 Healthcare FSA NCW 375
i 10 CW Capitol NP-Parent Pluz (EE} 105.24
; 20 Opt. Life 2X Sal 40 - 38 NCW 33.06

10 CV Optimum PRQ NP -Couple (EE) MTa

Select Save. *Reminder to click save often.

Go to Processed Items to review your additions.

T—
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Adding an Employee to the Bill

Processed Items has 5 tabs to show you the changes you have made to
your bill. (Confirmed, With Change, Rejected, New, All) If you select the
All tab, it will show all changes.

Save || Releaze

Confimed (0) | WithChange (D) | Rected (D) | New[s) | Al

Qverview
=| Export to Notepad
Proposed ltems
Worklist ltems Containg proposed broker report items that you have confirmed.

View [Sandard View]  |»| Display As Tabke v || Export 4

B temD Social Securty Number Description tem Category Text Propozed Amount Bil Period
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Adding an Employee to the Bill

Detailz || Delete || |=| Export to Notepad

Containg broker report tems that you have created. You can delete new tems.

Filter

View ([Standard View] v [Display As "abls ¥ || Exporta

F temlD Social Securty Number Description tem Category Text Propozed Amount Bill Period Reporting Broke
8 | 0.00 100120803

0.00 100120903

!
-
-

This shows the member you added to the bill. The Proposed
Amount shows $0 because the person was not on the bill and was

added.
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Adding an Employee to the Bill

wntain=s broker report tems that you hawe created. “ou can delete new items.

iews | [Standard Wisw] [=] Display As | Tabls [= || Export a4 | Fitter Settings
Propo=ssd Amount Bill Period Reporting Brokesr Co=st Center Mote Changes Rea=son Currency Amount
= IZIIZIIZI = Create Marriage us=oD 51 .52
Create Marriage usD 10.50

Use the scroll bar to see the Change Reason and Amount for each
Insurance Object.
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REJECTING AN EMPLOYEE FROM THE BILL
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Rejecting an Employee from the Bill

Go to Proposed Items. Search for the employee you want to reject and
select the correct line item. Select Reject.

Please reject employees, do not
Save IEEE . . :
e e put zeros in the bill. (Example, if an
o T employee termed and was not
Overview e G taken off the bill in time then you
—— Total 97321 USD would reject due to deductions not
being taken through payroll.

Warklist Iltems

Proposed Broker Report Item

Procezzed [tems |Elstaila Eunfirm|| Change H Reject |I2r1:-at5 ftem 4 ||A:I:Itu Workligt | | Update Propozed Amount || E:-'.purttu Hut&pa:l|
‘Lfiew|[5tan:lar:| Vigw] |'| Display As | Tacls |v|| E:-:purh|
B temD Social Security Number Dezcription ttem Category Text Propozed Amount

1 30 Heafthcare F3A NCW 375
z . 10 CW Capitol NP-Parent Pluz (EE) 105.24
3 20 Opt. Life 2X Sal 40 - 58 NCW 33.06

10 CW Optimum PPQ NP -Couple (EE) 21178
5 I 10 CW Optimum PPQ NP -Couple (EE) 19.38

Page 39

Department of
Employee Insurance

PERSONNEL

CABINET




Rejecting an Employee from the Bill

Select Change Reason in drop-down box. Type in note, if
termed include date employee termed and the date the
insurance termed. Select Save.

Proposed Amounts
Overview Total Premiums: 232 540.60 USD

Proposed items Total: 232 540.60 USD

Worklist ltems roposed Broker R
‘ | Confim | Cn Reject Broker Report Item M X
e View: [Standard View]
rlT] ltemID Social Se] Reporting Broker  Cost Center  Note -
Enter the reason why you are rejecting the broker report item. Select a change reason. You can enter a note.
1400 | V Create
2299 | 7 Create
| Change Reason: | {Terminate Employment v I

S Note: Terminate Employment 7 Lirs

2332 | Death of Participant 7 Create

2333 | Transfer ¥ Create

1 1 Summer Transfer 7 9200100231 Create

Did not payroll deduct

. 2 i’ 9200100231 Create

& | WV 9200100231 Create

4 | WV 9200100231 Create

| Cancel
6 i WV 9200100231 Create
9 ) 10 LivingWellPPO Single(EE) 7998 12012017 .vunvuion 9200100231 Create
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CHANGING ITEMS ON THE BILL
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Changing an Item on the Bill

Highlight the line item for the employee that you would like to make a
change to. Select Change.

Zave || Release Make a change due to a premium
has changed, didn’t deduct correct

Pronased Amourts amount and/or need to add money
. P to the bill
Overview Total Premiums; 940,15 |
ik e Proposed Broker RETt Items
Pracessed ltems Detaiis || Confirm || Change || Relect || Create tem.4 || Add to Worklet || Update Proposed Amount || |={ Export to Notepad
View [Standara View]  |»|  Display As|Table v | Exporta
B temD Social ecurty Number Description tem Category Text Propozed Amount
1 K| Heakhcare FSA NCW ¥E
i 10 CW Capital NP-Parent Plus (EE) 10524
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Changing an Item on the Bill

Save || Release

Proposed Amounts Enter the COrrECt amount for

Overview Total Premiums: 232,540.60 USD -
Total: 232,540.60 USD the prem ium.

