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A — ELIGIBILITY SERVICES OVERVIEW

Keenan & Associates provides valuable eligibility services in addition to facilitating the
reporting of eligibility data, helping our Clients improve the administration of their plans.
Following is an overview of the services provided:

KCARES Overview

KCARES is Keenan's proprietary Web-based employee benefits administrative services
system which allows Benefits Administrators to easily enter and manage employee benefits.
Keenan provides a dedicated Eligibility Coordinator as a key contact for KCARES system
support.

Electronic Transmission to Carriers

Eligibility updates are electronically transmitted to the Clients’ carriers on the 1%, 8, 15™ and
22" of each month. (Please see Transmittal Schedule Example in Section E, page 1).

Reporting of Over Age Dependent Children

On the 2™ of each month, the Client will receive a courtesy dental Over Age Dependent
Report (dependent tracking is not necessary for vision eligibility,) which captures all
dependents who will be reaching the plan’s overage limit in the upcoming month (refer to
sample Over Age Dependent Report in Section G). This report will be e-mailed to the
Client from the following e-mail address: benefitbridge@keenan.com.

Note: Itis the Client’s responsibility fo:
o Notify the Employee of the dependent’s termination of coverage
o Send notice of COBRA eligibility

Carrier Notification of Dependent COBRA Benefits

When a dependent is enrolling in COBRA without the subscriber, the Client should notify
Keenan once the COBRA enrollment has been entered. Keenan will then request that Delta
Dental transfer the history from the previous record to the COBRA record. The Client does
not need to contact the carriet.

Carrier Billing Report (CBR) Summary

On the 20" of each month, the Client will receive a Carrier Billing Report (CBR) Summary,
which captures the following month’s eligibility. The CBR is intended to assist the Client in
reconciling monthly enrollment totals. This report will be e-mailed to the Client from the

following e-mail address: benefitbridge@keenan.com (refer to sample CBR in Section G).
Eligibility List
On the 23™ of each month, the Client will receive an Eligibility List reflecting the following

month’s eligibility. This report will be e-mailed to the Client from the following e-mail
address: benefitbridge@keenan.com (refer to sample Eligibility List in Section G).

Special Note: All new enrollments, changes, and terminations must be entered by the
Client by the 15" of each month in order to be included on the following month’s Eligibility
List.
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B — CLIENT ADMINISTRATION DUTIES
COBRA

It will remain the Client’s responsibility, as the employer, to comply with the continuation
coverage requirements under COBRA.

A new record must be created for all dependent COBRA enrollments when the subscriber is not
enrolling in COBRA. When a dependent is enrolling in COBRA without the subscriber, the
Client should notify Keenan after the COBRA enrollment has been entered. Keenan will then
request the carrier to transfer the history from the previous record to the COBRA record; the
Client does not need to contact the carrier.

AB528

The Client should communicate directly with Delta Dental for AB528 coverage, provided the
AB528 retirees are covered through the Delta Dental statewide pool. In this case, the AB528
enrollment forms, eligibility statements, and premiums should be sent directly to Delta
Dental and not to Keenan & Associates.

Eligibility Verification

There will be instances when employees or their dependents seek treatment before the carrier
has been notified of their eligibility. In these cases, the Client can ask the provider to accept
their verification of eligibility. If a provider will not accept the Client’s verification, please
contact Keenan’s Coalition Department to assist in resolving the situation. Please do not direct
employees or providers to call Keenan & Associates’ Coalition Department to verify eligibility.
In order to minimize the number of eligibility issues, prompt entry of all enrollments is
recommended.

Benefit Information

Please contact your Keenan Service Representative Keith Brown kbrown@keenan.com, or 408-
441-0754 ext 6167.

ID Cards and Claim Forms

Please provide the employee with Delta Dental’s website: www.deltadentalins.com if they would
like to print an ID card or claim form. Instructions on how to fill out the claim form are also
posted on the website. VSP does not issue ID cards. VSP providers submit electronic claims;
therefore, no claim forms are provided.

Claims Information and Incentive Levels

Please instruct the employee to contact the Delta Dental Customer Service Department at 1-
866-499-3001. Please provide employee with VSP’s telephone number, 1-800-877-7195 for
claim questions.

© 2011-2014 Keenan & Associates. All rights reserved.
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C —-—MONTHLY BILLING CYCLE
Wire Transfer Information

For any questions, call Marcia Gudmundsson of Keenan & Associates’ Finance Client Services
Department at 800-444-9995, extension 1624.

1.

The Client will receive one invoice monthly from Keenan & Associates. The invoice will
be mailed by the 5" day of each month and will be for the next month’s estimated cost of
the program (e.g., claims, eligibility/administration fees, etc.)

The Client is required to pay the full invoice amount on a monthly basis, which is due by the
first Tuesday of the month.

The Client amount represents the average monthly claims that we expect to be paid for the
district. ~ This amount is calculated by taking the total annual expected claims and
administration costs divided by 12 months to develop an average monthly funding level.

If the Client account balance is not sufficient to cover costs, the district will receive an
additional deficit billing and will be required to advance the amount requested within 10

business days.

If the Client is currently receiving a monthly invoice from the Keenan & Associates
Accounting Department for dental consulting fees, this amount will be shown on the
monthly invoice (sample invoice on page 4 of this section) for claims and administration
fees.

Keenan & Associates will provide the Client with a monthly accounting statement (sample
statement on page 5 of this section) mailed by the 15" day of each month, summarizing the
prior month’s beginning cash balance, contributions, paid claims, fees, interest allocation and
ending case balance. Accompanying this statement will be the Delta Dental claims report.

The Client can pay their contribution invoice amount with a warrant or by wire transfer. All
warrants should be made payable to “California Schools Dental Coalition” and mailed with
one copy of the monthly contribution invoice to (remittance envelope provided):

Keenan & Associates
Finance Client Services
P.O. Box 4328
Torrance, CA 90510

© 2011-2014 Keenan & Associates. All rights reserved.
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The following information applies to wire transfers:

Bank of America
333 South Hope Street
Los Angeles, CA 90071

A.B.A. 026009593

A.B.A.. for ACH 121000358
Contact: Robert Louk

Tele: 213.621.7178

Fax: 213.621.3610

A/C Name: California Schools Dental Coalition
A/C Number: 14594-26385
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Accounting Statement Cover Letter

April 1, 2014

Ms. Jane Doe

XYZ Benefits Joint Powers Authority
1234 Yellow Brick Road

Anytown, CA 94523

Re: California Schools Dental Coalition
Dear Ms. Doe:

Enclosed i1s the March 2014 statement of your participation in the Dental Coalition. The
statement reflects the following:

a) Actual contributions received, irrespective of which month they apply to, to enable you to
reconcile this figure back to your records.

b) Paid claims and the Delta Dental administration fee as billed by Delta Dental and detailed on
the enclosed Delta Dental monthly activity report.

¢) The Coalition eligibility/administration fee, based on the enclosed eligibility report included
in this packet and/or via BenefitBridge. This report summarizes the District eligibility
listing(s) received approximately the 25th of last month.

d) Keenan consulting fees, if initially built into your monthly funding levels.

e) An allocation of the interest income earned on the Coalition account during the period,
based on the ratio of your daily balances to the total daily balances.

Please do not hesitate to call me if you have any questions or need additional information.

Sincerely,

Marcia Gudmundsson
TPA Supervisor

© 2011-2014 Keenan & Associates. All rights reserved.
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California Schools Dental Coalition

Keenan & Associates Administrators
P.O. Box 4328
Torrance, CA 90510

XY Z School District
Jane Doe

1234 Yellow Brick Road
Anytown, CA 94523

Invoice
DATE INVOICE #
4/20/2014 012345

GROUP NO. DUE DATE CONTRACT PERIOD
XXXXX 5/3/2014 1/1/2014-12/31/2014
DESCRIPTION AMOUNT

Monthly Contribution - Expected Paid Claims & Expenses 850,000.00

May 2014

Please make payable to: California Schools Dental Coalition

For your convenience, please use the enclosed envelope. Total $850,000.00
© 2011-2014 Keenan & Associates. All rights reserved.
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Sample Statement

California Schools Dental Coalition
XYZ Benefits

March 2014
Opening Balance $29, 653.79
Contributions 136,000.00
Paid Claims (130,010.80)
Delta Dental Administration Fee (8,320.69)
CSDC Eligibility/ Administration Fee (2,793 employees @ $0.48) (1,340.64)
Consulting fees (2,793 employees @ $x) it applicable
Interest Income Allocation 83.73
Closing Balance $26,065.39

© 2011-2014 Keenan & Associates. All rights reserved.
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D - SIGN-ON (BENEFITS ADMINISTRATORS)

Keenan will set up all Benefits Administrators and provide each with their own unique Username and Password.

Administrative User Login

1. Access Keenan’s KCARES system via your web browser

at www.KCARES.com.

2. On the KCARES login page, under the User Login
heading (figure 1), enter your Username and Password.

Note: In addition to Internet Explorer, supportability is available on
portable devices, Apple Safari, Google Chrome and Mozilla Firefox

Revised 03/14/2014

User Login

Username: I

Password: I
=D

By clicking LOGIN you accept the terms and conditions
of the Keenan & Associates Privacy and Legal Notices

Figure 1 - User Login box

The KCARES Administration — “Admin Home” screen appears (figure 2).

DKCARES

REmanwtranon| Health Care Reform
Welcome DEMO ADMSN

KCARES Support

= Giides snd
Aameistraior Reference Gude

Trarng Video Lessors
o Fekane Nobes - July 2013
o Fslease Notes - February 2013

o Release Notes - Seplember 2011
FADS

evuy-Fraay

o indemet Exploner 8 Setup Tor KCARES

> Compiele Census Fepon Irstnichons - Ocinber, 2012

KCARES Administraticn

Cace here 10 sccess Ihe KCARES. Admnistration sysiem

KCARES Administabon

Announcements

Password Requirements — Usdated Januany 2014

Mews and Events

® Tus, 14 Jan 2014 - Public Entity Seif-insured Annual
te

SEARES password a8 foliows. promph
hich fime your i password st meel e Hew requirements:

= Wl be & — 18 Eharacies in
®  Must £onlain o keast cne charatter from each of the followng koo eategones
= Uppercase jetiss
= Lowercase lefies
= Mumees (0 - 8
= Mon-Alphanamenc chasacter (0.0, @, . %)
®  Expires every 00 days users wil be prompled 1o creals pew passwced
= Wy ot reuse any of e previous § passwoeds

July 7913 Release - Froguct Enhancessents
= Search Scresn mprovements

Cick - Rebease Notes - July 2313 - Io review aboul the newty

Updated Administrator Reterence Guide!

s 10 ChangE your password, 8t

BeidgeFront

e ® BRIDGEFRONT

Fesithoare Educaton - Redefined
Cick here 1o access BrdgeFront

The updated Acmanistrator Reference Guide i row avaais! enf System £
Adminsstrator Refersnce Guide - o sccess and pint the Guide

Figure 2 — KCARES Administration home screen

Forgotten Username and Password

If you need assistance or forget your username and/or password, please call KCARES Support

(tigure 3):

Need Help / Forgot Password?

(PST)

e Call KCARES Support at (855) 585-4330
* Monday thru Friday 8:00 am - 5:00 pm

Figure 3 — KCARES Support Information
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Password Requirements

If you are prompted to change your password, it must meet the following requirements:

e Must be 8 — 16 characters in length
e Must contain at least one character from each of the following four categories:
O Uppercase letter
0 Lowercase letter
O Number (0-9)
0 Non-Alphanumeric character (e.g., @, #, %)
e Expires every 90 days (users will be prompted to create new password)
e May not reuse any of the previous 9 passwords

© 2011-2014 Keenan & Associates. All rights reserved.
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Session Time-Out

A Session Time-Out warning message will appear as an alert to users when a KCARES session
is about to expire (figure 4).

e Sclect the Continue Session button to keep your KCARES session “active.”

File Edit Wiew Favorites Tools Help
For your safety and protection, your session is about to expire. If you wish to continue your session, please click here.
Continue Session

Figure 4 — Session Time-Out warning

e The system will log you off if you do not click the Continue Session button shortly

after it is presented.
Note: You will know if you have been logged off if the popup “Log In” window appears following your
attempt to access a screen or enter data (fignre 5).
[ logln |

User Name:l

Password:l

Figure 5 — Log In window

e If you are logged off, do the following:

0 Close the Log In popup window by clicking on the X in the top right corner. (This
s NOT the correct login window. Y on must login from the KCARES Admin Home web

bage)

Log into the KCARES website using your username and password

Click on the KCARES Administration button in the middle of the Admin Home
page (figure 06).

DKCARES

KCARES Support KCARES Administration Rwa 2 Events

Click hene 10 access the KCARES Administrason siseff

» Contat s
855 5654330

® Tuw, 14 Jan 3814 - Public Entty Saif-insured Annual

Figure 6 — KCARES Administration button
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E - NAVIGATION AND HELPFUL HINTS

Transmittal Dates

The transmittal of data files contains eligibility information which is electronically sent to
carriers. These transmittals are processed and transmitted at approximately 5:00 p.m. on the 1%,
8", 15™ and 22™ of every month, even if this is a weekend or holiday.

Carrier Transmittal/Billing Schedule

The term “Carrier Transmittal” refers to the electronic reporting of eligibility information
from Keenan’s KCARES System. Transmittals will occur automatically and clients do not need
to take any action.

Understanding when the data is entered, when it is effective and when it is transmitted to the
carrier is important and will help Clients effectively manage benefits and avoid eligibility issues.

Eligibility: Eligibility is “captured and transmitted” on the 1%, 8" 15®, and 22" of each month
starting at approximately 5:00 p.m. PST regardless of whether the date falls on a weekend or
holiday.

Billing: Billing data is captured on the 15" of each month at approximately 5:00 p.m. PST.
Eligibility effective the first of the following month and entered on or before the 15" of the
current month will be reflected on the following month’s bill.

Future Effective/Termination Dates: Future effective or termination dates are not
transmitted to the carriers until the 15™ of the month for the 1* of the following month (sce
example #5 below).

Transmittal/Billing Schedule Examples

” Entry Date Effective Date Transmittal Billing Month
Dates
(1st, 8th, 15th, 2211:[)
1 3/16 4/1 3/22 May*
2 3/14 4/1 3/15 April
3 3/4 3/1 3/8 April*
2]
=
d 4 2/23 3/1 3/1 April *
é 5 2/14 4/1 3/15 April
*Note: Retroactive debits and credits will be reflected accordingly.
© 2011-2014 Keenan & Associates. All rights reserved.
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Benefits Administration - Main Toolbar (figure 1)

| Add | Repords |
| KCARES History || Search |

Figure 1 — Main Toolbar

Add: Use this tab to enter new employees into the database.
Reports:  Use this tab to open the reports section.

KCARES History:  Use this tab to access the history of active or terminated employees, if
you have been utilizing the KCARES system ptior to 3/22/11.

Search:  Use this tab to search for employees’ records in the database.

Reports Toolbar (figure 2)

| My Reports | | Financial | | Status |

Figure 2 — Reports Toolbar

My Reports:  Use this tab to access all scheduled reports and to access previously run
reports.

Financial: This tab contains all Financially based reports.

Status: This tab contains all Status based reports.

Employee Record Toolbar (figure 3)

- Personal | Employment || Dependents | Benefte | Hsty | Summay |

Figure 3 — Employee Record Toolbar

Personal: Employee’s Personal information.
Employment: Employee’s Employment information.
Dependents: Employee’s Dependents and their personal information.
Benefits: Employee’s Benefit information.

History: Any changes made to an employee’s record after 3/22/11 appear on this
tab.

Summary: Summarizes the Employee’s information, as entered on the Personal,
Employment, Dependents and Benefits tabs.