Worklist ltems ro D osed Broker Report ltems. » » e
Delalls onﬁrrn Change

Processed ltems View [Standard View] Change Broker Report Item
T ltemID Social Security Ni Perio(
I

1400 Enter Amount 16720

2299 16/20°

2300 Enter the amount that you have collected/disbursed nter your retained commission. 17/20°

2332 03/20°
Amount 39.89 | USD

2333 17/20°
Amount Proposal 79.98 | USD

1 01/20°

|- pres

Enter Change Reason »

3 01/20°

4 Close 01/20°

6 ATCher, Viary TO LIVINgG! DHP ParentPIus(EE) 12298 12/01/20°

9 L Love, Lori 10 LivingWellPPO Single(EE) 79.98 12/01/20°

Total Premiums: 232,540.60 USD

L ———— Use the drop-down box to
s select the Change Reason.
N Enter a note in the

Ty HtemID = Enter Change Reason

1400 .
2299 Select the reason for creating the broker report item. You e for yourself or for the insurance processin I I I an d ato ry N Ote fl e I d .
2300
Change Reason Terminate Employment ~
2332 Note Terminate Employment

2333

Change in Cost/Covg
Other permitted

Select Review and Confirm.
— Remember this does not save
the change to the bill.
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Changing an Item on the Bill

Changese Broker Report Hemn

L2 3 -4

Rewview and Sawve

A Check yvour entries in the overwview |, and choose '"Sawe'.

Ins=urance Ohject Category:  Health Plan Employes Th|S screen ShOWS your Changes_

Social Security Bumber:

Kem cat Fremium Mote:
Change FReazon: Standard Billimg

Bu=sines=s Partner:
Customer Contract 186

Kem Category: 10

Bill Period:
Cost Center: s 02001 22011
CUFFEency: LIS
Feported Amount: S2.50
Total Fropo=ed Lmount: 10524

Select Save. |
I-ll. Prewious | L Save
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Billing Discrepancies

PA20 is one of the best research tools for reconciling the broker bill. You can look at
any of these tabs and research items on employees without interfering with any
information on file. PA20 will give you information such as:

 Infotype 0000 Actions — Hire and Termination Dates

« Infotype 0167 Health Plans, Dental and Vision

» Infotype 0168 Life Insurance Plans

» Infotype 0170 Flexible Spending Accounts

* Infotype 0021 Family Member/Dependents

» Infotype 0376 Benefits Medical Information (smoker status)

» Infotype 0014 Recurring Payments/Deductions (hazardous duty employee)
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CONFIRMING YOUR BILL
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Confirming Your Bill

. Proposed Amounts
(uiandan Total Premiums: 2,048.04 USD
Proposed fems - 204804 USD When you have made all changes go to Proposed Items.
r;T:::::r::ms Proposed Broker Report ltems
| Details | Confirm|| Change || Reject || Create tem ][ Add to Workist || Update Proposed Amount || El Export to Notepad |
) Vigw Disp|ayAs]Table—|7”m Filter Settings
CIICk on the B ftemID  Social Securty Number ~ Descripion  Product = Text Proposed Amount  BillPeriod  Reporfing Broker ~ Cost Center  Note
Item ID *Selem’\" T Orchid, One 10 CW Standard PPO NP-Couple (EE) 1450 12012012 100003399 9200100161 Create
icon, then Deseect Al 77777172 Orchid, Two CW Optimum PPO NP-Famiy (EE) 62250 12001/2012 100003400 900100161 Create
SeleCt a” 6 T Orchid, Three CW Optimum PPO NP -Single (EE) 6274 12012012 100003402 9200100161 Create
ThlS W|” li TITTTTI74 Orchid, Four CW Maximum Che NP- Single (EE) 3074 12012012 100003410 9200100181 Create
. 8 [IE Orchid, Five CW Captol Ch NP - Single (EE) 3724 12012012 100003412 9200100161 Create
Conf“i‘m a” 9 TITTTTIT6 Orchid, Six CW Maximum Che NP- Single (EE) 3074 12012012 100003415 9200100161 Create
your items 11 TITTIS Orchid, Eigft CW Capitol Ch NP - Single (EE) 8306 120112012 100003419 900100161 Create
that are left 12 TITTIG Orchid, Student CW Optimum PPO NP -Single (EE) 6274 120172012 100003421 9200100161 Create
SO you do “ 10 - 1,44.26
nOt have tO 4 T Orchid Two 20 Dependent Plan E NCW 378 1200172012 100003400 9200100161 Create
confirm __[? | M
] 2 T Orchid. One 33 Healthcare FSA NCW 200.00 12116/2012 100003399 9200100161 Create
_eaCh Ilne 10 TITTTTI76 Orchid, Six Healthcare FSA NCW 100.00 12116/2012 100003415 9200100161 Create
Item NS : 30000
separately. 5 i, Orchid. Two 34 Dependent Gare FSANCW 50000 12162012 100003400 900100161 Create
- Y : 500.00
i L 2,048.04
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Overview

Proposed Items
Worklist Items
Processed Items

Confirming Your Bill

Proposed Amounts
Total Premiums: 2,048.04 USD

Total:

Details || Confirm || Change || Reject|  Create ktem .|| Add to Workist || Update Proposed Amount | = Export to Notepad |

Once all employees are highlighted, click Confirm.
Proposed Items will now be blank. All of your
employees will now show under Processed Items.

PERSONNEL

CABINET

Department of
Employee Insurance

View|[Stzndard Vie]  |v| " Display As Table *[Export ] Fiter Setiings
B temID  Social Security Number  Description Product = Text Proposed Amount  BillPerod ~ Reporting Broker ~ Cost Center  Note
1 T Orchid One 10 CW Standard PPO NP-Couple (EE) 33450 1200172012 100003399 9200100161 Create
3 T2 Orchid, Two CW Optimum PPO NP-Family (EE) 62250 12/01/2012 100003400 9200100161 Create
B T3 Orchid, Three CW Optimum PPO NP -Single (EE) 6274 120012012 100003402 9200100161 Create
7 TITTTTT74 Orchid. Four CW Maximum Che NP- Single (EE) 3074 12012012 100003410 9200100161 Create
8 TITTIT7TS QOrchid. Five CW Capitol Ch NP - Single (EE) 3724 120012012 100003412 9200100161 Create
9 TITTIT776 Orchid. Six CW Maximum Che NP- Single (EE) 3074 120012012 100003415 9200100161 Create
11 TTTTIT778 Orchid, Eight CW Capitol Ch NP - Single (EE) 63.068 12001/2012 100003419 9200100161 Create
12 T Orchid, Student CW Optimum PPO NP -Single (EE) 6274 120012012 100003421 9200100161 Create
10 1,244.26
4 I Orchid Two 20 Dependent Plan E NCW 378 120012012 100003400 9200100161 Create
+ 0 178
2 I Orchid. One 33 Healthcare FSANCW 20000 1216/2012 100003399 9200100161 Create
10 TITTI7776 Orchid. Six Healthcare FSAHCW 10000 12116/2012 100003415 9200100161 Create
o 5 300.00
5 T Orchid. Two 34 Dependent Care FSANCW 500.00 12116/2012 100003400 9200100161 Create
~ 500.00
P 2,048.04
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Confirming Your Bill

Processed Items has 5 tabs - Confirmed, With Change, Rejected, New and All. You can select
each tab to show what you have done to the bill. Just make sure you select ALL to pull in all
information on your bill.

Save || Relegas

Confimed (0) |, WihChange (0) | Regcted(O) | New() | AIE)

Qverview
z| Export to Notepad
Proposed ltems
Vorklist ltiems Containz propozed broker report items that you have confirmed.

View | [Standard View]  |=| Display As Table ¥ | Exporta

B temiD Social Security Number Dezcription tem Categary Text Propozed Amount Bill Pariod
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Confirming Your Bill

Go back to Overview Tab to make sure all totals match your payroll and
the bill is at 100% complete.

Broker Report Status
Statuz: Open Search Term:
Proposed ltems Created on: 08132011 14:27:57 Changed on: 0822122011 05:41:45
Worklist ltems SolEa
Processed ltems The proposals offzet the report amounts against the proposed amounts.
tem category Amount Propozed Amount  Currency
Premium Uso
Total uso

The proceszing =tatus offzetz the already procezsed broker report tems against the total number of broker report tems.
Thig table tellz vou how many broker report itemz vou have to process in thig 2ettlement perind.

tem category tems Processed temz  Percentage of completion

Premium \ |

Total
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Confirming Your Bill

Cue | Rekzsel | Click the Save button.

Overview
Proposed fems
Werkit Rems
Processed tems

Then click on the
Release button. DO
NOT release your
bill until you are for
sure the bill is 100%
complete. Once bill
is released you can
not make any
changes.

Proposed Amounts
Tl Premums: 000USD

Total

D00USE

Proposed Broker Report tems
[etals | Confim | Change | Reiect| Credt

bom | Acd o Warkist | Undate Propose Amaunt

View S et] v Diglyls

3 temlD

S0cialSecurty Number

Talle

-

Expor

Descrpton ~ Product = Te

et 0 olepad

Propased Aroun

Bil Perod

Reporting Bl

(Cost Cemer

Fiter Setings
Note

Page 51



Confirming Your Bill

NN .
oitucky”  Broker Report Overview
QOpen Broker Reports AR IE([ERENIE (=
|I Detailed Navigation = "pyocess Broker Report| Refresh Lit
'Welcome Broker Report - Search Term  Broker Report Status Invoicing period from Invaicing Period to Broker Conract Created on  Changed on
Sl Dre 300000001 ) nCarficaion 262011 0282011 SOOODDOOOOOO0C  OB9EOHH 0920
dBroker Report Overvie
| 80000000 Open 021012011 021152011 800000000000000C  08/29/2011  08/29/2011

« If the broker bill status shows In Clarification, payment amounts for clarification items will
not be listed in biller direct until the clarification items have been resolved by PBB.

« Clarification items are items that you have added or changed that don’t have all the
information that is needed in order to apply the money appropriately. PBB staff must
complete the missing information in order to clarify or resolve the item. PBB staff members
check the clarification list several times daily to resolve open clarifications. BL should email
or call PBB to get items out of clarification if this has not been taken care of. When the
clarification is resolved the amount goes into biller direct as a separate line item. When all
clarifications are resolved the status will change to posted.
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PAYING YOUR BILL
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Paying Your Bill

Effective July 15, 2018, all agencies were required to pay by
ACH payments. You will still be able to add checks for
employees who are on leave or are in danger of being termed

for non-payment.