© 2011-2014 Keenan & Associates. All rights reserved.
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Show Sensitive Information
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This link appears in the bottom left corner of each tab in the Employee Record. The employee’s
SSN and Annual Income are considered sensitive information and are not fully displayed. Only
the last four digits of the SSN are displayed. Asterisks appear in place of the Annual Income.
Click on the Show Sensitive Information link to display the complete information (figure 4).

Employee Hame: USER, TEST SSH: 71113

Sensitive informmation is pariafy displz ped

Employee Name: USER, TEST S5M: 111-11-1113

Sensitive information afterjon s dicked

Figure 4 — Sensitive information

Edit Record

-’-{? Edit Eecord - This icon appears on the Personal and Employment tabs in the Employee
Record and is used when changes need to be made to existing information.

Add or View Comments/Enrollment Summary Archive

This link appears in the bottom right corner of each tab in the Employee Record and is used to post comments

specific to an employee’s record.

Add Comments

1. Click on the % Add orview Comments/Enrolliment Surmmary Archive 1ink to open the Comments

section (figure 5).
2. Enter a short description in the Subject field.

3. In the Comment: field, enter an expanded description of the subject.

4. When complete, click on Save Comment.

Subject
IBIRTH CERTIFICATE

Comment:

Employee provided birth certificate for Joshua.

Subject Comments

re
[T ADDRESS CHANGE  Employee provided change of address information.

=
=
Date User

071/228/2011 demoadmin

/

Save Comment |

«

- -

Figure 5 — Comments section

View Comments

1. Click on the % Add orview Cormments/Enrolliment Surmmary Archive 1ink to open the Comments
section. All comments appear in a table below the Subject and Comment fields. Fach

comment will be date stamped and include the user’s name.

© 2011-2014 Keenan & Associates. All rights reserved.
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KCARES Tabs

Each tab is described in detail in the Administrative Guide. Following are a few tips to
remember when working in KCARES:

Personal Tab

Override Coverage Area Validation
e This option is currently inactive and cannot be used.

Employment Tab

Proper use of Status Start and Effective dates

e For New Hires, the Status Start Date (date benefits are effective) is calculated automatically
to be the first of the month following date of hire. If this is incorrect, this date can be
manually overwritten.

Benefits Status Change
e The only two choices available to KCARES clients are “Active” and “Terminated.”

Benefits Tab

Employee Enrollment Benefits Screen

e When adding a new dependent or changing an existing dependent’s coverage, the “Eff
From” column reflects the date the change becomes effective for all members under that
record. See the “Orig Eff Date” column to determine when the specific coverage originally
became effective (figure 6).

Employee Enrollment Benefits (select the benefit type you would like to manage)

Benefit Type Benefit Description Coverage Eff From Eff To Orig Eff Date | F&P 'I
Dental CLASSIMGMTICOMNF FULL-TIME Employee + Family 02/01/2011 09/01/2010 - Present

Figure 6 — Eff From/Orig Eff Date

© 2011-2014 Keenan & Associates. All rights reserved.
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History Tab
Employee History

e The History tab for each employee contains detailed information regarding all completed
changes made to an employee’s record after 3/22/11.

O History Export: The “Export All to Excel” button will export the history
information to an Excel worksheet, making viewing history data easier. This removes
the need to scroll left and right and through multiple pages when trying to review
historical changes, and allows for easier data manipulation and printing .

e The “View KCARES History” button allows you to access history from the old KCARES
system ptior to 3/22/11 (figure 7).

| [ Personal || Employment | Dependents |  Benefits | History | Summary | |
Client: xDemo KCARES COA Employee Name: ADMIN, DEMO SEN: 4321
Name Relation Senvice From

ADMIM, DEMO  SUBSCRIBER FI CHAMGE CLASSMGMT/CONF FULL-TIME - EMPLOYEE + OME CHILD CLASSIM
ADMIN, SPOUSE SPOUSE EMNROLLMENT CLASSIN
ADMIN, SPOUSE/SPOUSE GEMNDER FEMALE MALE
ADMIN, SPOUSE SPOUSE DEP BEMEFIT STATUS Active
ADMIN, SPOUSE SPOUSE STATUS START DATE

ADMIN, DEMO  SUBSCRIBER BEMEFIT STATUS MEW HIRE Active
ADMIM, SOM CHILD ENMROLLMENT CLASSIN
ADMIM, DEMO  SUBSCRIBER RULE Employe
ADMIM, DEMO  SUBSCRIBER ENROLLMENT CERT 1:
ADMIN, DEMO  SUBSCRIBER EMROLLMENT CLASSIN
ADMIN, DEMO | SUBSCRIBER RELATION

ADMIM, S0OM CHILD STATUS START DATE

ADMIM, SOM CHILD DEP BEMEFIT STATUS Active

1l | 0

[ ExportaltoExcel | View KCARES History | 40—

Show Sensitive Information Add or View Comments/iEnrollment Summary Archive

Figure 7 — View KCARES history

Summary Tab

e The Summary tab is a “static” compilation of the information contained in the four benefit
management tabs. This is a view only page. If changes need to be made to any of the
information, those changes must be made on the Personal, Employment, Dependents or
Benefits tabs.

© 2011-2014 Keenan & Associates. All rights reserved.
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Search for Employees/Groups

There are several ways to find Employees in the Administration section of KCARES. Search
for one Employee or a group list of Employees. To access the Search function, click on the
Search tab from the main toolbar. Each search function is described below.

A. Individual Employee Search — Use this function to search for a specific Employee using
the Last Name (default,) Social Security Number (you can search by using hyphens or you
can omit the hyphens), EIN, last 4 digits of the SSN or First Name (figure 8).

1. Click on the drop-down arrow in the “Last Name” field to choose the search criteria.

2. Enter the data in the Search For: field that matches your search criteria.

3. Click Search. Any employee(s) with matching information will appear in a listing below
the Search For: section.

4. To access the Employee record, click on the employee’s name or the SSN.

Search For: |

Export Results: & pajling Labels | Excel =l Export |

s Employee & Dependent Census
' Comments

ILast Hame LI Search |

Select Display Columns |

Figure 8 — Individual employee search options

B. Group List Search (expanded) — Use this function to search for a list of employees who

meet specific criteria (e.g., determining how many employees you have with “Active” status
that are Certificated Full-Time.) This is an excellent way to filter for counts.

1. Click on the ¥ Zhow Search Criteria link above the Search For: section. The Search

Criteria expands to reveal several criteria selection fields (figure 9).

In the exipanded Search Criteria section, there are five main fields; you can use Status and Group to
filter a group list of employees.

Status:

Classification:

Sub-Class:

a multi-select field containing a list of status types. Note that
KCARES clients only use “Active” and “Terminated.” (1o make
multi-selections: hold the Ctrl key down, point & click on the desired
choices.)

the default is “All;” there is only one option, “Employee,” so leave
as is

the default is “All;” there are no other options

Group: a single-select drop-down menu field containing classifications, e.g.,
Certificated, Classified
Location: the default is “All;” (“Main” is another option, but “All” is the preferred
location.)
© 2011-2014 Keenan & Associates. All rights reserved.
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Example: To filter a group list containing all your employees who are Active and

Certificated Full

a. Click on “Active” in the Status drop-down menu

Time:

b. Click on CERTIFICATED FULL TIME in the Group drop-down menu

Group
Sub-Groups

Status: [ 4| --

Active <

COBRA
LoA - Paid

| 3

Classification | All --

L2l

Sub-Class | All --

CERT
CERTIFICATED FULL TIME <
CERTIFICATED-PART TIME
CLASS
CLASSMGMT/CONF FULL-TIME
CLASSIFIED PART TIME

MGMT

L

Figure 9 — Group list search options

2. When selections are complete, click the Search button. All employees matching the
search criteria will appear in a listing below the Subscriber(s) found for specified
criteria: section. In this example, 8 employees match the Group List criteria (figure

10).

7~ N\

y

N

SsH
7878
443333
R V7]
413434
2121
*+-56565
5789
13434

Subscriber({s) found for specified cri

HName

DEMO, GYMTEACHER

DEMO. MARTIN
DEMO. OVERAGECOBRA
DEMO. SPECIA

DEMO, SURVIV

LED
INGSPOUSE

DEMO. TEACHER
EMPLOYEE, DEMO

TEST, DEMO

Employer Hame

¥Demo KCARES COA
¥Demo KCARES COA
¥Demo KCARES COA
xDemo KCARES COA
¥Demo KCARES COA
¥Demo KCARES COA
¥Demo KCARES COA
¥Demo KCARES COA

fua]
=

Figure 10 — Search criteria results

Additional Search Screen Features

From the Search Screen, each user can make their own choices regarding the order of the data
displayed, as well as enabling a text box to appear when you hover over an employee’s name.
The Display Columns Selection screen will appear on the search screen when you initially
access the KCARES database (figure 11).

Display Columns Selection

Hidden Columns

Visible Columns

Classification

Location

Status

55N

Employer Name

Show Column

|

Cancel

¥

A

~
¥

Move Down

Figure 11 — Display Columns Selection
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You can select up to three values in the Hidden Columns section for display in your search
results. By highlighting the value and clicking on the “Show Column” arrows, your values are
moved to the Visible Columns section. To remove the values, highlight a value in the Visible
Columns section and click on the “Hide Column” arrows. Additionally, you can arrange the
order of appearance in the Visible Columns section by highlighting a value and using the
“Move Up” or “Move Down” arrows. Once your elections have been made, click the Save
button. The completed list will display on your screen (figure 12).

In our example below (figure 12,) we selected SSN, Classification and Status as our Visible

Columns values. The Name column is mandatory and will always appear first:

|Hame  ¢—— SSH Classification Status |

AMAHENDERSON, JOVAN ek 4444 Executive/Board Active

AD MILLER G021 Management Active Clicking on any column

ATEST. TEST MIDDLE e 1111 Management Active heading will sort that column in
BETTY. NURSE A il o Y Management Active ascending or descending order;
CHECK, SUMARY ek TBR4 Executive/Board Active a triangle indicator will help you
CLARK, ROBERT A BE08 Executive/Board Active keep track of your selection.
DAVID, SAHANA ok 2145 Executive/Board Active

DOCS. DOUBLE 4444 Executive/Board MNew Hire

DOCS, PAIR A il - 4 | Management Active

CDRIVER, TRUCK b k| Management Terminated-COBRA Pending

EMAIL. TEST A 3322 Executive/Board Mew Hire

Figure 12 — Column Selection Results

After your initial selection, you can click on the Select Display Columns button on the search
screen to further display, change and manage column selections (figure 13).

Search For: |

Export Results: @ pajling Labels

 Comments

& Employee & Dependent Census

ILast MName

LI Search I

I Excel

;I Export I

Select Display Columns I

Figure 13 — Select Display Columns Button

A text box on the search screen provides you with data at a glance for each employee. When
you hover over an employee’s name, a text box appears displaying the employee’s name, full

SSN, EIN (if applicable,) Classification and Status (figure 14).

Hame & SSH Classification Status
AMAHENDERSON, JOVAN B T L Executive/Board Active
AD. MILLER FEEEEER021 Management Active
ATEST, TEST MIDDLE it B Management Active
BETTY, NURSE A R AR TTTT Management Active
CHECK, SUMARY e b OB Evarytiva/Baard Active
mBEﬁY NURSE A, 777-77-7777, Managemlent, Active; 4 Active

Figure 14 — Text Box Display
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F — EMPLOYEE ADMINISTRATION DUTIES

Add an Employee

The Personal tab and Employment tab must be completed to fully add an Employee’s record.

03/14/2014

1. From the Administration main toolbar click the Add tab to open a new Employee record.

2. The Employee record defaults to the Personal tab (figure 1). Use the tab key to move from
tield to field, enter all required personal information, (*¥denotes a required field). Once all
required information is entered and the cursor is in the Gender field, hitting the Tab key will
Save all information and moves to the Employment tab (or you can click on Next Step).

Personal || Employment | Dependents || Benefits | History lf ‘Summary
Client:  xDemo KCARES COA ‘
* SSH:

123-12-3123

*First Name: Middle Name: * Last Name: Suffix:
[rest [user [none =]
* Address:
|123 MAIN STREET .

eat Feature!!! - Zip Code locku,

I ter the zip code and it tab ke, The
. City and State pre-fill the fields

City: * State: * Zip:

Torranee ca 9001 Note: If a zip code applies to more than
" Phone: M Email one city, the result may display a different

ome “hone: ome Fmaik city. Therefose, click i the City field to
== | emarite it the comestciy
* Birth Date:

o1otise0 | B
* Gender:

FEMALE »| T Tab saves [T override coverage area validation

Next Step
| . d nments/Enrollment Summary Archive

Figure 1 — Personal tab

3. The Employment tab (figure 2) — Using the tab key to move from field to field, enter all
required employment information, (¥denotes a required field). Once all required information has
been entered and the cursor is in the Work Email field, hitting the Tab key will Save all
information and moves to the Dependents tab (or you can click on Next Step).

Personal Erployrent Dependents Benefits History Summary

Client: ¥Demo KCARES COA

*Hire Date:
1omizoor [

Classification:
Certificated v

Benefit Status:

Annual Income:
Employee ID:
Division:

Work Phone:
S PR

Employee Name: USER, TEST SSN: =*-**.5555

Great Feature!l! - Date lookup
Click on the calendar icon next o any
date field. Click on the date 1o
automatically pre-fill the field

B
mF
=]
<z
@
@

Status Start Date:

111012007 [

,_
5
2
2
g

District Otfice

Occupation:

I

Department:

Work Email: T Tab saves

Hexd 5tep

Add or Yiew Comments/Enroliment Summary Archive

Figure 2 — Employment tab
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Add Dependents

Dependents can be added during the “Adding New Employee” process or added to an existing Employee record.
The following procedures apply to both.

BEFORE ADDING A DEPENDENT - Check the “All Dependents” section (figure 1) to
make sure the Dependent has not already been created. Choose “ALL” in the drop-down
menu.

Fersonal || Employment |[ Dependents || Benefits Il History 1| Summary

Client: Demo Client Employee Name: USER, TEST SSN: #2023

All Dependents ¥ Dependents ' Beneficiaries

Name Relation Birth Date Dependent Type Al )
USER , SPOUSE SPOUSE 01/01/1964 Active
USER , BABY CHILD 032/02/2010 Child Active

Figure 1 — Check dependents drop-down menu

1. To add a dependent(s) to an employee record, click on the Dependents tab from the
Employee record toolbar.

2. On the Dependents page, using the tab key to move from field to field, enter the required
dependent information (figure 2), (¥denotes a required field).

3. Once all information has been entered, click the Add button located in the lower right
corner of the page; or, hit the tab key at the State field to save the information.

Note: 1. The Employee’s last name and address carry over to each dependent’s screen. If this
information is not correct, click in the appropriate field and enter the correct information.
2. Omnce saved, a newly added dependent will be displayed in the All Dependents section

(shown at top of page).
* First Name: Middle Name: * Last Hame: Suffix:
[Erouse [ [user NONE ¥
* Birth Date: * Gender: * Relation:
[irnses 24 [male =] [sPouse |
SSN:*
000-00-0000
* Benefit Status:
Active -
* Validation: Validation Date:
[Hone = iz ]
* Documentation:
Mo ¥
Address: ¥ Use Subscriber's
[123 mam sT
City: State: Zip:
TORRANCE cA | T Tab saves 90501 Effective Date: [,
Update
Show Sensitive Information Add or View Comments/Enraliment Summary Archive

Figure 2 — Dependent page

4. Repeat the above steps to add additional dependents, if applicable.

© 2011-2014 Keenan & Associates. All rights reserved.
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Dependent Type

The Dependents screen identifies and stores “Dependent Type” information for each dependent
within an employee record (figure 3). The Dependent Type list options vary based on the
dependent Relation (Spouse, Child, Grandchild, etc.) and Birth Date (age calculation). See
examples below for specific Dependent Types.