Setting up your bank data in Biller Direct is very simple. To
view step by step instructions on how to set up your bank
information, use the YouTube link below.

https://youtu.be/pndhXuhFyV4
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Paying Your Bill

Biller Direct Main Screen
» This is the screen you will come to after you reconcile and release your bill.
In the blue area on the left, you will see a list of tabs. If for some reason you are unable to
see these tabs, you will need to click on the F5 button on your keyboard.

Paid Bills

(General Contgets
Bank Data

Switch Account

Log OF

o

i
.

1. Belect all bills that you would like to pay:
Bill Description
(] Health Premiums

@54
(1] Life Premiums

@ F5A
(1] Dental

(] \ision

[ Select&ll| | Deselect All | | Downlosd Selected Entries |

K EEE KK

Credits displayed can be refunded via submission of the refund request form.

2.2 Select the payment method you want to use. You are paying with

®  ACH Payment (Recommended) |Hesith/Stse L F3A Dependent Care v

Enter Your ACH Payment Date:
ACH Payment Date  |02/05/2018

3. 3. Choose Continue to check and confirm your payment.

De 3
Jan31, 219
Jan31, 219
Jan 31, 219
Jan 13, 219
Jan 13, 219
Jan 13, 219

Billed Amount
USD 128,550,855

USD 1261248
UsD3,571.38
USD 1261248
USD 22.183.30
UsD6,609.58

Grand Total

D Credits

Total Net Payment Amaunt

Open
130 123,559.98
UsD 1261248
UsD 357138
UsD 1261248
UsD 22193.30
USD 6,608.58

USD 138,158.20
usDo.0oo

USD 188,150.20

(' Checkmire'

Payment Amount  Acbion

128,559.93
1261243
307156
1261243
2219330
£,609.58

30 156,158.20

USD 128,150.20
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Paying Your Bill

1. Click on Select All or select the bills you wish to pay.
2. Click on ACH or Check/Wire only if preapproved by PBB department.
3. Choose Continue to check and confirm your payment.

IJ.iaLnLD.nnn.BiLLs
Credis 1. Selact all bills that you would like to pay:
Bsid Bl Bill Description Due 3 Eilled Amount Open Payment Amount  Action
E (1] Health Premiums Jan 31, 2019 USD 128,550.98 USD 128 559.98 12855998
- @ (I F54 Jan 31, 2014 UsD 1261243 UsD12812.48 1261248
Ganeral Canfacts W [ Life Premiums Jan 31, 2019 USD 3,571.38 USD 3571.38 357138
E [I]F4 Jan 15, 2019 UsD 1281248 UsD 1261248 1251248
Benk Data
of|  [T] Dental Jan 15, 2019 USD 2219330 UsD 22,193.30 2219330
Suwitch Account b/ [ Vision Jan 15, 2014 UsD 6,609.58 UsD 6,609.58 B 60958
Log OFF | Gelect &l | | Deselect All | | Download Selected Entries | Grand Totsl UsD 138,158.20 USD 188,150.20
' cress oo

Credits displayed can be refunded via submission of the refund request form.
Tatal Met Payment Amount LISD 124,158.20 15D 188,150.20

2.2. Select the payment method you want to use. You are paying with

Reminder-ACH payment date can be
future dated.

®  ACH Payment (Recommended) |HeslivStste L F3A Dependent Care v | O Checkiire

Enter Your ACH Payment Date:
ACH Payment Date  |02/05/2018

3. 3. Choose Continue to check and confirm your payment.
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e

COVINGTON INDEPENDEN

1 Selectal il thtyou woul e oy Frd 8ls
e ¢ Bled Araurt Open
Fe 15 2020 USD 68304 USD665074
Fe 15 2020 US026133 USD261336
| St Al | | Deslect )| | Do Seleced i Grand To sD8410
i R
Creditsdisplayed san be refunded via submission of the refund reguestfom,
Tee Net Pt At 002548

Before paying your bill please check to make sure you do not
see a credit. If you should see a one, use that credit on the bill
it should reflect on.

Employee Insurance
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| ol COVNGTON WDEPENDENT
1. Saleetalbllsthatyou would ke to pay: Find il

Sl Bl Dscipion e ¢ Bl Amout O Fament Aot Aol
() Den Fe 13,2000 USD685074 50665074

= [ Ve Feb 5, 200 SD2G0%  USD2E%

Ger ot | ScbotAl | | eselot A | | Dol Sl s Grend T 504240 UsDa B4t

o J cats D

Creit displayed can be refunded via submission of e refund reguest fom.
S Too et Peyment Ao vk UEDam2
Log Of

To use a credit you must change the amount in the Payment
Amount Box once you have selected what plan the credit will
be used on. Please do not check the box.
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Paying the Bill

In this example, we chose to pay by ACH. Click on pay by ACH.