Relation/ Age Dependent Type List Choice

Spouse, Domestic Fartner, Mo Dependent Type field
Ex-spouse, Same Sex Spouse

Child, Grandchild, Other,

Drependent of Domestic ~Dependen Type:
P ! [wx =]
Partner
Age 0-18 o |
Chuld, Grandchild, Other, Age 19-24
Dependent of Domestic Dagandent Type:
Partner T |
19-25 Chia
.‘\SC' Student
Dhsabled
WS Dependent
Hot IRS Dependant
Child, Grandchild, Other, —
Ay -8 S : " Dependent Type:
Drependent of Domestic = B
Partner
(Chikd
Age 26 or greater (Cinabied

Figure 3 — Dependent type options

The Dependent Type field does not initially display on the “blank” (new record) Dependent
screen. For a Spouse (Domestic Partner, Ex-Spouse, or Same Sex Spouse), the Dependent Type
field is not necessary and, therefore, will not be present. For any “child” relation (Child,
Grandchild, Other, Dependent of Domestic Partner,) after entry of the Birth Date, the Dependent
Type field will be present and display the appropriate list choice based on the dependent’s age.

Note: Dependent Type is a required field; however, “N/.A” is pre-selected as the defanlt option. (figure 4)

Prior to entry of Birth Date:

* First Hame: Widdle Name: * Last Name: Suffix:
I [ [EwpLovee NONE
* Birth Date: * Gender: * Relation:
= [Fenate =] | ) |
Aftet entry Of Blrth Date: * First Name: Middle Name: * Last Name: Suffixl

[addedchia [ [enpPLovee NONE

* Birth Date: * Gender: * Relation: Dependent Type:
97271987 121 [FemaLe =] [cHio =

SSN.=

[000-00-0000

* Benefit Status: Mot IRS Dependant

Figure 4 — Dependent type field
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Add Coverage for an Employee and/or Dependent(s)

Benefit elections can be selected during the “Adding a New Employee” process or added to an existing Employee
record. The following procedures apply to both. Note: If dependents will be covered, mafke sure all dependents
are added before the Benefit selections are made.

To add coverage for an Employee
the Employee record toolbar.

Enrollment (figure 1).

and/or Dependent(s), click on the Benefits tab from

Enrollment Package — the system defaults to Employee.

On the Manage Enrollment drop-down menu, highlight & click on Add New

..i Enrollment Package: EMployes <«

Employer Contribution: Aggregate - $0.00 fYear

Show Historical Rules

Manage Enrollment Pleaze Select

Add New Enrollment
Edit Existing Enroliment
Terminate Existing Enrollment
‘iew Existing Enrollment
Waivers

B Hide Emplovee Benei]

Employee Enrollment

Benefit Type i

pe you would like to manage)
Eff From

Coverage

Dental CLASSMGMT/CONF FULL-TIME

Vision CERT

Eff To Orig Eff Date IF&PvI

09/01/2010 % Present
09/01/2010 - Present

Employee + Family 02/01/2011
Employee + One Child 09/01/2010

Show Sensitive Information

Add or View Comments/Enrallment Summary Archive

Figure 1 — Manage Enrollment drop-down menu

Select Benefit to Manage — a grid appears. The Select Benefit to Manage field defaults

with a line of coverage for a single plan type. If this coverage is correct, proceed to Select
Plan. If different coverage is needed, click on the drop-down arrow, highlight & click on
the appropriate coverage. Once the correct coverage is selected, proceed to Select Plan.

Select Plan — click on drop-down arrow to view all of the plans available for this

Employee for a single plan type. Highlight & click on the correct plan (figure 2).

Manage Enroliment | dd New Enrolment x|

Select Benefit to Manage Select Plan
| Dental [=| | CERTIFICATED FULL TIME - 007101-0075 =l
Select Family Members CERTIFICATED FULL TIME - 007101-0076

CERTIFICATED-PART TIME - 007101-0218

r L EILIE] CLASS/MGMT/CONF FULL-TIME - 007101-0064
Ird DEMO, SPECIALED EMPL]CLASSIFIED PART TIME - 007101-0217
rd DEMO | WIFE SPOUSE Mo Ma
Effective Date: [g1;01/2011 H | Add | | Cancel |
Figure 2 — Select Plan drop-down menu
© 2011-2014 Keenan & Associates. All rights reserved.
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6. Select Family Members — sclect the member(s) to be covered.
= The system automatically defaults to select employee and all dependents.
» To de-select a dependent, click in the box to the left of the Dependent’s name.
» Enter Effective Date: date the Employee/Dependents are eligible for coverage.

7. When all information has been entered, click Add. The newly added coverage will appear
in the Employee Enrollment Benefits section (figure 3).

Employee Enrollment Benefits {select the benefit type you would like to manage)

Benefit Type Benefit Description Coverage Eff From Eff To Orig Eff Date IF&P "I
Dental CERTIFICATED FULL TIME Employee + Spouse  01/01/2011 01/01/2011 2F Present

Figure 3 — Newly added coverage

Note: Repeat steps 3 — 7 of this section to enroll the Employee/ dependent(s) in all available benefits.

© 2011-2014 Keenan & Associates. All rights reserved.
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Change Subscriber’s Personal Information

—_

Locate the Employee’s record (tefer to Search for Employees/Groups section) if needed.
2. In the Employee record, click on the Personal tab (figure 1).

3. To edit any of the fields on the Personal tab, click on the ¢ &ditRecord icon or type the
letter “E.”

4. Enter the correct information in the appropriate field(s).

| —
Fersonal ||  Employment | Dependents | Benefits 1l History 1l Summary

Client: xDemo KCARES COA Employee Name: ADMIN, DEMO SSMN: 774321
* SSN:

IBST—GE—4321

* First Name: Middle Name: * Last Name: Suffix:
|oEMo | IADMIN INONE |
* Address:

123 WA STREET
* City: * State:  * Zip
ITCIRRANCE IC‘A IBUE-‘W

Home Phone: Home Email:
[ — |

* Birth Date:

ID&'DT.H 881 ﬁ

* Gender: * Effective Date:

[FEmaLte =] t Tab saves 0200172011 ) | Save | [ Cancel |

Show Sensitive Information Add or View Comments/Enrollment Summary Archive

Figure 1 — Personal tab

5. Once corrections have been made enter a date in the Effective Date: field (#his date reflects
when the corrections take effect) and click on Save.
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Change Dependent Information

1. Locate the Employee’s record (refer to Search for Employees/Groups section) if needed.

2. In the Employee record, click on the Dependents tab (figure 1).

Fersonal | Employment Dependents Benefits I Histary " Surmmary

Client: Demo Client Employee Name: USER, TEST SEN; 3222

All Dependents ¥ Dependents { Beneficiaries

Name Relation Birth Date Dependent Type All -
USER , SPOUSE SPOUSE 01/011964 Active
USER , BABY CHILD 03/02/2010 Child Active

Figure 1 - Dependents tab
3. In the All Dependents section click on the name of the dependent to be modified.

4. The dependent’s information appears in the lower section of the page in “edit mode.” Enter
the correct information in the appropriate field(s) (figure 2).

* First Name: Middle Name: * Last Name: Suffix:
|sPousE | | USER [none =]

* Birth Date: * Gender: * Relation:

[riiness &2 [mae =] [sPoust =]

SSMN:*

IDDD-DD-UDDD

* Benefit Status:
| Active =l
* Validation: Validation Date:

I Warriage Certificate ;I | ﬁ

* Documentation: * Student: * Disabled:
IYes vl No = No -

Address: ¥ Use Subscriber's

|123 MAIN STREET

City: State: Zip:

ITORR}\NCE ICA t Tab saves S0310 I Update I | Cancel |
Effective Date: IUZI'U'UZUH @

Show Sensitive Information Add or View Comments/Enrollment Summary Archive

Figure 2 — Dependent screen

5. After all edits are complete, a date must be entered in the Effective Date: field (#is date
reflects when the change takes effect) and click Update.
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Change Employment Details

1. Locate the Employee’s record (refer to the Search for Employees/Groups section.)
2. In the Employee record, click on the Employment tab (figure 1).

3. To edit any of the fields on the Employment tab, click on the ¢ £ditRecard icon or type the
letter “E.”

4. Edit the necessary field(s).

Personal I Employment I Dependents || Benefits |l Histary 1| Summary

Client: Demo Client Employee Name: USER, TEST SEN; #2222

* Hire Date:

IDZI'UZIZD'IZ%

Classification: Sub-Class:

IEmpIu‘,ree vl IFI'E vl

Benefit Status: Status Start Date:

| Active [~ [o3mir2012 E

Annual Income: Location:

|5***,*** |Main vl

Employee I Occupation:

I In.fa VI

Division: Department:

Work Phone: Work Email: T Tab saves

|(_}_—_ | -
* Effective Date:
|w01r2012ﬁ L__sawe [ Cancel ]

—
Show Sensitive Information Add or View Comments/Enrollment Summary Archive

Figure 1 - Employment tab

5. After all edits are complete, a date must be entered in the Effective Date: field (zhis
date reflects when the change takes effect.) Changes to the Status field affect the Employee’s
eligibility. Ifa change is made to this field a Confirm or Deny section appears and a
Reason code must be selected; follow step 6 (figure 2).

6. Click on the reason code: drop-down arrow, highlight & click on the appropriate reason hen
click Ok.

Confirm or Deny

You have completed an action that modifies your enrollment.

Please select the reason code: |T9rminﬂti0n of Employment Ll

[ 0Ok |[ cancel ]

Figure 2 — Confirm or Deny drop-down menu
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Create a New Record for a Dependent with COBRA

Step 1 - Terminate Dependent from
Employee coverage

a. Locate the correct Employee
record (refer to Search for
Employees/ Groups section.)

Click on the Summary tab and
print a copy of the Employee
Summary screen (figure 1).

c. Click on the Dependents tab. In
the All Dependents grid, click on
the appropriate Dependent’s name
(tigure 2). Note: You will need to
capture the dependent information to create
a new record. From your web
browser toolbar, click on File =
Print. Or, write down the following
information:

e First, middle, and last names
and suffix

e Birth date

e Gender

¢ Social security number

e Address, city, state, and zip
code

03/14/2014

Personal | Employment | Dependents | Benefits | History | Summary
‘ Client: Demo Client Employee Name: USER, TEST SSN; ="-r-2222
TEST USER
123 MAIN ST
TORRANCE, CA 90501
(555) 555.55
HOMEEMAIL@EMAIL.COM
Employee Information
Status: Terminated EID:
Classification: Employes SSH: 002
Sub-Class: FTE DOB: 01/01/1960
Location: Main DOH: 02/02/2012
Occupation: nla Status Date: 03/01/2012
Department: Salary: g
Division: Comments: No
Dependent Information
First Name Middle Last Name Relation Birth Date Gender Dependent Type Status
SPOUSE USER SPOUSE 01/0111964 MALE Active
BABY USER CHILD 03/02/2010 FEMALE Child Active
Enrolled Benefits
Benefit Type Group # Coverage EE Cost
There are currently no benefits associated to the selected subscriber.
Cost Summary
Total Annual Cost: $0.00
Annual Employer Cost:  $0.00
Annual Employee Cost:  50.00
Annual Cash In Lieu: §0.00
Signature:
Reviewed By Date:
Reviewed By Employer: Date:
Show Sensitive Add or View Ci Summary Archive
Figure 1 — Summary tab
[T Personal || Employment Dependents || Benenis T Histary [ summary
Client: Demo Client Employee Name: USER, TEST SSH: 111111111 ‘
All Dependents © Dependents  Beneficiaries
Name Relation Birth Date Dependent Type Active ~
USER , SPOUSE SPOUSE 011011964 Active
* First Name: Middle Name: * Last Name: Suffix:
[srouse [user NOWE
* Birth Date: * Gender: * Relation:
|| [Fenate =] [srause =l
SSH:*
000-00-0000
* Benefit Status:
Active >
* Validation: Validation Date:
[Hone = =
* Documentation:
o ¥
Address ¥ Use Subscriber's
[122 wam sTREET
City: State: Zip:
ToRRANCE A fTapsaves  [60s01 Effective Date: [ 7723

Figure 2 — Dependents tab

Now, you need to terminate the Dependent from the Employee’s coverage.
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d. Locate the correct Employee record (Refer to the Search for Employees/Groups

section.)

e. In the Employee record, click on the Benefits tab (figure 3).

f.  To terminate a benefit for the dependent, at the Manage Enrollment field, click the drop-

down arrow. Highlight & click on Terminate Existing Enrollment.

g. At the Select Benefit to Manage field, click on the drop-down arrow and select the

benefit being terminated.

h. Click on the box next to the dependent’s name to deselect the coverage.

1. At the Reason: field, click the drop-down arrow, highlight & click on appropriate

reason.

j.  In the Effective Date: ficld, enter date the termination takes effect and click Terminate.

Personal | Employment || Dependents Benefits History ] Summary

‘ Client: Demno KCARES COA

Employee Name: USER, TEST SSN: 11111111 ‘

‘ # Enrolliment Package: Employes

Employer Contribution: Aggregate - 50.00 /Year ‘

Show Historical Rules

Manage Enrollment | Terminate Existing Enroliment .

Select Benefit to Manage Select Plan
Dental - CERT | [cerT - 007103-0001 =
El Hide Datails
Coverage: Employee Cost: Group # Entry Date: Orig Eff Date:
Emplayee + Family $122.21/freq 007103-0001 21412012 1112012
Adjusted Premium: Carrier Premium: Freg/Year: Carrier Grp #:
$122.21 (mo.) $122.21 (mo.} 12 007103-0001
Select Family Members
r Member Relation Eff From Eff To Approved Student Disabled
¥ USER, TEST EMFLOYEE 010112012 0214/2012 No Mo
[# USER, SPOUSE SPOUSE 010112012 0211472012 No No
l- USER , CHILD CHILD 01/0112012 02/14i2012 No No

1Reasnn:|DEuEﬂﬂenlLﬂssﬂftwemge Ll | ‘EﬂeclweDa(e: ummmzi{:ﬁ ‘ ‘ Terminate ‘ Cancel

B Hide Benefits

Employee Enroliment Benefits (select the benefit type you would like to manage)

Benefit Type Benefit Description Coverage Eff From EffTo Orig Eff Date FEP ™
Dental CERT Employee + Family  01/01/2012 04/01/2012 /© Present
Vision ALL EES Employee + Family  01/01/2012 01/01/2012 /F Present ﬁ
4

Hide Sensitive Information

Add or View Comments/Enrollment Summary Archive

Figure 3 — Benefits tab

k. Click on Add or View Comments/Enrollment Summary Archive to add a Comment

referencing the new record for the Dependent (figure 4).

Subject

[Dependent COBRA Coverage
Comment:

for dependent to assign COBRR benefits

There are currently no comments.

Dependent is no longer eliglble. Benefits were terminated as of 12/1/11. New record crested 4|

Subject Comments Date User

Figure 4 — Comments section

Now, you are ready to create a NEW record for the Dependent.

© 2011-2014 Keenan & Associates. All rights reserved.
Proprietary Material — Authorized Use Only: Duplication
or distribution prohibited.

F-10

KCARES
Admin Ref Guide



Step 2 — Create a New Employee Record for the Dependent

a. From the Main Toolbar, click the
Add tab to open a new Employee
record. The Employee record
defaults to the Personal tab.

b. Complete all required fields on the
Personal tab and click
(refer to your printout from Step
1b.) (figure 5)

c.  On the Employment tab complete
the following fields:

Hire Date — enter the effective
date of the Benefits.