4
g ills lsted with bank details: Health/State Life/F SADependent Care
Date will be 20512019,
Paid Bils ove the bills from the ist of apen bills, click an Pay by ACH.
Oug On Bilid Amount Amourt
sy o Femet
Jan 31, 2018 USD 12855008 USD12855088 USD 1285088
Ceneral Contacts Jan 31, 2018 USD 1261248 UsD 1261248 USD 1261248
Jan 31,209 USD3ET38 USD3Sn.3 USD3T. 3
Bank Dsta
Jan 15,2018 USD 1261248 Usp 1224 USD 1261248
Seitch Account Jan 15,2018 USD 2218330 UsD 2218340 U022 18330
Vo Jan 15,2018 USD 60958 USD6 R 8 USDAfase
Log OF
Bil Tots USD198.150.0 USD18.158.0
Credis Usnaa
Totsl Met Payment Amount (S0 188, 150.20

Fay by ACH
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Paying Your Bill

Open Bills | Bank Details

Credits Country Bank Mumber Account Number IBAN Bank Name BIC/SWIFT Account Hold
us COMMONWEALTH CREDIT UNION

Paid Bills us COMMONWEALTH CREDIT UNION
us COMMONWEALTH CREDIT UNION

Payments us COMMONWEALTH CREDIT UNION
us COMMONWEALTH CREDIT UNION

General Contacts

Question Comments?

*ATTENTION ING LIAISONS: DEI WILL BE REQUIRING ACH PAYMENTS EFFECTIVE 7/1/18

ealth FSA/Life Bill uestions: Contact the Premium Billing Branch at (302) 564-9097.
Rusiness Hours are 7:3 to 4:30 pm EST, Monday through Friday.

nsurance Questions: ct the Life Insurance Branch at {(502) 564-4774.

nt Questions: Contact th ollment Information Branch at (502) 564-1205.
! EST Monday through Friday.

Services Branch can be rea . toll free. at 888-581-8834.
onday through Friday.

Click on the Bank Data tab and then click edit. You
only need to fill out the Bank Routing Number and the
Account Number. Everything else is optional. You can
also set up more than one account to make payments.
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Paying Your Bill

I— | :
Creds 1, Select all bills that you would like to pay: Find Bills
— Bill Description Due Biled Amount  Open Payment Amount ~ Action
Payments There are currently no bills.

Genera Select Al Deselect Al Download Selected Enfres Grand Totl ~ USD0.00 USDO.0
Contacts | Credits  USD0.0

Credits displayed can be refunded via submission of the refund request form,

Address Data Total Net Payment Amount ~ USD000  USDO.0

BankData 2., Select the payment method you want to use. You are paying with

a?S{JIayActivity ¢ Check/Wire * ¢PAY Payment Payment Method not yet Knoin v
istory
FAQ
3.3, Choose Continue to check and confirm your payment.
Log Off

Continue \

When your bill is complete or you’re done with Biller Direct, please make sure to log off.
Do not “X” out of the screen.
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30 day Delinquent Letter

ANIY BESHEAR J_,!;::‘ﬁ:_-::;- Dia GERINA [ WHETHERS
THIWERHNOE PERSCOMMEL Emp EECEETARY
FLIET Paymient from Agency Hezlth Plan Employes 22.92 2/29/2020
501 HIGH STREET, IND FLOOR
FRAMKFORT, KEMTLNEY 40601
HTTFS 0 - e A e
PaAPEREONMEL. LY LY Healthcare FS4 Flawitle Spending Accourt 6B.73 37152020
Living WellCDHP ParentPlus{EEj Hezlth Plan Employee BD.00 2,297 2020
Anthem Vision Gold Parent Plus Vision Plans 13.40 371572020
April 20, 2020
Living WellFPO Couple{EE) Health Plan Employee Z72.11 2,297 2020
RE: 30 Day Delingquent Insurance Premiums
Dearl Living WellFPO Couple{EE) Heazlth Plan Employes 473.93 22972020
During a recent review of Kentucky Emiployess’ Health Plan and for Optional Plan benefits for your
organimtion, our records indicate that mem bers within your agpency hasve delinguent premium LivingWellPPO Couple{ER) Hezlth Plan Employer/Fee 305.53  2,/29/2020
payments of ot keast 30 days. Please see the back of this page for more details. Members with past
due premiums of 30 days or grester were sent o definquent premium letber zind told to contzct you .
~ Living WellFPO Couple{ER) Heazlth Plan Employer/Fee 530.37 22972020
to miake paymient.
Your failure to pay past due premiums will result in termination of the member’s benefits. Members
have 30 days from the date of this letter to make full payment or benefits will be terminzted.
# e Al rdzue i; arnears

Rzmbers termed for nonpayment of life insurance premiums sre eligible for reinstatermnent with an
approved evidenoe of insurability (EOI). Members termed for nonpayment of health insurance
premiums, dental, wision, or flexible spending accownt contributions are not eligible to participate
until the next open enrollment, with benefits starting January 1 of the neat plan year.

Please ensure that r billing imvoices are “worked” and paid prom - The monthly bill

amount(s) must match the payment coupan ameantis]. Bl warked in ERAIS with no papment We recomm end th atem ployees g |Ve

submiitted are considered delinquent snd members will be subject to termination of benefits.

e T T e e e et e personal checks to the agency If a deduction
e A s T e T, cannot be taken out of payroll. This way the
T s = agency can add the premium to their bill. If
the bill has already been worked and the
employee is in jeopardy of being terming for
non-payment, the employee may send in the
arrears check to PBB.