Classification — Select Employee.

Benefit Status — Select Active.

03/14/2014

* Hire Date:
20272012

Classification:
Employee v
Benefit Status:

Annual Income:
S

Employee ID:

Division:

Work Phone:
[ —

Sub-Class:
FTE v

Status Start Date:

0012012

Location:
Main >

Occupation:

na ¥

Department:

Work Email: T Tab saves

Nex Step

Show Sensitive Information

Add or View C

Summary Archive

Figure 5 — Personal tab

Status Start Date — Change the Status Start Date to “match” the Effective Date of the

Benefits (if a change is necessary.)

Sub Class — Leave as FTE.

Location - Leave as Main.

Occupation — Leave as n/a, unless you have specific Occupation Codes you use.

d. Click to save your selections; you will be moved to the Dependents tab.

Step 3 — Add COBRA Coverage for the Dependent

1. Go to the Benefits tab.

2. In the Manage Enrollment section, select Add New Enrollment from the drop-down menu.

3. Refer to the Add Coverage for an Employee/Dependent(s) section in this guide to enroll
Dependent in appropriate COBRA coverage.

Important Note: 1t is recommended that you enter a comment in the new Dependent record to explain why the
new, non-employee record was created, referencing sufficient information to associate the dependent record to the
employee record.

4. Select Add or View Comments/Enrollment Summary Archive, enter a comment for the

new record and click on Save Comment (figure 06).

Subject
IDeuendent COBRA Coverage

Comment:

Dependent is now overage.

Benefit coverage was terminated from TEST USER as of 0270172010.

New record created for the dependent to assign COBRA benefits.

Subject Comments

There are currently no comments.

Date User

(K10

| Save Comment |

Figure 6 — Comments section
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Terminate Coverage for a Single Benefit for a Subscriber/Dependent

Note: The termination effective date must be the first of the month. If benefits end on 2/ 28/ 14 you must use
3/1/14 as the effective date.

1. Locate the correct Employee record (Refer to the Search for Employees/Groups section.)

2. In the Employee record, click on the Benefits tab (figure 1).

3. To terminate a benefit for the subscriber (and associated dependents), at the Manage
Enrollment field, click the drop-down arrow. Highlight & click on Terminate Existing
Enrollment.

4. At the Select Benefit to Manage ficld, click on the drop-down arrow and select the benefit
being terminated.

5. At the Reason: field, click the drop-down arrow, highlight & click on appropriate reason.

6. In the Effective Date: ficld, enter the date the termination takes effect and click Terminate.

Personal I Employment || Dependents Bensfits I History 1l Summary ]
Client: xDemo KCARES COA Employee Name: ADMIN, DEMC S5N: =~~=-4321
7 Enreliment Package: Employes Employer Contribution: Aggregate - 3000 /ear
B Show Historical Rules
Manage Enrollment | Terminate Existing Enrclimen = |
Select Benefit to Manage Select Plan
I Dental - CLASS/MGMT/CONF FULL-TIME ;I ICLASS-'F\’GH’T-'CDNF FULL-TIME - 0071010054 ll
B Hide Detsils
Cowerage: Employee Cost: Group # Entry Date: Crrig Eff Date:
Emgployee +Family 512268 /freqg 007101-0084 1282011 912010
Adjusted Premium: Carrier Premium: Freqfear: Carrier Grp #
S13285 (mo) 212288 {ma) 12 007101-0084
Select Family Members
(ml Member Relation Eff From Eff To Approved Student Disabled
< ADMIN DEMC EMPLOYEE 02012011 01282011 No N
I ADMIN, SPCUSE SPOUSE 02012011 01282011 No No
¥ ADMIN, SCON CHILD 08012010 12082010 Mo Mo
| Reasun:l Termination of Employment ;I | | Effective DatE:I.:.g‘.'.g- 1011 3| | [ Terminate |i| Cancel |
B Hide Employes Bensfits
Employee Enrollment Benefits (select the benefit type you would like to manage}
Benefit Type Benefit Description Coverage Eff From EffTo Orig Eff Date F&F ~
Dental CLASSMGMTCONF FULL-TIME Employee +Family 02012011 05012010 ,//9 Prasent
Figure 1 — Benefits tab - terminate

7. To terminate a dependent(s) only, at the Manage Enrollment field, click the drop-down
arrow. Highlight & click on Edit Existing Enrollment.

8. In the Select Family Members section, uncheck the box next to the dependent(s) being
terminated from coverage.

© 2011-2014 Keenan & Associates. All rights reserved.
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03/14/2014

9. At the Reason: field, click the drop-down arrow, highlight & click on appropriate reason.

10. In the Effective Date: ficld, enter the date the termination takes effect and click Update

(tigure 2).
Personal U Emgloyment U Lependents Bensfits I Histony U Summary
Client: xDemo KCARES COA Employee Hame: ADMIN, DEMO 55N ==-==-4321
& Enrollment Package: Employss Employer Contribution: Aggregate - 50,00 fYear
B Show Historical Rules
Manage Enrollment | Edit Exizting Enroliment j
Select Benefitto Manage Select Plan
Dental - CLASS/MGMT/CONF FULL-TIME j ICLASS."MGM'I’."CONF FULL-TIME - 0071010084 ll
B pide Detsils
Cowverage: Employee Cost: Group # Entry Date: Crrig Eff Date:
Employee +Family 513288 /freq 007101-00684 12682011 81,2010
Adjusted Premium: Carrier PFremium: Fregfear: Carrier Grp#
313288 (mo) 513288 (mo) 12 007101-0084
Select Family Members
il Member Relation Eff From Eff To Approved Student Disabled
I ADMIN,DEMO EMPLOYEE 02012011 01262011 No No
[ ADMIN, SPOUSE SPOUSE 02012011 01262011 No No
[ ] aomin,.son CHILD 09012010 12082010 No No
| REEEDH:I Cancellstion by Subscriber F‘..equ&d;l | | Effective Date:lc,&.-m 2011 jl | Updats | | Cancel |
B Hide Employee Benefits
Employee Enrollment Benefits {select the benefit type you would like to manage)
Benefit Type Benefit Description Cowverage EffFrom EffTe Orig EffDate F&F x
Dentsl CLASSMGMT/CONF FULL-TIME Employee +Family 02012011 08/01/2010 %" | Present

Figure 2 — Benefits tab - Update
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Terminate All Coverage for a Subscriber

03/14/2014

1. Locate the correct Employee record (Refer to the Search for Employees/Groups section.)

2. In the Employee record, click on the Employment tab.

3. To edit any of the fields on the Employment tab, click on the ¢ £ditRecord icon or type the
letter “E.”

4. Click on the Benefit Status drop-down arrow. Highlight & click on Terminated.

5. In the Effective Date: field, enter the effective date of the status change then click Save.
(figure 1)

Note: The termination effective date must be the first of the month. If benefits end on 1/ 31/ 14 you must
use 2/ 1/ 14 as the effective date.

Personal Employment Dependents || Benefits |l History |l Summary
Client: xDemo KCARES COA Employee Name: ADMIN, DEMO SSN: #4321
* Hire Date:
|U&'umu1u =
Classification: Sub-Class:

IEmpluyee VI IFI'E VI
Benefit Status: Status Start Date:
Terminated = [osrnirzoto i
Active
Retiree-Early PR,
Retiree-Standard Location:
Terminated-COBRA Pending II.‘ain -
t“i'ﬁﬂ“ 5 Occupation:
ob - Unpa
I IN.n’A VI
Division: Department:
Work Phone: Work Email: T Tab saves
|(_} -
* Effective Date:
[ozrotzzorr 2 [sae ][ cancel ]
Show Sensitive Information Add or View Comments/Enrollment Summary Archive

Figure 1 - Employment tab — Effective Date

6. The page will refresh and require you to confirm or deny the change and identify a Reason
code. Click on the drop-down arrow, highlight & click on Termination of
Employment, then click Ok (figure 2).

-

Personal

Employment Dependents |

Benefits |I History

| Summary

[—

Client: xDemo KCARES COA

Employee Hame: ADMIN, DEMO

SSH: #4321

Please select the reason code: [AiAMN

Confirm or Deny

You have completed an action that modifies your enrollment.

[ o ]

~

Cancel |

Figure 2 — Employment tab — Confirm or Deny
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Change a Benefit Termination Date using Undo function

The “Undo” function gives Benefits Administrators direct ability to undo benefit enrollments or
terminations entered in error. Below are instructions that will guide you through the use of the
undo function and features.

Cortrections or changes using the Undo function may be made up until the affected records are
transmitted to a carrier (on the evenings of the 1%, 8", 15", and 22 of each month), or are
placed into an invoice (on the evening of the 15" of each month.) Changes needed after a
transmittal occurs or after an invoice of a given record has been generated must continue to be
referred to KCARES Support for correction, if applicable. The “Undo” icon is a red arrow and
is displayed next to the benefit(s) where a change occurred.

1. On the Benefits tab, click on the Undo icon « next to the plan with the incorrect
termination date (figure 1).

Personal | Employment | Dependents | Benefits Il History If Summary

Client: xDemo KCARES COA Employee Name: DEMO, USER SSN: #*+*-*+.8888

# Enroliment Package: Employee Employer Contribution: Aggregate - $0.00 /Year

Show Historical Rules

Manage Enrollment | please Select vl

B Hide Emploves Benefils

Employee Enroliment Benefits (select the benefit type you would like to manage)
Benefit Type Benefit Description Coverage Eff From Eff To Orig Eff Date F&pP «
Dental CERTIFICATED FULL TIME Employee + Family 01/01/2011 02/01/2011  01/01/2011 . Present

Figure 1 - Undo icon

2. The Edit Subscriber popup window opens. Select Remove Termination Date and click
Ok (figure 2).

Edit Subscriber
Benefit: Dental - CERTIFICATED FULL TIME

Please select what type of edit you would like to carry out:
# Remove Termination Date

" Remove Enroliment

Ok | Canoell

Figure 2 — Edit Subscriber popup window

3. A warning popup window opens with the question “Are you sure you would like to
remove the Termination date?” click OK (figure 3).

Message from webpage il

‘9/ Are you sure you would like to remove the Termination date?

=

Figure 3 — Warning popup window
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On the Benefits tab select Terminate Existing Enrollment from the Manage
Enrollment drop-down. Enter the correct date in the Effective Date: field and click
Terminate (figure 4).

Manage Enrollment ITerminaIe Existing Enroliment vI
Select Benefit to Manage Select Plan
Dental - CERTIFICATED FULL TIME ;I I CERTIFICATED FULL TIME - 007101-0076 LI
B Hide Details
Coverage: Employee Cost: Group #: Entry Date: Orig Eff Date:
Employee + Family $162.80/freq 007101-0076 12712011 11/2011
Adjusted Premium; Carrier Premium; FregiYear: Carrier Grp #
$162.80 (mo.) $162.80 (mo.) 12 007101-0076
Select Family Members
- Member Relation Eff From Eff To Approved Student Disabled
¥ DEMO, USER EMPLOYEE 01/01/2011 012712011 No Mo
[ DEMO,SPOUSE SPOUSE 01/01/2011 0142712011 Mo No
[ DEMO, DAUGHTER CHILD 01/01/2011 0142712011 Mo No
Reason: |Admmsstratwe Correction LI Effective Date: “33,-91,»2911 = Terminate: Cancel

Figure 4 — Benefits tab — Terminate Existing Enrollment

4. In the Benefits grid the correct termination date is displayed and the plan is highlighted in
yellow indicating that the Undo function was used (figure 5).

Benefit Type

Employee Enrollment Benefits {select the benefit type you would like to manage)
Benefit Description
Dental CERTIFICATED FULL TIME

Coverage Eff From Eff To

Employee + Family 01/01/2011 03/07/2011

Orig Eff Date Farx|

0110112011 ./ Present &y

Figure 5 — Benefits grid
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Correct Term / Effective Date using the Undo function - Examples
I changed an employee’s coverage from one plan to another using the wrong Eff To/Eff
From date

1. On the Benefits tab, click on the Undo icon « next to the new plan (figure 1).

Employee Enrollment Benefits (select the benefit type you would like to manage)

Benefit Type Benefit Description Coverage Eff From Eff To Orig Eff Date IF& P Ll
Dental CLASS/MGMTICONF FULL-TIME | Employee + Family| 01/01/2009 03/01/2014| 01/01/2009| 47 [Present ﬁ
Dental CERTIFICATED FULL TIME Employee + Family| 03/01/2014 03/01/2014| 7 |Future <35§

Figure 1 - Undo icon — New Plan

2. The Edit Subscriber popup window opens. Select Remove Enrollment and click Ok
(tigure 2).

Edit Subscriber
Benefit: Dental - CERTIFICATED FULL TIME

Please select what type of edit you would like to carry out:

*' Remove Enrollment

Cancell

Figure 2 — Edit Subscriber popup window

3. A warning popup window opens with the question “Are you sure you would like to
remove the Enrollment entirely?” Click OK (figure 3).

Message from webpage il

\e Are you sure you would like to remove the Enrolment entirely?

oK I Cancel |

Figure 3 — Warning popup window

4. If the original benefit plan is in the Past, change Benefits grid to display “All” (default is
“F&P”). Otherwise, go to Step 5.

5. Now, click on the Undo icon A next to the original benefit plan.

Employee Enroliment Benefits (select the benefit type you would like to manage)

Benefit Type Benefit Description Coverage Eff From Eff To | Orig Eff Date I F&P ;Il_l.l
Dental CLASS/MGMT/CONF FULL-TIME | Employee + Family| 01/01/2009| 03/01/2014| 01/01/2009|7 |Present ﬁ

Figure 4 — Undo icon — Old Plan
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6. The Edit Subscriber popup window opens (figure 5). Select Remove Termination Date
and click Ok (figure 5).

Edit Subscriber

' Remove Termination Date

Benefit: Dental - CLASS/IMGMT/CONF FULL-TIME

Please select what type of edit you would like to carry out:

Cancel |

Figure 5 - Edit Subscriber popup window

7. A warning popup window opens with the question “Are you sure you would like to

remove the Termination date?” Click OK (figure 06).

Message from webpage

OK

'e Are you sure you would like to remove the Termination date?

Cancel

X

Figure 6 — Warning popup window

8. Still on the Benefits tab, select Terminate Existing Enrollment from the Manage
Enrollment drop-down (figure 7).

Manage Enroliment  |Terminate Existing Enroliment .

Select Benefit to Manage Select Plan
Dental - CLASSMGMTICONF FULL-TIME =] [cLassmanTicoNF FULL-TIME - 007101-0084 4|
B Hide Details
Coverage: Employee Cost: Group #: Entry Date: Orig Eff Date:
Employee + Family $132.68 /freq 007101-0064 20712014 1i1/2009
Adjusted Premium: ‘Carrier Premium: Freg/Year: Carrier Grp #:
$132.68 (mo.) $132.68 (mo.) 12 007101-0064
Select Family Members
r Member Relation Eff From Eff To Approved Student | Disabled
[+ |DEMO, COUNSELOR EMPLOYEE 01/01/2009 02/07/2014  |No No
[ |DEMO, WIFE SPOUSE 01/01/2009 02/07/2014  |No No
[¥ |DEMO, CHILDTHIRD CHILD 01/01/2009 02/07/2014  |No No
[ |DEMO, ADOPTEDSON CHILD 03/01/2011 02/07/2014  |No No
Reason: [Aamnwrans Corsaor =] Eftecuve Date: [T 23

Figure 7 — Terminate Existing Enrollment

9. Enter the correct date in the Effective Date field then click Terminate. (The plan will
now be highlighted in yellow in the Benefits grid indicating the Undo function was used.)

10. Now, select Add New Enrollment from the Manage Enrollment drop-down.

11. Select the appropriate new benefit plan from the Select Plan drop-down. Verify the

member(s) to be selected, enter the correct date in the Effective Date field and click Add.
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I enrolled an employee in a new plan using the wrong effective date. (This differs from
the item above as there is no “old” plan involved.)

1. On the Benefits tab, click on the Undo icon A next to the appropriate benefit plan (figure
D).

Employee Enroliment Benefits (select the benefit type you would like to manage)

Benefit Type Benefit Description Coverage Eff From Eff To Orig Eff Date I F&F - I |
Dental CERT FULL TIME Employee 02/01/2013 02/01/2013) ¥ |Present =

Figure 1 - Undo icon

2. The Edit Subscriber popup window opens. Select Remove Enrollment and click Ok
(figure 2).

Edit Subscriber
Benefit: Dental - CERT FULL TIME

Please select what type of edit you would like to carry out:

@ Remove Enrollment

Ok | Cancell

Figure 2 — Edit Subscriber popup window

3. A warning popup window opens with the question “Are you sure you would like to
remove the Enrollment entirely?” click OK (figure 3).

Message from webpage il

'o/. Are you sure you would ke to remove the Enrolment entirely?

OK | Cancel |

Figure 3 — Warning popup window

4. Now, select Add New Enrollment from the Manage Enrollment drop-down.
Select the appropriate benefit plan from the Select Plan drop-down.

6. Verity the member(s) to be selected, enter the correct date in the Effective Date: field and

click Add.
© 2011-2014 Keenan & Associates. All rights reserved.
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Change Benefit Status — From Terminated to Active (Re-Hire)

Note: You cannot change the Hire Date UNTIL the Status Start Date is updated because the Hire
Date must be PRIOR TO the Status Start Date. Entry of the Effective Date triggers the change of the
Status Start Date. Once the Status Start Date is updated and saved, you may update the Hire Date.

Locate the cotrrect Employee record (refer to the Search for Employees/Groups section.)
1. In the Employee record, click on the Employment tab.

2. To edit any of the fields on the Employment tab, click on the #7 EditRecord icon or type the
letter “E.”

Click on the Benefit Status drop-down arrow. Highlight & click on Active (figure 1).

4. Effective Date: enter the effective date for when benefits will become effective and click
the Save button.

Personal Employment Dependents | Benefits |f History [ Summary

Client: xDemo KCARES COA Employee Name: ADMIN, DEMO SSN: #4321
* Hire Date:

08/02/2010 4231
Classification: Sub-Class:
IEmp\Uyae hd FTE j'
Benefit Status: Status Start Date:

Terminated =l [osiorrza10 i

Active
Retiree-Early
Retiree-Standard

Location:

Main 'I

LoA - Unpaid Occupation:
oA - Unpai lﬁ

Mi& hal
Division: Department:
Work Phone: Work Email: T Tab saves
|L} R S

* Effective Date:

[eoimoned  [_save | [ cancel |

Show Sensitive Information Add orView Comments/Enroliment Summary Archive

Figure 1 — Benefit Status drop-down menu

5. The page will refresh and require you to confirm or deny the change and identify a Reason
code. Click on the drop-down arrow, highlight & click on Re-Hire, then click Ok
(figure 2).

Confirm or Deny

You have completed an action that modifies your enrollment.

Please select the reason code: j'
[ ok |[ Cancel ]

Figure 2 — Confirm or Deny

6. Hire Date: After you “Save” the Effective Date, go to the Hire Date and enter the actual
“re-hire” date.

7. Enter a Comment to indicate the original Hire Date for reference purposes (if desired).
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The Reports Tab links you to all the KCARES standard Reports. All the reports on the Reports Tab
have similar setup features. They all contain Filters to isolate information; most require some type of Date
Parametet; they have a variety of Output Types; they can all be exported to PDF or Excel formats; and
they can all be managed by using the “Save & Schedule” feature.

Reporting — Expanded Search

While the Reports Tab links you to all the KCARES standard Repotts, sometimes a client can find the
information they need by simply nsing the Expanded Search feature on the Search page (“Show,/Hide
Search Criteria™) which allows selection of specific search criteria from drop-down list choices (figure 1). The

results can then be exported into a report.

¥Demo KCARES COA |
Show Search Criteria
Figure 1 — Show Search Criteria
1. From the Search page click Show Search Criteria to display the available filter
options.
2. Select specific search criteria: Status (choices ate Active or Terminated) and/or Group
from the list choices based on the information you wish to find (figure 2).
B Hide Search Criteria
Status: [ 4 - i’ Employer: ® Show Emplover List
Active
COBRA
LoA- Paid =|
Classification: |—AII— j Location- |—AII— j
Sub-Class: |—AII— j Division: I—
Group: [CERTIFICATED FULL TIME =] Department |
Sub-Groups: |—AII — j
Figure 2 — Search criteria
. Search |
3. Click the Search button

“match” the search criteria (figure 3).

Example: Find all CERTIFICATED FULL TIME, Active employees.

GREAT tool for simply finding COUNTS!)

=
specified cmena@(
N

lame

DEMO. GYMTEACHER
DEMO. MARTIN

DEMO, OVERAGECOBRA
DEMO. SPECIALED

DEMO, SURVIVINGSPOUSE
DEMO. TEACHER

DEMO. USER

EMPLOYEE. DEMO
TEST. DEMO

Employer Name

xDemao KCARES COA
xDemo KCARES COA
xDemo KCARES COA
xDemao KCARES COA
xDemo KCARES COA
xDemo KCARES COA
xDemo KCARES COA
xDemo KCARES COA
xDema KCARES COA

)
=

Figure 3 — Search results

to find the list of employees that

(This is a
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4. To create the Report, sclect the Export Results type desired (e.g., selection of

Mailing Labels as an export to Excel will create a data source document for use with
a mail merge using Word.)

Choose the File Type from the drop-down list (figure 4); then

Export Results: & Mailing Labels

|Exoe| ll
" Employee & Dependent Census e
© Comments HTHL
Word
Figure 4 — File type
5. Click the Export button to open and view the report (figure 5).
Search For: [ [Last Hame k3| Search
Export Results: & pajling Labels lhl Export /
" Employee & Dependent Census
© Comments
Select Displsy Columns
Figure 5 — Export button
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Employee & Dependent Census

The Employee & Dependent Census, located on the Search tab, provides the option to export results with masked
or unmastked social security numbers. By exporting unmastked social security numbers, you can more efficiently
manipulate your data using the Excel numeric sorting feature.

1. Click on the Employee & Dependent Census radio button on the Search tab. A
second selection will appear: Export with full SSNs (figure 1).
2. Click in the Export with full SSNs checkbox and select your Export Result Type
(Excel is recommended.) (figure 2)
Searchfor: | | Last Name | Search |
Export Results: & yailing Labels [ Excel =l Export |
| © Employee & Dependent Census |
" Comments
Figure 1 - Employee & Dependent Census
Search For: [ | Last Name | Search |
Export Results: ¢ pailing Labels [[Excel = Export |
[l Employee & Dependent Census
" Comments
Select Display Columns |

| T Exportwith fun ssns |

Figure 2 — Export with full SSNs

The report lists all subscribers and dependents in the system, regardless of plan enrollment or
employee status. It includes complete census information (e.g., address, date of birth, gender,
classification, etc). Using the Excel export type, you can group families together by sorting on
the Subscriber social security number (even when the last names differ,) and you can filter the
data based upon your needs (figure 3). Note: This report includes Terminated employees unless you
emiploy the Expanded Search feature to exclude them.

A B C iD] E F
Subscriber 35N |Subscriber Last [Subscriber First EEN Last Name | First Name
222-22-2222 EBROWN DAVID 222-23-2222 |BROWN DAVID
222-22-2222 EROWI DAVID 000-00-0000 |JOMNES ELIZABETH
222-22-2222 EBROWN DAVID 111-23-4547 |BROWI SUSIE
222-22-2222 EROWI DAVID 8158-18-1818 |EROWI MIKEY
123-45-6789 CLARE ROSE 123-45-6789 |CLARK ROSE
123-45-6789 CLARKE ROSE 000-00-0000 |JOHNSON  |[BARRY
123-45-6789 CLARE ROSE 998-89-9889 |JOHMNSCOMN  [MARY
123-45-6789 CLAREKE ROSE 555-56-G6G6 [[OHNSON  |STEPHANIE
555-12-1212 EMPLOYEE TEST 555-12-1212 |EMPLOYEE |TEST
55B-12-1212 EMPLOYEE TEST 000-00-0000 |EMPLOYEE |SPOUSE
212-12-1212 FROD TEST 212-12-1212 |PROD TEST
111-11-1111 SMITH JOHI 111-11-1111|SMITH JOHIT
111-11-1111 SMITH JOHI] 111-22-3333 [SMITH Uy
111-11-1111 SMITH JOHM 000-00-0000 [SKMITH JOHMNDMY

Figure 3 — Employee & Dependent Census report
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© 2011-2014 Keenan & Associates. All rights reserved.
Proprietary Material — Authorized Use Only: Duplication

KCARES

Admin Ref Guide



Comments Report

03/14/2014

This report is used to extract comments entered for each employee in the KCARES database into one source file.

1. From the Search page, click on the Comments radio-button (figure 1). (A criteria search
does not need to be completed prior to creating this report.)

Search For: |

Export Results:

" Mailing Labels

ILastNamE

I Excel

Qepandent Census

=
=

Search

e ]
Select Display Columns |

Figure 1 — Comments radio button

2. Ensure the Export field is listed as Excel, click Export.

3. The page will refresh and a popup window will appear, allowing you to open or save the
report (figure 2).

Employer

SSN

Last Name

First Name

Subject

Description

Relation

Created By,

Created Dare

¥Diemo KCARFES COML

a1 13}

DEMO

SURVIVINGSPOUSE

SURWIVING SPOTUSE

SURNIVING SPCUSE 13 THE SPOUSE
OF EE DECEASED DEMO DECEASED
DEMO PASSED AWAY ON 9/13,2010.
SURVIVING SPOUSE ELECTED
COERA DENTAL EFFECTIVE:

10401 /2010

Subseriber

emichel

12163010

¥Diemo KCARFES COML

g

DEMO

OVERAGECOBRA

DEFP CORRA

DEFENDENT CWERAGELOBRA OF
FE DEMO, TEACHER, WAS TERMED
FROM BENEFITS ON 6/1/2010 DUE
TO CVERAGE STATIS - BIRTHDATE
05 /05 /2010, DEF ELECTED COBRA;
EFFECTIVE 612010 FOR. DENTAL
onLY

Subseriber

emichel

12/17/3010

xDemo KCARES COMA

PR B30

DENMO

OVERAGECOBRA

Neon Invoice d Change

Remowe Plan: Dental - CERTIFICATED
FULL TIME [Group: 14323 [Div: 0]

Subscriber

cmichel

13/17/2010

xDemo KCARES COMA

et 3454

TEST

DEMO

ManTnvoics d Changs

Remave Plas; Deatal - CERTIFICATED
FULL TIME [Group: 14323] [Div: 0]

Subscriber

demoadmin

Lf24/2011

¥Diemo KCARFES COM

e BRRE

DEMO

USER

Mos-Invsiced Change

Remove Plan: Dental - CERTIFICATED
FULL TIME [Group: 14323) [Diw: 0]

Subscriber

demoadmin

1/27/2011

xDlemo KCARES COML

ke BERRE

DEMO

TSER

MoxInvoiced Change

Remove Plan: Dental - CERTIFICATED
FULL TIME [Group: 14323 [Diw: 0]

Subscriber

demoadmin

1/27/3011

xDlemo KCARES COML

1=

DEMO

TSER

Mo Invoiced Change

Remove Tenmination Date: Dental -
CERTIFICATED FULL TIME [Group
14323] [Diw: 0] Tetmination_Date
[2/1/2011 12:00.00 £

Subscriber

demoadmin

1/27/3011

Figure 2 — Comments report
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Save & Schedule

The Save & Schedule feature allows criteria for reports run on a regular basis to be saved, reports scheduled to
run for a specified period of time and the option to have notification emailed to one or several people in a secure
manner. This feature is accessible on every report on the Reports tab and is divided into three processes: Save to
My Reports; Notify Settings; and Date/ Time Parameters Settings. To use this feature follow the steps below:

1. Select the report to be scheduled (report procedures follow this section). Enter the search
criteria and click on Save & Schedule (Figure 1).

My Reports Financial Status
Carrier Billing Report
Search Criteria ElHide Search Criteria
Employer: M Show Employer List
Carrier: Status:
DELTA DENTAL/CSDC New Hire
VSPICOALITION - A Active
COBRA
Retires-Early
Retires-Standard hd|
Classification: Location:
Employee Main
Benefit Type: Billing Month:
[fanuary =l[2017 =]
Dental
Visi
sien Output Type:
I Summary LI
Create Report | Save & Schedule |<_

Figure 1 - Save & Schedule button
2. A popup window will appear displaying the following fields (figure 2):

Report Title: Enter a short descriptive report title

Description: Enter a more detailed description to help you remember report content

Output Type: PDF or Excel; the output format of the saved report

Attachment: Marking the box enables a PDF or Excel report to be attached to an
email, even for a system Non-User (a person without login credentials)

Password:  Password protects the file if delivered by email. Note: A separate email
containing the report password must be sent to any other person(s) you scheduled to
receive the report.

Save to MyReports

Report Title: [xDemo KCARES COA - Carrier Billing

Description: This is a brief description of the report and its ;I
contents.
=

Output IExceI 'I

Type:
Attachment & Passwnrd:laaaaaaa

Save Cancel

Figure 2 — Save to MyReports popup window

3. Once all entries are complete, click Save. The Report Notify and Schedule page appears.

© 2011-2014 Keenan & Associates. All rights reserved.
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Report Notify and Schedule

This page is divided into two sections: Notify Settings and Date/ Time Parameters Settings. Each section and its
function are described below.

Notify Settings:

Use this feature to assign the person(s) who will receive the saved report notification via email.

1. In the Notify Settings section, click on Add New.

2. Click on the User Name drop-down arrow and select a user. This will populate the Email

Address field with that user’s email address. If you cannot locate a user in the User Name
drop-down menu, you can manually add a recipient’s email address.
3. Click on Insert (figure 1).

Report Notify and Schedule

Motify Settings

Add Mew

User Mame Im

Email Address

Itestuser@email.com|

Insert Cancel

-

Figure 1 — Insert link
4. The screen refreshes and the added user appears in the grid.

5.  To add another user, click on Add New and repeat Steps 2 & 3 as many times as necessary

(figure 2).
Report Hotify and Schedule
Motify Settings
Add Mew
Email Address User Name
Delete Select testuser@email.com tuser
Figure 2 — Add New link
© 2011-2014 Keenan & Associates. All rights reserved.
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Date/Time Parameters Settings
Use this section to schedule when a report will be run. A report can be scheduled to run only one time or it can be

scheduled to run more than once over a specified period of time.

Make your selections based on the definitions supplied below and click Update (figure 1).

— Date Time Parameters Settings

Parameter Name Shift Type Date
FeriodStart | Fixed Date | frrnsszoor
PeriodEnd [Fixed Date |

Schedule Settings
Mext Run l—
Fregquency IOnce Vl
Schedule From l—
Schedule Thru I—

ngdate Cancel

~
Back Tao List |

Figure 1 - Schedule Date/Time Parameter Settings

PeriodStart: Choose a Shift Type (see definitions below) and enter a Date
PeriodEnd: Choose a Shift Type (see definitions below) and enter a Date. This field
only appears for reports needing a Start and End date.