CC: PBB Representztive Broker

MITY EMPLOYER M7/
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60 Day Termination Letter

i

ANDY BESHEAR o Depanment of (ERINA D WHETHERS
3 | Dapariment o
GHOVERNOR [ FENTeRE " | Employee lmurance SECRETARY
C&RAI NFT

Sa1 ENESTREET, £HD FLOOK Pernr Employes  Pan Information gunt  Due Dgte Tarm Date

FRANKFORT, KENTLUCEY 40601

HITPEAPERSONNEL KXY GOV Anthem Dertal Gold Family  Dental Plans 9056 2/15/2020 173172020

Anthem Dertal Gold Family  Dental Plans 9086 3152020 173172000

April 20, 2020

RE: 60 Day Termination Motice for Delinquent Insurance Benefit Premium

Diear

You recently received cormespondence from our office indicating 3 member|s) within your apenoy
had a premium deficiency greater than 30 days. The members) was notified and given 30 days to
contact your office sind make payment in full to awoid termination of benefits.

Our records indicate that this acoount(s) is still in arrears. Please reference the attached list for
plans termed and the termination date{s]. The member{s) whose benefits have been terminsted
will only be eligible to file claims for expenses incurred prior to the termination date.

Members termed for nonpayment of life insurance premiums are eligible for reinstaternent with an

approved evidenoe of insurability (EQI). Members termed for nonpayment of health insurance
premiums, cental, vision, or flexible spending account contributions will not be eligible to

PP T e e ST i e Ay e e e We recommend that employees give personal
2502 54 B057. e o o 800 G 40P EST, checks to the agency if a deduction cannot be
S taken out of payroll. This way the agency can
mepartn fE gl s add the premium to their bill. If the bill has
—— already been worked and the employee is in
R — Broker jeopardy of being terming for non-payment, the
employee may send in the arrears check to

PBB.
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Frequently Asked Questions

WHAT SHOULD I DO IF | CAN'T ADD AN EMPLOYEE TO THE BILL?

* First, check PA20 to make sure the employee is correctly enrolled in Benefits. If they have not been enrolled in benefits or are
incorrect, contact enrollment. If they still cannot be added to the bill after PA20 has been corrected, contact someone in PBB
and we will try to correct the 10.

WHAT SHOULD | DO WHEN A SEARCH IS DONE TO FIND AN EMPLOYEE TO ADD TO THE BILL AND | RECEIVE THE
FOLLOWING ERROR MESSAGE, “BROKER REPORT ITEM CANNOT BE CHANGED, BROKER DOES NOT MATCH THE
SELECTED ITEM”?

* When the bill is being worked after the term date, the termed employee’s Insurance Object will have to be reopened. Call PBB
and we will do that for you.

WHAT PHONE NUMBER DO | NEED TO CALL FOR QUESTIONS ON THE BILL?
» Please contact your PBB representative at 502-564-9097. During this time working from home please contact PBB rep. by
using personal line or preferably by email.

WHAT DOES IT MEAN WHEN IT SAYS YOUR BILL IS IN CLARIFICATION?

 Clarification is a list of entries, (changes, adds or rejects on bill) that KHRIS is needing further information in order to post
accurately. Only PBB staff can resolve.
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Frequently Asked Questions

DO YOU HAVE TO PAY THE FULL AMOUNT ON YOUR 15™ BILL?

* No, you need to work the entire bill as if you were going to pay then when you get to Biller Direct you only need to select the
items you are wishing to pay. You must pay FSA for sure so money is dropped into employees accounts for dependent care
but as far as Dental and Vision you can pay those amounts when you pay the 30t bill.

DOES MY BILL AND ACH HAVE TO MATCH EXACTLY?

* Yes, if you have worked your bill correctly according to your payroll deductions then your ACH should match your bill exactly. If
you had to make changes on your bill, example changing amounts or adding members then your bill more than likely has
gone into clarification.

DOES DEI OFFER ANY KHRIS TRAINING?

* Yes, in addition to the New IC training, PBB also offers one-on-one billing training in our office. If you would like to schedule a
one-on-one billing training session, please contact your PBB representative to make arrangements. Reminder, you must have
the necessary KHRIS user access. If you do not currently have access, please contact Jen Alvis at 502-564-5656.

* No in-office training right now but can do conference calls, skype meetings, etc.

The BENEFITS ACCOUNTING USER GUIDE is a GREAT tool for navigating through the KHRIS broker bill.

Located at: https://personnel.ky.gov/IKEHP/Benefits%20Accounting%20User%20Guide.pdf
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https://personnel.ky.gov/KEHP/Benefits%20Accounting%20User%20Guide.pdf

Billing Tips & Reminders

SAVE YOUR WORK OFTEN. Click the save button at the top left of the screen often. The KHRIS portal
times out after 20 minutes of inactivity. If you have not saved changes, they will be lost. Always save before
you close the broker report.

ONLY ONE PERSON AT A TIME CAN WORK THE KHRIS BILL. The first user who opens a bill locks it.
Others may view the bill while it is “locked,” but only the user who has the bill locked can make changes.

PRINTING BROKER BILLS. Broker Bills cannot be printed directly from KHRIS. If you want to print the bill,
it has to be exported to Excel or notepad. To see complete instructions on how to export your broker bill see
the Benefits Accounting User Guide.

ALWAYS LOG OUT OF THE PORTAL. Do not use the X in the upper right hand corner to close out the
portal. If you open your broker bill and get the message that your user ID has been locked, follow these
steps:

Log off the portal.

*Wait 15 minutes and log on again.

If the bill is still locked, close it again and log off. In your internet browser, delete all cookies. This will also
delete any User IDs and passwords that you have stored for other applications.
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Billing Tips & Reminders

ALWAYS MAKE SURE AFTER YOU RELEASE YOUR BROKER BILL THAT ITIS INA POSTED STATUS

AND NOT IN CLARIFICATION.
Please call or email your PBB contact. For more information on clarifications go to the Benefits Accounting
User Guide.

WORKING BROKER BILLS ON TIME.

Working a broker bill after the next month’s broker bill has already generated may cause reconciliation and
payment issues for the new broker bill. Always work broker bills in order, and in a timely manner. Bills are
due at the end of each month and need to be worked and paid within this timeframe. DEI/PBB preferred
method of payment is ACH payments. If you need help in setting up your ACH bank details, please contact
your PBB representative.

PAST DUE ACCOUNTS.

If you have unpaid benefit premiums, the member and BL will receive a 30 Day Past Due Letter requesting
immediate payment, or plan(s) will be terminated for non-payment of premiums. All past due premiums must
be paid before the account is 60 days past due. Once the account is 60 days past due, the member and BL
will receive a 60 Day Termination Letter stating the term date of coverage.

REMINDERS.
As of 7/1/2018, all payments must be ACH. See KEHP BL Memo 18-04 Mandatory ACH Payments Effective
7-1-18 FINAL for details.

The Enroliment Information Branch has implemented a 120 day processing policy. If paperwork is submitted
past 120 days of the event, it will not be processed. This could create billing issues. All billing issues need to
be addressed and corrected within 60 days.
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PBB Representative Contacts

Premium Billing Branch
Main Phone: 502-564-9097

Michele Ellis (michele.ellis@ky.gov)
502-564-5592

00275, 00461, 00471,00472,00475,00476, 00477,
00478, 00481, 00485, 00491, 00492, 00493, 00495,
00501, 00502, 00505, 00511, 00515, 00521, 00522,
00523, 00524, 00593, 00595, 00601, 00616, 00622,
00630, 00700, 00701, 00703,00704, 00705, 70001,
70002, 70003, 70004, 70005, 70006, 70009, 70018,
70020 - 70022, 83000, 87000, 90002, 90003, 90009,
90011, 90014, 90015, 90024, 90025, 90033, 90035,
95010, 96340, 96566, 96583, 96585, 96598, 96600,
96601, 96629, 96636, 96637, 96638, 96641, 96642,
96646, 96647, 96648, 96649, 96651, 96652, 96653,
96656, 96657, 96658, 96660 - 96665, 96667 - 96669,
96728,

Fax: 502-564-0715

Debbie Fraley (debbie.fraley@ky.gov)

502-564-5602

00157, 00161, 00181, 00197, 00215, 00225, 00235, 00241, 00245,
00281, 00311, 00335, 00341, 00345, 00351, 00361, 00371, 00375,
00381, 00385, 00401, 00405, 00425, 00431, 00435 00446, 00535
00536, 00545, 00551, 00567 00571, 00575, 00581, 00585, 00586,
90310, 90311,90312,90313, 90314, 90315, 90316, 90317,
93000, 95030, 95040, 95070, 96000, 96370, 96385, 96400, 96405,
96435, 96440, 96540, 96545, 96550, 96552, 96553, 96554,
96555, 96557, 96564, 96620 - 96628, 96630, 96632 - 96635,
96639, 96640, 96659, 96689, 96711

Lauren Gash (laurens.gash@ky.gov)

502-564-0977

00113, 00115,00125, 00131, 00132, 00133, 00135, 00141, 00143,
00146, 00147,00149, 00151, 00152, 00186, 00191, 00195, 00201
00205, 00211, 00221, 00276, 00285, 00301, 00365, 00421, 00452,
00531, 00541, 00555, 70019, 90303, 90305, 90309, 90318, 90321
90322, 90323, 96040, 96050, 96060, 96080, 96090, 96130, 96180,
96190, 96220, 96250, 96280, 96300, 96310, 96315, 96320, 96345,
96365, 96415, 96420, 96425, 96445, 96455, 96475, 96485, 96520,
96535, 96571-96573, 96575, 96727
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PBB Representative Contacts

Premium Billing Branch
Main Phone: 502-564-9097
Fax: 502-564-0715

Beth Gebhart (beth.gebhart@ky.gov)

502-564-5713 Madona Thompson (madona.thompson@ky.gov)
00165, 00533, 45470, 80000, 81000, 85000, 88000, 502-564-7826

89000, 90054, 90057, 90058, 90061, 90063, 90068, 00001, 00005, 00006, 00013, 00015, 00016, 00017, 00021,
90120, 90301, 90302, 90303, 90304, 96568, 96604, 00025, 00026, 00031, 00032, 00034, 00072, 00075, 00081,
96605, 96608, 90609, 96616, 96618, 96619, 96709, 00134, 00145, 00155, 00156, 00162, 00185, 00236, 00246,
96729 00255, 00354, 00426, 00441, 00445, 00451, 00455, 00465,