Fixed Date: Enter a specific date; each time the report is run it will use
this date.
Report Run Date: The system uses the date the report parameters are created.

(i.e.: if the date is 12/12/yyyy when you are creating the
parameters, 12/12/yyyy will be the date reflected in the

report heading.)

1 of Month: Run-Date: Uses the first of the month of the run date (i.e.: if the run-
date is 12/12/yyyy, the report date will be 12/01/yyyy.)

1* of Month: Following: Uses the first of the month following the run-date (i.e.: if the

run-date is 12/12/yyyy, the report date will be 01/01/yyyy.)

1* of Month: 2" Following: Uses the first of the month two months ahead (i.e.: if the run-
date is 12/12/yyyy, the report date will be 02/01/yyyy.)

Last of Month: Run-Date:  Uses the last day of the month for the run-date (i.e.: if the
run-date is 12/12/yyyy, the data contained in the report will
be 12/01/yyyy — 12/31/yyyy.)

Last of Month: Following: Uses the last day of the month following the run-date (i.e.: if
the run-date is 12/12/yyyy, the data contained in the report
will be 01/01/yyyy — 01/31/yyyy.)

Last of Month: 2" Following:  Uses the last day of the month two months ahead of the
run-date (i.e.: if the run-date is 12/12/yyyy, the data
contained in the report will be 02/01/yyyy — 02/28/yyyy.)

© 2011-2014 Keenan & Associates. All rights reserved.
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Report Run Date -1 Day: Uses run date and subtracts 1 day (report run on 12/16 will
include data as of 12/15)
Report Run Date -7 Days: Uses run date and subtracts 7 days (report run on 12/16 will

include data as of 12/9)
Date of the Prior Month:  Uses any day of the prior month

End of Prior Month: Uses the last day of the prior month, regardless of how many
days are in that month.
Next Run: Enter a date for the next report run. This date will be reflected in the report
heading.
Frequency: Select a frequency from the drop-down menu (Once, Daily, Weekly, Bi-

weekly, Monthly, Quarterly, Semi-Annual, Annual)
Schedule From: Enter the date the reports will begin to run.
Schedule Thru: Enter the date the report will stop running.

© 2011-2014 Keenan & Associates. All rights reserved.
Proprietary Material — Authorized Use Only: Duplication . KCARES
or distribution prohibited. G-8 Admin Ref Guide



03/14/2014

My Reports Tab
The drop-down menu for this tab contains two items: My Reports and Saved Reports Folder
(tigure 1).

My Reports
My Reports
Saved Reparts Folder (g

Figure 1 — My Reports main tab

My Reports

To access all saved report parameters highlight & click on My Reports from the My Report
drop-down menu. The My Reports page appears displaying a table with all saved report
parameters (figure 2).

My Reports Financial Status
My Reports
Type Notification
Execute Eligibility Billing - Delta Excel Details with Summary 1/28/2011  03M18/2011
Celete Dental Unformatted
Options

Figure 2 — My Reports sub-tab
Only the report creator can make the following changes:

Clicking on Execute to the left of the appropriate report allows you to run a report before the
“Next Run” date; the system will still run a report on the scheduled run date. If you do use
the Execute link, the report will be run in the background. When completed, the report will
appear in the Saved Reports Folder.

To delete a specific saved and scheduled report, click on Delete to the left of the appropriate
report. The report will be removed.

To change the report criteria, click on Options. This will open the report parameters to be
edited. When all changes have been completed, click Update.

© 2011-2014 Keenan & Associates. All rights reserved.
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Saved Reports Folder

This folder contains all final Saved & Scheduled reports (figure 3).

03/14/2014

| MyRepors || Financial 1l Status |
Saved Reports
Actions Report Title Report Author Type Description HNotification
Delete Eligibility Billing - Delta Dental DEMOADMIN | Excel Details with
Summary
Unformatted

Report Date
112812011

Figure 3 — Saved Reports

1. To view the report, click on the title of the appropriate report.

2. A popup window will appear, click Open (figure 4).

File Download

Do you want to open or save this file?

MName: Summary.xls
HH]

Type: Microsoft Excel Worksheet, 14.0KE

Fram: stg-chms.keenan-pcbridge. com

Open Save | Cancel I

l.-' Wwhile files from the Intermet can be useful, some files can potentially
harm your computer. If you do not bust the gource, do not open or
zave this file. What's the risk™

Figure 4 — Popup window

3. The report will download and then open in the application format
(figure 5). From here you can print, save or email the report.

‘El] Hle Edt Wiew Insert Format Tooks Data Window Help  Adobe POF
NESHRISAITVHI L LR S 9-0-8 -3 @B -0
{ el -z -[Blz ul===[Es % o0 w8 = - G- A -
i B R B R I R i1 | ¥¢ Reply with Changes... End Review... !  PivotTable - | 7 HM | =%
i) Share This File | WebEx + l

AQ - A xlemo KCARHES COA

E Microsoft Excel - Details[1].5ls

in which it was saved

Type a question for help

B
Consolidated Benefits Billing - 1/27/2011 12:55:28 PM
Client: xDermo KCARES COA
Location: All
Classification: All
Status: All
Carrier: DELTA DENTAL/CSDC

Figure 5 — Report download
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Financial Reports — Carrier Billing
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The Carrier Billing Report (CBR) produces a complete billing record of premiums for each
carrier plan. Itis important to note that CBRs are generated after the Carrier
transmission on the 15th of the month and reflect billing for the first of the following

month.

On the 20" of each month, the Client will receive a Carrier Billing Report (CBR) Summary (fignres 1, 2 and
3), which captures the following month’s eligibility. The CBR is intended to assist the Client in reconciling

monthly enrollment totals. "This report will be e-mailed to the Client from the following e-mail address:

benefitbridge(@ keenan.com.

Consolidated Benefits Bi

ng Summary - 3/24/2011 2:51:06 PM

Client: xDemo KCARES COA
Location: All

ication: All

All

Carrier- DELTA DENTAL/CSDC

Billing Month: 4/1/2011

xDemo KCARES COA

DELTA DENTAL/CSDC

| Group ID: 007101-0076 | Group Mame: | DENTAL-CERTIFICATED FULL TIME | Carrier Code: | DELTO1 |
El Description ElCount Fl Rate Fl Total Amount Group Total Amount
Employes a $50.41 3237.64
Employee + Family E $182.80 3214.00
Employee + Spouse 2 $102.30 $216.80
|c:u rrent Month Totals: | 1 | | | s1.27n.24|
Betro Code Betro Reason Betro Count Retro Total Amount Group Total Amount
101 Debit: New Enroliment g $1,204.70
|Reln:| Totals: | | 9| | s1.3|u.70|
Group Total 1 5 $2,574.94
| Group ID: 007101-0064 Group Mame: DENTAL-CLASS/MGMTICONF FULL- Carrier Code: DELTO1
TIME
Fl Description ElCount Fl Rate Fl Total Amount Group Total Amount
Employee 2 $50.27 $101.04
Confidential Page 1of 3

Figure 1 — Carrier billing report

Consolidated Benefits Billing Summary - 3/24/2011 2:51:06 PM

Demo KCARES COA

ion: All

Classification: All

S Al
Carnier- DELTA DENTAL/CSDC

Billing Month: 4/1/2011

Group ID: 007101-0064 Group Name: DENTAL-CLASSIMGMTICONF FULL- Carrier Code: DELTO1
TIME
Fl Description Fl Count FI Rate Fl Total Amount Group Total Amount
Employes + Children 1 $132.68 313208
Employee + Family 7 s132.68 IU26.76
Employes + One Child 3 $82.27 3276.81
Employee + Spouse 4 $02.27 338008
|Currer|t Month Totals: | |7| | | s1.sn9.27|
Retro Code Retro Reason Retro Count Retro Total Amount  Group Total Amount
101 Debit: New Enrollment 3 31.184.12
| Retro Totals: | | 9| | s1.|94.|2|
Group Total: T 5 §3,003.39
Group ID: 007101-0217 Group Name: DENTAL-CLASSIFIED PART TIME Carrier Code: DELT01
Fl Description El Count Fl Rate Fl Total Amount Group Total Amount
Employee 1 $50.97 $50.87
Employee + Family 1 $142.01 $140.01

Confidential Page 2of 3

Figure 2 — Carrier billing report
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Locafion: All
Cla:

Sta

Consolidated Benefits Billing Summary - 3/24/2011 2:51:06 PM

Client: xDemo KCARES COA

tion: All

Carrier: DELTA DENTALICSDC

Billing Month: 4/1/2011

Group ID: | 007101-0217 ‘ Group Name: ‘ DENTAL-CLASSIFIED PART TIME | Carrier Code: ‘ DELTO1 |
|cum-nt Month Totals: ‘ z‘ | ‘ smn.ssl
|Group Total: ‘ 2‘ No Retros For This Grnupl ‘ $199. snl

(CARRIER TOTALS: ‘ :m‘ 18

‘ $5.778.31

Confidential

Page 3of 3

Figure 3 — Carrier billing report

1. To access the Carrier Billing report, hover over the Financial tab to reveal the drop-down
menu. Highlight & click on Carrier Billing.

2. 'The required input fields are displayed (figure 4). A selection can be made for each field
(except as noted below,) but the default is “All,” except for Display SSN, Billing Month and
Output Type; see field descriptions below.

Carrier:

Status:

Classification:
Location:
Benefit Type:
Display SSN:

Billing Month:
Output Type:

select which Carrier(s) bills to be produced*

select which Employment Status(es) to search*; Active and Terminated
are the only choices

default is “All”—Ieave as is
default is “All”—Ileave as is
select which Benefit Type to be run*

select No to remove SSN; Mask to display the last four digits only; and
Full to display the entire SSN (SSNs are never listed in the Summary
output type)

select which month/yeat’s invoice to be used to generate this report

select a report format to display the content

Summary (Recommended Output Type): provides the enrolled

subscriber count by Coverage Tier/Family Indicator for each plan along
with premium and totals for each Coverage Tier.

Details: provides a line item for each individual subscriber enrollment in
given plan along with the Coverage Tier and the premium.

Unformatted: provides an unformatted version of the results that
includes all of the header and selection criteria in a columnar format.
This version should be used for more detailed history reporting, analysis
and data manipulation.
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*Note: to matke multiple selections, hold the Ctrl key down while clicking on selections.

My Repors Financial Status
Carrier Billing Report
Search Criteria ElHide Search Criteria
Employer: B Show Emplover List
Carrier: Status:
DELTA DENTALICSDC New Hire
WVSPICOALITION - A Active
COBRA
Retiree-Early LI
Classification: Location:
Employee Main
Benefit Type: Display SSH:
E—]
Dental
Vision Billing Month:
IJﬁnuﬁry 'l 2014 'I
Output Type:
I Summary j
swves v |
Figure 4 — Carrier Billing Report input fields

© 2011-2014 Keenan & Associates. All rights reserved.
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Once selections have been made, click Create Report. The screen will begin generating the
report. The completed report will display on the screen. To Save & Schedule this report,

refer to the Save & Schedule section in this guide. To export this report, refer to the How
to Export Reports section in this guide.
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Financial Reports — Eligibility Billing (Eligibility List)

The Eligibility List is a report of all eligible and enrolled members for the following month. This report is used by the Client to
reconcile upcoming eligibility.

On the 234 of each month, the Client will receive the Eligibility List reflecting the following month’s eligibility (figures 1
and 2). This report will be e-mailed to the Client from the following e-mail address:

benefitbridge@keenan.com.

The Eligibility List is intended to help the Client verify that all changes entered in KCARES
from the 16™ of the last month to the 15 of the current month are reflected and correct. The
Eligibility List will be produced for each sub-location number and will show the names of all
covered employees. Employees appearing on the list will be sorted by sub-location number,

employee class and last name. A report that summarizes the sub-location totals will also be
included (figures 1 and 2).

a. Termination Effective Dates:

Terminated enrollees are eligible through the last day of the month in which the
termination occurs, unless otherwise specified in the Client’s carrier contract (the
termination effective date should always be the 1% of the month). If an enrollee is
terminated retroactively to a prior month and a claim was paid before the carrier was
notified of the termination, eligibility must continue through the month in which the claim
was incurred, and dues will be owed for that enrollee until the end of that month. A 90-
day limitation on retroactive terminations is standard.

© 2011-2014 Keenan & Associates. All rights reserved.
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ELIGIBILITY LIST

Keenan & Associates

Eligitility Department
EMPLOYER: *Demo ECARES COA P.0. Box 3277
BENEFITPLAN:  DELTA DENTALICSDC Torrance, CA 90510-1431
REPORTING PERIOD: 312014 TO 3312014 Page: 0 1-855-3854330
GROUP: 0071010064  DENTAL-CLASSMGMT/CONF FULL-TIME FAX (310)212-0355
o e |EMPLOYEE NAME s |BFLOVEE | COVERAGE TYPE EFFECINE RATE| TERMINATION DATE
++e.++. 431 | ADMIN, DEMO F Exrgloyes + One Child 03-01-14 30873
*+*+Employes New Enrollment Effective Diate:
02012014
**+Covemge Cancellad F Effective Date:
01012014
+++_++.0000 |DEMO, COUNSELOR. M Eurplayes - Famsly 01-01-09 $14196
**9Dependent Carcelled  [M  |Edfective Date:
031012014
svese. 1111 [DEMO, DENTALONLY M Explayee 11-01-10 35453
sve.+.5454 [DEMO, LANDSCAPER. M Enplayes 06-01-08 $54.53
++s_s+.0000 | DEMO, NURSE F Enployes + Children 09-01-09 $14196
eveve. 4141 |DEMO, PRDGCTAL F Enplayes + Spouse 08-01-10 598.73
++e++.9388 [DEMO, SECRETARY F |F Exglayes ~ Children 09-01-00 $141.96
s+s s+ 7675 |DEMO, SPEECHLANG  |F Enyloyes + One Child 07-01-08 30873
+++_++.5080 [DEMO, SUPERINTENTENT |M Exrplayes - Spouse 01-01-09 508.73
svese. 1134 [EMPLOYEE, CHANGE ~ |M Exrplayes - Spouse 03-01-11 508.73
s+ev+.4357 [EMPLOYEE, TERMAIL  |M Exrployes - Famly 01-01-11 514196
sves+. 2345 [EMPLOYEE, TERMDEP  |M Exrplayes - Spouse 04-01-11 508.73
++e_++. 3333 |EXAMPLE, CHANGE M Exrployes - Famly 04-01-11 514196
++_v+. 4444 |EVAMPLE, TERMDEP M Eurplayes - Spouse 05-01-11 508.73
sve_v+. 3333 |USER. CHANGE M Eurplayes - Spouse 04-01-11 508.73
sve_v+. 4455 |USER, TERMALL M Eurplayes - Famsly 01-01-11 $141.96
+ve_++.3535 |USER, TERMDEP M Exrplayes - Spouse 04-01-11 508.73

Confidential Internal Use - 282014 4:26:04 PM

Figure 1 — Eligibility List
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ELIGIBILITY LIST Reenan & Associates
Ehgibility Department
EMPLOYER: wlemo KCARES COA PO Box 3277
BENEFITPLAN:  DELTADENTALCSDC Tormnee CA 90510-1431
REPORTING PERIOD: 312014 TO 3312014 Page: 2 1-855-585.4330
GROUP: 007101-0064  DENTAL-CTLASSMGMT'CONF FULL-TIME FAX (31002120355
Coverage Type Count Eate Amount
Employes 2 15453 $109.06
Emploves + Spouse 7 19873 $691.11
Employes + Family 4 $141.96 £567.584
Employes + One Chuld 2 39873 5197 46
Employes + Children 2 514196 £28392
Summary of Changes Count
Coverage Cancelled 1
Dependent Cancellad 1
Employes New Emrollment 1
¥#3Total Chanpes for this Month 3
GROUP TOTAL: 17 Total Changes: 3 Amount: $1,845.3%
Confidential Internal Use - 382014 4:26:04 PM
Figure 2 — Eligibility List
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To access the Eligibility Billing Report, hover over the Financial tab to reveal the drop-
down menu. Highlight & click on Eligibility Billing.

The required input fields are displayed (figure 3). A selection can be made for each field
(except as noted below,) but the default is “All,” except for Billing Month and Output Type;
see field descriptions below.

Catrier:
Status:

Classification:
Location:
Insurance Type:
Billing Month:
Output Type:

Once all selections have been made, click |, o s cm

Create Report. The screen will change Ersosr. B 3t o Ll

Camiar Status:

and begin generating the report and the
report navigation heading is displayed. ey
The completed report will be displayed on | quuesson Locaton

the screen. To Save & Schedule this o F_

report, refer to the Save & Schedule

section in this guide. To export this — -

reportt, refer to the How to Export e -

Reports section in this guide. |
Craate Rspent | Save b Schedue |

select which Carrier(s) to be included in the bill*

select the Employment Status(es)*; Active and Terminated are the only
choices

default is “All”—leave as is

default is “All”leave as is

select a type(s) to include*

select a month and year

select a report format to display the content

Summary: provides the entolled subsctiber count by Coverage Tier/Family
Indicator for each plan along with premium and totals for each Coverage
Tier.

Details with Summary (Recommended Output Type): provides a line item
for each individual subscriber enrollment in given plan along with the
Coverage Tier and premium, as well as a summary of the Coverage Tier and
premium amounts.

Details with Summary Unformatted: provides an unformatted version of the
results that includes all of the header and selection criteria in a columnar
format. This version should be used for more detailed history reporting,
analysis and data manipulation.

Changes Only: provides a list of changes made and includes the employee’s
name, change description (e.g., change of address, name change) and effective
date.

Details without Summary: provides a line item for each individual subscriber
enrollment in given plan along with the Coverage Tier and the premium.
Each Group ID number is listed on a separate tab.

Cligibility Lists

Figure 3 — Eligibility List input fields

*Note: to make multiple selections, hold the Cttl key down while clicking on selections.
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Status Reports — Carrier Enrolilment Census

This report lists all subscribers and dependents enrolled in a given carrier’s plan. It includes complete census
information required by a carrier to be used for the enrollment of the subscriber and their dependents in lien of an
electronic transmittal. "The search requirements to produce this report include Carrier, Date and Output Type.

A truncated sample of the report is shown below (figure 1); other column headings include Employee
Classification, F1/ Coverage, Group, ete.

Census By Carrier Report - 3/4/2013

DENTAL-CERT

30

En Lask Name Fien Hase Widdle Initial  Suffix  Gender  Role Date Of Bith  Subsciiber SN Member SSH  Plan Effecthes Date  Plan Termination Date  Addeosa Line 1 Addresa Line 2
JOMES JOHN Wale Sub 111960 000200000 0000040000 1012007 1982 State St
JONES MARY Femde  Szouse 192 030400000 000006000 10172007 1182 State St
JONES SUZE Femsia Criks g 000-00-0000 000002000 nrtz0e 1452 State St
JONES sy aaie chie 100z 000202000 000-00-2000 orvzonr P ———
JONES HANCY Female i 11004 000000000 100-00-0000 Y208 18 Stae St

Figure 1 — Carrier Enrollment Census report

1. From the Reports home page hover over the Status tab to reveal the drop-down menu.
Highlight & click on Carrier Enrollment Census report.

2. The required input fields are displayed (figure 2). A selection can be made for each field, but
the default is “All;” see field descriptions below.
Carrier: select the Carrier(s) to be included in the report.*
Date: enter a date or use the Calendar icon to select a date.

Output Type: Normal: provides a fully formatted report with the selection criteria in the
header, grouped and sorted by Classification and Status.

Simple: provides a simple formatted report grouped and sorted by
Classification and Status without header information.

Unformatted: provides an unformatted version of the results that includes
all of the header and selection criteria in a columnar format. This version
should be used for more detailed history reporting, analysis and data
manipulation.

| MyReports | | Financial | Status
Census By Carrier Report
Search Criteria ElHide Search Criteria

Employer: B Show Emplover List

Carrier: Y
DELTA DENTAL/CSDC
WVSPICOALITION - A

Date: |2.-1 42012 Output Type: |nNormal Ll
Create Report | Save & Scheduls |

Figure 2 — Census By Carrier Report input fields

© 2011-2014 Keenan & Associates. All rights reserved.
Proprietary Material — Authorized Use Only: Duplication . KCA‘RES
or distribution prohibited. G-18 Admin Ref Guide



03/14/2014

3. Once all selections have been made, click Create Report. The screen will change and begin
generating the report and the report navigation heading is displayed. The completed report
will be displayed on the screen. To Save & Schedule this report, refer to the Save &
Schedule section in this guide. To export this report, refer to the How to Export
Reports section in this guide.

*Note: to matke multiple selections, hold the Ctrl key down while clicking on selections.
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Status Reports — Complete Census

This report provides the ability to tailor a report through filters, selection and ordering of data elements and
selecting the type of data to be included. The search requirements to produce this report are broken into three
sections: General Filters — Carrier, Status, Classification, Location and Benefit Type; Report Data —
Select Demographic Data and Select Dependent Data; and Benefits Data — Select Benefits Data and Select
Sort Fields.

1. Itis important to note that to run this report, the “Download” features in your security
settings must be enabled. To do this, follow these steps: From the Internet Explorer
toolbar, click on Tools — Internet Options (figure 1).

Fle Edt View Favorites | Tools Help
gShare Browser WebEx - Deleke Browsing Hiskary. ..

Wk & keenan Intranet Pap-up Blocker ’
: Phishing Filker 3
Manage Add-ons r

Subscribe bo this Feed. ..
Feed Discoversy F

Windows Messenger
Diagnose Connection Problems. ..
Sun Java Console

Figure 1 - Tools — Internet Options
2. Click on the Security tab (figure 2).

3. Click on the Internet icon and then click on Custom level . . .

Internet Dptions 2=

General  Security |Privacy| Connections | Advanced |

Select a zane ko view or change security settings.

— ? =
3 v
Internet Local intranet  Trusted sites  Restricted

sites

Internet
) . ; Sibes |
@ This zone is for Internet websites,

except those listed in trusted and
restricted zones.

—Security level For this zone

Custom
Custorn sektings.
- To change the settings, click Custom lewvel,
- To use the recommended settings, click Defaulk level.

Cuskom level.. I Default level |

Reset all zones ko default level |

[o]'4 | Cancel | Apnl |

Figure 2 — Security tab
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4. In the Settings box (figure 3), scroll down to the Downloads section
a. Click the Enable radio button for Automatic prompting for file downloads; File
download; and Font download
Click the OK button
c. You will be returned to the Security tab; click OK

Security Settings - Internet Zone 5[

[~ Settings

pt A

ukomatic prompting For file downloads

) Disable

& Dowrloads

%LE

i
m
=
@
[=o
T

| File download

O Disable J

i
m
=
@
[=o
T

| Fort download

) Disable

ﬁ
m
=
@
[=o
T

()} Prompt
33 Enable \MET Framewark setup
) Disable
(& Enable

B Wiscellananne =
4| | 3

#*Takes effect after you restart Internet Explarer

[~ Reset cuskom settings

Resetto:  uediim-high (default) | Reset... |
Ok I Cancel |

Figure 3 — Security Settings box

To create the Complete Census Report:

1. From the Reports home page hover over the Status tab to reveal the drop-down menu.
Highlight & click on Complete Census report.

2. The required input fields are displayed for Part I — General Filters (figure 4). A selection
can be made for each field, but the default is “All;” see field descriptions below.

Carrier: Select the Carrier(s) to be included in the report*

Status: Select which Employment Status(es) to search*
Classification: Select which Employment Classification(s) to be included*
Location: Select which Locations(s) to search*

Benefit Type: Select which Benefit Type to be run*

Carrier:™ Status:*
=
= Active
List will wary, depending on your case setup COBRA
| LoA - Paid
LoA - Unpaid
LI New Hire LI
Classification:* Location:*
_

Listwill vary, depending oh your case setup - List will vary, depending on your case setup

= =

Benefit Type:*

List will vary, depending on your case setup

Figure 4 — Complete Census input fields — Part I
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3. The required input fields are displayed for Part II — Report Data (figures 5 and 6).
Selections can be added to the “Selected” fields, but at least one data element must be
selected and added. See field descriptions below. (Click on the Add Field(s) double arrow

to finalize your selection.)

Select Demographic Data:

Select Dependent Data:

Select at least one Demographic element to be included in the report (you can
choose as many elements as are available in the list)*

Select at least one Dependent Data element to be included in the report (you

can choose as many elements as are available in the list)* You can also click
on the Include Dependent Data box if you want to omit dependent data.

_FM‘DOI'I! Data

Salect Demographic Datac

Selected Demographic Data:*

Adgress Lingl

Agddress Linel

Depanmant
Division

1o

| ™~
[Add Fiskd(s)

",

Figure 5 — Complete Census input fields — Part II

¥ Include Dependent Data
Select Dependent Data:

Is Dizabled
Iz Student

Selected Dependent Data:*

Relationzhip

Figure 6 — Complete Census input fields — Part II

a. 'To change the order of your Selected Demographic Data, highlight a line of data
and use the Move Up or Move Down double arrows to change the order in which
your data will appear in the final report (figure 7).
Select Demographic Data: Selected Demographic Data:*
Address Linet - Date of Hire
Address Ling2
City First Name —
Department D Last Name é
Divizion Date Of Birth
EIN Clazsification
Home email Gender —_—
Heme Phone @ SSN g
Location
Middle Name d|
Figure 7 — Move Up and Move Down double arrows
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4. 'The required input fields are displayed for Part III — Benefits Data (figure 8). Selections
can be added to the “Selected” fields, but at least one data element must be selected and
added. See field descriptions below. (Click on the Add Field(s) double arrow to finalize
your selection and/or the Move Up or Move Down double arrows to change the order in
which your data will appear in the final report.)

Select Benefits Data:  Select at least one Benefits element to be included in the report (you can choose as
many elements as are available in the list)* You can also click on the Include
Benefit Data box if you want to omit benefit data. We recommend that you keep the
Exclude Terminated Records box checked.

Select Sort Field:

Select the sort element to be used to format the report output

¥ Include Benefit Data

¥ Exclude Terminated Records

Select Benefits Data:

Banding

Benefit Category
Carrier Premium
Contract Effective Date
Enroliment Record
Rebate

Total Premium

Total Rebate

Select Sort Fields:

Classification
EIN

Group Name
Group Number
Name (Fully
SSN

Status

Save Report Fields

Selected Benefits Data:*

Carrier -
Benefit Type

D) Group Number

Group Mame
FlBand
Coverage Amount
Effective Date

@ Termination Date

Premium
Payroll Frequency

L

Selected Sort Fields:™

Create Report Save & Schedule

Figure 8 — Benefit Data input fields — Part III

5. Once all selections have been made, click Save Report Fields to save these selections for

future use (this is not required).

6. Click Create Report. A popup window will appear and begin generating the report (figure
9). A File Download box will appear, allowing you to Open or Save this report.

/= Complete Census - Windows Internet Explo =101 x|

(Generating Report... Please Wait...

B .
Yo’

Close |

Figure 9 — Complete Census popup window

*Note: to make multiple selections, hold the Ctrl key down while clicking on selections.
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Save & Schedule Feature (for Complete Census only)

1. Select the Complete Census Report and enter the report criteria.

following fields (figure 1):
Report Title:
Report Description:
Password:

Notify:

Next Run:
Recurring Report:
Frequency:

Schedule Start:
Schedule Thru:

Click on Save & Schedule.

A Complete Census Report Save & Schedule popup window will appear displaying the

Enter a short descriptive report title

Enter a more detailed description to help you remember
Password protects the file when delivered to your email inbox
Enter your email address to be notified when the report has been
run

Enter a date for the next report run.

Checkbox is checked

Select a frequency from the drop-down menu (Monthly,
Quarterly, Semi-Annual, Annual)

Enter the date the reports will begin to run

Enter the date the report will stop running

Complete Census Report Save & Schedule

Report Title Complete Census Report

Report Description

Complete Census Report

Faszword || L1}

Netify |test@|-ceenan.cum

——

I
Monthly -1
02/18/2013

02/18/2015

Next Run
Recurring Report
Fraquency
Schedule Start

Schedule Thru

o]

Figure 1 — Complete Census Save & Schedule popup window

4.

5.

Once all entries are complete, click Save.

A popup box appears (figure 2), notifying that the report schedule is saved.

Message from webpage

! . Report schedule is saved

X

Figure 2 — Saved popup box

6. Click OK.
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This report provides a count of subscribers by Group for dental and/ or vision benefits (figure 1). This report can
be used for budgeting, bargaining and negotiation purposes. The search requirements to produce this report include

Date and Status.

Enrolled Subscribers By Plan - 3/5/2013 8:25:03 AM

Classification CLASS COBRA
EMPLOYEE ] ]
Total Q o
CLASS COBRA
EMPLOYEE 163 12
Total 163 12

RETIREES
L]
9

RETIREES
152
152

Terminated
Total

Total
109
109

Figure 1 — Enrolled Subscribers By Plan report

1. From the Reports home page hover over the Status tab to reveal the drop-down menu.
Highlight & click on Enrolled Subscribers By Plan.

2. 'The required input fields are displayed (figure 2). A selection can be made for each field, but

the default is “All;” see field descriptions below.

Date:  enter a current or future date

Status: select the Status(es) to be included in the report*; Active and Terminated are
the only options which should be used

[ MyReports | [ Financial | [ Status

Enrolled Subscribers By Plan
Search Criteria EHide Search Criteria

Employer: @ Show Emplover List
Date: 2712012

Status:

Create Report |

Save & Schedule |

Figure 2 — Enrolled Subscribers By Plan input fields

3. Once all selections have been made, click Create Report. The screen will change and begin
generating the report and the report navigation heading is displayed. The completed report
will be displayed on the screen. To Save & Schedule this report, refer to the Save &
Schedule section in this guide. To export this report, refer to the How to Export Reports

section in this guide.

*Note: to make multiple selections, hold the Cttl key down while clicking on selections.
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Status Reports — Over Age Dependents

This report lists all dependent children (non-spouses) who have exceeded the age limits for all plans in which they
are currently enrolled.

On the 2 of each month, the Client will receive a conrtesy dental Over Age Dependent Report (dependent
tracking is not necessary for vision eligibility), which captures all dependents who will be reaching the plan’s
overage limit in the upcoming month (figure 1). This report will be e-mailed to the Client from the following e-
mail address: benefitbridge(@ feenan.com.

Note: 1t is the Client’s responsibility to:

» Notify the Employee of the dependent’s termination of coverage

» Send notice of COBRA eligibility

Over Age Dependents - 3/24/2011 4:45:10 PM

Client: xDemo KCARES COA
Location: All
Start Date: 372472011

End Date: 3/24/2011

Subscriber Relationship Dependent Mame: Last First Ml Date of Birth
SSN Carrier Group Name/Group Number

Benefit Type

9595-95-5939 CHILD DEMO, CHILDFIRST 1/1/1935 26
Dental DELTA DENTALICSDC CLASSIMGMT/CONF FULL-TIME/OO7101-0064 Ineligibility Age: 26

333-33-3333 CHILD DEMO, DAUGHTER 11/18/1984 26
Dental DELTA DENTALICSDC CERTIFICATED FULL TIME/OOT101-0076 Ineligibility Age: 28

111-11-1234 CHILD EMPLOYEE, SON 2M35/1985 26
Dental DELTA DENTAL/ICSDC CLASS/IMGMT/CONF FULL-TIME/DOT101-0064 Ineligibility Age: 28

111-11-3333 CHILD USER, SON 3/1/1985 28
Dental DELTA DENTALICSDC CLASSIMGMT/CONF FULL-TIME/OO7101-0064 Ineligibility Age: 26

Confidential Page 1of 1

Figure 1 — Over Age Dependents report

1. From the Reports home page hover over the Status tab to reveal the drop-down menu.
Highlight & click on Over Age Dependents.