00592, 86000, 90080, 90084, 90086, 90087, 90089, 90110,
90118, 96490, 96577, 96579, 96580, 96581, 96587, 96589,

Sherry Quinn (sherry.quinn@ky.gov) 96591, 96593, 96594, 96595, 96692, 96693, 96694, 96697,
502-564-5643 96698, 96700, 96702 - 96708, 96721 - 96726, 96730, 96735 —
00041, 00042, 00045, 00055, 00065, 00071, 00085, 96737

00171, 00175,00176,00177,00231, 00251, 00261,
00265, 00271, 00272, 00291, 00295, 00305, 00315,

00321, 00325, 00331, 00391, 00392, 00395, 00411, Teresa Lancaster (Teresa.Lancaster@ky.gov)
00415, 00537, 00561, 00565, 00591, 70008, 90012, 502-564-5683

90013, 90036, 90037, 90040, 90045, 90069, 90076, All State Agencies

90077, 90079, 90324 — 90327, 96562, 96567, 00011, 00012, 00051, 00061, 00121, 39627, 92000,
96671 96672, 96674, 96676, 96678 — 96684, 95020, 96569, 96570, 96599, 96602, 96603, 96734,
96686 — 96688, 96690, 96710 — 96716, 96718 — 96738, 96739

96719, 96732,96733
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Follow up on with enrollment as

changes are made.

Remember when changes are made on
employee’s accounts, please follow up
with enrollment branch or check pa20
to see if this change has been made and
everything is correct. Changes must be
entered into the system and if you are
unable to do so contact EIB for
assistance. Only use note field on billing
to put term dates and reason for change
on the bill. Bills are generated from EIB
information so please make sure all
information is correct on employee’s
when entered and changes have
occurred.

e

DONT
FORGET TO
FOLLOW UP!

O

CABINET
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Refund request need to be mailed into our office or scanned in
and emailed to your PBB representative. Once the forms are
received we will process. Please do not fax forms, we are
currently still not working in the office. Reminder, all refund
requests must be made within 60 days from the date of the

overpayment.
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Pay bills on time. All bills need to be paid
by their due dates — 15" of the month and
30th or 31°t of the month. Its very
important that you pay your 15 bill
before or on the 15t so people have
access to dependent care funds. Also, if
you chose not to pay dental and vision on
the 15t bill you must still work the entire
bill. Once you go to pay, you can then
chose to pay the dental and vision on the
30th or 31%t bill. If you do not pay your bill
on time, your next bill will not be totally
correct and could take until the next
month to be correct and up to date.

o

2021 Monthly NCP Payroll Run/Billing

January NCP payroll - Wednesday, January 6, 2021
January bills generate — Thursday, January 7, 2021

February NCP payroll — Monday, February 8, 2021
February bills generate — Tuesday, February 9, 2021

March NCP payroll — Wednesday, March 10, 2021
March bills generate — Thursday, March 11, 2021

April NCP payroll — Wednesday, April 7, 2021
April bills generate — Thursday, April 8, 2021

May NCP payroll — Monday, May 10, 2021
May bills generate — Tuesday, May 11, 2021

June NCP payroll — Monday, June 7, 2021
June bills generate — Tuesday, June 8, 2021

July NCP payroll — Wednesday, July 7, 2021
July bills generate — Thursday, July 8, 2021

August NCP payroll — Monday, August 9, 2021
August bills generate — Tuesday, August 10, 2021

September NCP payroll — Tuesday, September 7, 2021
September bills generate — Wednesday, September 8, 2021

October NCP payroll — Wednesday, September 29, 2021
October bills generate — Thursday, September 30, 2021

November NCP payroll — Monday, November 8, 2021
November bills generate — Tuesday, November 9, 2021

December NCP payroll — Wednesday, December 8, 2021
December bills generate — Thursday, December 9, 2021

Please make sure all prior bills are worked and paid each month before the new
bills are generated.
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Ju<st 8
friendly

reminder. __

* Make sure to reject line items not change the amounts to zeros
when you did not deduct for a member on the bill. Changing them
to zero will kick them into clarification.

 Optional Insurances (dental, vision & life) are monthly premiums.
Do not make them a semi-monthly deduction. Whether employee
works one day or the whole month you must pay full premium.

» Discrepancies must be cleared up within 60 days. Arrears must

ge paid and credits must be taken or refund requested within 60
ays.

« |C’s please use note field section when working the bill. This will
help to know what is going on with employee’s account.
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Contact us

| S

* Main line 502-564-9097 (currently not working in the office so
email or call representative directly)

* Michele Ellis (michele.ellis@ky.gov) 502-564-5592

« Debbie Fraley (debbie.fraley@ky.gov) 502-564-5602

« Lauren Gash (laurens.gash@ky.gov) 502-564-0977

 Beth Gebhart (beth.gebhart@ky.gov) 502-564-5713

 Teresa Lancaster (teresa.lancaster@ky.gov) 502-564-5683

« Sherry Quinn (sherry.quinn@Kky.gov) 502-564-5643

« Madona Thompson (madona.thompson@ky.gov) 502-564-7826
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