2. The required input fields are displayed (figure 2). A selection can be made for each field
(except as noted below,) but the default is “All;” see field descriptions below.
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Catrier:
Location:

Group:

Sub-Groups:
Date:

Output Type:

select the Carrier;*
default is “All”—Ileave as is

select the Group in which
the subscriber is a member

default is “All”—Ileave as is
enter a current or future date

Details: provides a fully
formatted report with the
selection criteria in the
header, grouped and sorted
by Last Name.

Normal: provides a simple
formatted report in line item
fashion grouped and sorted
by Last Name.

Unformatted: provides an
unformatted version of the

03/14/2014

My Reports

Over Age Dependents Report
Search Criteria ElHide Search Crileria

Employer: B Show Employer List

Carrier:

Location:

Group:

Sub-Groups:

Date:

Output Type:

Create Report

Financial Status

DELTA DENTAL/CSDC

METLIFE DENTAL (COALITION)
o |
Hain

— All— -
COBRA

COERA

DP EARLY RETIREE

DP EARLY RETREES

WGMT/CONF/BOARD |
— All—

022202012

g

Save & Schedule

Figure 2 —

Over Age Dependents report

results that includes all of the header and selection criteria in a columnar
format. This version should be used for more detailed history reporting,

analysis and data manipulation.

3. Once all selections have been made, click Create Report. The screen will change and
begin generating the report and the report navigation heading is displayed. The completed
report will be displayed on the screen. To Save & Schedule this report, refer to the Save
& Schedule section in this guide. To export this report, refer to the How to Export
Reports section in this guide.

*Note: to matke multiple selections, hold the Ctrl key down while clicking on selections.
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This report lists all dependents (non-spouses) who will become a certain age in an upcoming period (age range
includes 18 through 26) (figure 1). The search requirements to produce this report include Classification, Mask
SSN, Start Date, End Date, Age and Output Thpe.

Dependent Age Changes - 3/5/2013 8:47:30 AM

Subacrites 350 Caent. m Suts Last Marme Reletxnahi Sdatuw Sl Adirraa Sl Disatied  Viekdaton  Die OF e
Degeacant $54 Dap Lasi Hame lrh Bt Age g Adwas Ot
Bt Ty Benelil Marne Efectivn Dabe b A
g = 0
020-03-0000 RN F ] TSN FTREEY -3 NO EESERT
DEND TORMARCE T B3
— —_— = - —
G 03 9E9E a8l a A VA TR Ll NG T
TEAT ST
030 [0 3203 Lt " TH AL, TTREET - MO TS
LISER TORRAGCE £a WA

Figure 1 — Dependent Age Changes report

1. From the Reports home page hover over the Status tab to reveal the drop-down menu.
Highlight & click on Dependent Age Changes.

2. 'The required input fields are displayed (figure 2). A selection can be made for each field
(except as noted below,) but the default is “All;” see field descriptions below.

Classification: default is “All”—Ileaves as is

Mask SSN:

Start Date:
End Date:

Age:

Output Type:

Yes displays only the last 4
digits of the subscriber’s
SSN

No displays the subscriber’s
entire SSN (recommended)

enter a start date
enter an end date

select All or choose ages to
be included in the report

Normal: provides a fully
formatted report with the
selection criteria in the
header, grouped and sorted
by Age and Last Name.

[ WRepos  |[ Financal ||
Dependent Age Changes Report
Search Criteria ElHide Search Criteria

Status

Employer: B Show Emplover List
Classification:
Employes

Mask SSN:

| Yes j
127201
127201

Age: «
[B

1 |

Output Type: | orml =

Create Report

Start Date:

End Date:

Save & Schedule |

Figure 2 — Dependent Age Changes report input fields

Unformatted: provides an unformatted version of the results that
includes all of the header and selection criteria in a columnar format. This
version should be used for more detailed history reporting, analysis and

data manipulation

3. Once all selections have been made, click Create Report. The screen will change and begin
generating the report and the report navigation heading is displayed. The completed report
will be displayed on the screen. To Save & Schedule this report, refer to the Save &
Schedule section in this guide. To export this report, refer to the How to Export Reports
section in this guide.
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Status Reports — Changes

This report lists the event history for a group of employees/ dependents for a specified date range (figure 1). This
report shows all changes performed on a record. "The search requirements to produce this report are broken into
three sections. “Current Subsctiber Information Filters,” which includes Classification, Status, 1ocation
and Carrier; “Changes Filter,” which includes Change Type, Carrier, Service, Search By, Date Range,
masking of SSIN and Changed By; and “Report Display Options,” which includes Sort By, Sort Direction,
Group By and Report Options.

Changes Report - 3/5/2013 9:13:09 AM

55N Em Name Relation |Dep 55N |Dep OOB | Student| Disabled |Type  |Service Fram To PY Effactive |Reason Entry Date  |By Usar
DediFrag

TEST, WiFE spouse 0000 [osnansar] [N Chiange | Gender | FEMALL 0107013 12 13] peys sounm

TEST WIFE Spouse D000 |DBAAMST] N N Change |Name HUSHAND TEST [BEVEN VINTON 0102013 12,13 nes apum

TEST, WFE Spouse  |* 0000  (DBA31947 H N Change |Address 123 STATE 8T 338 MAIN ST 010372013 1213 |sen anean

TORRANCE SAN PEDRO
CA 90501 A 90732
SNz 5278
85N EIN Hame Relation |Dep 55H Dep DOB | Student | Disabled Type Service From To PY Effective Reason Entry Date  |By User
DediFrag
---- 111 USER EMPLOYEE |Subscriber Add |Relation <bianic <blank> 0173172013 11:54] Ewazum
""" m USER EMPLOYEE |Subscriber Add Classitkabon <blani- [Empioyee - FTE Vg O1/3172013 11:54| BEN Aoum
“““ 1 SER, EMPLOYEE |SHEsEriber v Location <banics ain TN 013172012 11.54] Benacun
""" 111 USER, SPOUSE SPOUSE  |**-*-0000  [0S/20/195T7 N N A Stalus Start Dale |<blank> <blanks> 013172013 1154 | 06 Acaan
“““ mm USER CHILO (CHILD 0000 |DOV0411993 N N Add Status Start Date <blanikc> <blank> 01/31/2013 11:55| DEN Apum
""" 1 USER CHILD CHLD  |=-=-0000 |oso4eez] W N |ad@  |Enrolment <bank CLASS 22013 QUB1/2013 11.55] s acwans
|Emplayes + Family
“““ SPOUSE [ E B ¥ 4 LASE E 312013 1158 e ADUM
111 SER, 88 SPOUSE o000 [oszomgsr| M [ ace Enroliment <banks :IIIIA_\I"N e 2203 0172172013 11 58]
i playes ty

Figure 1 — Changes report

1. From the Reports home page hover over the Status tab to reveal the drop-down menu.
Highlight & click on Changes Report.

2. The required input fields are displayed (figure 2). A selection can be made for each field
(except as noted below,) but the default is “All;” see field descriptions below.

Current Subscriber Information Filters
Classification: default is “All”’—Ileave as is :

MyReports | | Financial I Status.

Changes Report

Status: choose a Status to be included sesrencrieis Szida e Cuzna

in the report; *Active and e

Terminated are the only choices S [
Location: default is “All”—Ileave as is m::i:i::i j
Catrier: choose a Cartier to be included corer |21 =

in the report; or keep -All- as Shanges Fiter

default e R

Changes Filter

Change Type: sclect Add, Change or Term; or
keep -All- as default R =
Carrier: choose a Carrier to be included . e
in the report; or keep -All- as N — =
default ReportDispay tons
Service: select single or multiple services; Sy B o C
or keep -All- as default* Siiayli‘fw j
Search By:  select either Entry Date or R opters [oae =
Effective Date e ot
From/ To: enter a SpeCiﬁed date range Figure 2 — Changes report input fields
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Changed By: select a User(s) from the list or keep -All- as default*

O Subscriber data only: selecting this option removes dependent data for the report results.

Mask SSN:  Yes displays the last 4 digits of subscriber’s SSN; No displays subscriber’s entire
SSN (recommended)

Report Display Options

Sort By: select how you want the report data sorted; defaults to Subscriber Code (SSN)

Sort Direction:  select either Ascending or Descending

Group By: select how you want the report data grouped; defaults to Subscriber Code
(SSN)

Report Options: select either Details or Unformatted

3. Once selections have been made, click Create Report. The screen will begin generating
the report. The completed report will display on the screen. To Save & Schedule this
report, refer to the Save & Schedule section in this guide. To export this report, refer to
the How to Export Reports section in this guide.

* Note: to make multiple selections, hold the Ctrl key down while clicking on selections.
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How to Export Reports

All reports available in the Reports tab section of KCARES are exportable. There are various data formats
available for selection.

1. Once the report has been generated, the results will appear on the screen. In the navigation
heading click the drop-down arrow to the left of Export. Highlight & click on the
desired format. Acrobat (PDF) and Excel are the two recommended options for report

export (figure 1).
2. Click Export.

| MyRepors 11 Financial || Status
Carrier Billing Report 1

Search Criteria ®Show Search Criteria
4 41 of2 b |100% = Find | Next  |select a format ~| Export

'Sclect a format.

& 3

- =ms - = XML file with rt dat:
Consolidated Benefits Billing Summary - 2/7/2012 3:20 ey ('Ceorﬁ'marsgﬁmit:d?
TIFF file

Client Acrobat (PDF) file
i Web hi
Location: All E:::ﬂarc ive

Figure 1 — Select a format drop-down menu

3. A File Download popup window appears (figure 2). Click Save to save the report to your
PC or click Open to open the data into the desired format. Remember to save the report

once it has been exported.

File Download x|

Do you want to open or zave thiz file?

@ Mame: Summaty. xls
[H

Type: Microsoft Excel Worksheet, 14.0KB

From: stg-cbms.keenan-pcbridge. com

Open Save | Cancel I

|--‘ While filez from the Internet can be useful, some files can potentially
harm your computer. [F you da nat st the zource, do not open or
zave thiz file. What's the rizk?

Figure 2 — File Download popup window
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H — GLOSSARY OF TERMS

Personal Tab:

Address Employee's address. Required field.

Birth Date Employee's birth date, entered without slashes. The month and date
must be entered as two digits; the year entered as four digits. You can
also use the built-in calendar. Required field.

City/State/Zip Tabbing out of the address field will place the cursor on the zip code
field. Once entered, it will automatically populate the City and State.
Required fields. (For cities that share the same zip code, you may
type-over the City for correction as needed.)

Edit Record On the Personal and Employment tabs, clicking on this link will allow
you to make necessary changes to all the fields. Note: Hyping the letter

‘E” while on the Personal or Employment tab will also allow you to edit all the
information on these tabs.

Effective Date Throughout the system, this is the current date upon which a change

becomes effective, such as when a benefit becomes effective, when a
change of address becomes effective and when a newborn's benefits
become effective.

First Name/Last Name | Employee's first and last name. Required fields.

Gender Employee's gender. Required field.
Home Email Employee's home email address. This is not a required field.
Home Phone Employee's home phone number, entered without hyphens. This is

not a required field.

SSN Social Security Number to be entered without hyphens. Required
field.

Employment Tab:

Annual Income Can be left blank. This is not a required field.

Benefit Status Employee's status information—Active or Terminated

Classification “Employee” is the default classification.

Department Can be left blank. This is not a required field.

Division Can be left blank. This is not a required field.

Employee 1D: Can be left blank. This is not a required field.

Hire Date Employee's original date of hire. If this date is unknown, use the

Status Start Date (the date that benefits are effective). Required field.

Location Can be left blank. This is not a required field.

Occupation The Occupational Code is listed here. If utilized, this helps identify
codes for other plans, such as COBRA or Surviving Spouse plans.
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Status Start Date The Status Start Date is automatically calculated to be the 1% of the
month following Date of Hire. You can manually adjust the Status
Start Date; for instance, if an employee is hired on 8/20/14 and
eligibility is met on the first of the month following 30 days of
employment, the Status Start Date should be changed to read
10/01/14.

Sub-Class The default is “FTE.” This is not a required field.

Work Email Can be left blank. This is not a required field.

Work Phone Number Can be left blank. This is not a required field.

Dependents Tab:

Benefit Status This denotes dependent(s) status for benefits, e.g., “Active, Ineligible.”
Required field.

Dependent Type This list identifies and stores Dependent Type information for each
dependent within an Employee’s record. The list options vary based on a
dependent’s Relation (Spouse, Child, Grandchild, etc.) and Birth Date.
This field does not initially display on a “blank” (new) record and will not
display on a Spouse’s record. For any child relation, this field appears after
the Birth Date has been entered and will display the appropriate list choice
based on the dependent’s age. Required Field (except for Spouse).

Documentation The options are Yes or No, designating whether documentation was
provided with regard to the dependent. Defaults to No. Required
field.

First Name/Last Name | Dependent's first and last name. Note: Dependent's last name will default
to Employee's last name but may be changed. Required fields.

Gender Dependent’s gender. Required field.

Relation Identifies the relationship of the dependent to the Employee
(Subscriber). Required field.

SSN Social Security Number to be entered without hyphens. Required
field. Note: Systen will allow entry of “000-00-0000” for an unknown
Dependent SSIN.

Use Subscribet’s Checkbox is marked as default to show address to be the same as

(checkbox) Subscriber’s. Uncheck the box and enter an address for dependent if
different.

Validation This list contains validation documentation items such as adoption

papers, birth certificates, court orders and marriage certificates, etc., if
an employer requires that dependent validation documentation be
collected or viewed.

Validation Date This date field can be used to track when a dependent’s paperwork
was validated /verified or when this information must next be
validated/verified.
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Benefits Tab:

Coverage Details

In the Manage Enrollment Section: In some instances, e.g., some
vision plans, a drop-down menu may appear when selecting plan
coverage. This drop-down contains added information such as tier
levels for a vision plan.

Effective From

This date represents the start date of the plan in question.

Effective To

This date represents the termination date of the plan in question. If
this field is blank, the plan is still active.

Enrollment Package

The default is “Employee” and denotes the benefits package
containing the appropriate dental and/or vision plans.

F&P (and others in
drop-down menu)

This drop-down menu presents benefit selections of Future & Present
(the default), Present, Past, Future, Pending and All. You may make a
selection from the drop-down menu to view benefits in the future,
past, present, pending or you can choose All

Manage Enrollment

This drop-down menu allows you to select the option of adding a new
enrollment, editing an existing enrollment, terminating an existing
enrollment or viewing an existing enrollment.

Reason

In the Manage Enrollment section: This drop-down menu offers a
selection of reasons for changing benefits, e.g., termination, deceased,
reduced hours, etc.

Select Benefit To

In the Manage Enrollment section: This drop-down menu displays the

Manage types of plans which need to be edited, added or changed in some
fashion, e.g., dental or vision.
Select Plan In the Manage Enrollment section: This drop-down menu displays the

individual plans which need to be edited, added or changed in some
fashion, e.g., for dental, an HMO Dental Plan or a PPO Dental Plan.

Update (or Change)

In the Manage Enrollment section: This button processes the changes
in selection that have been made to an employee’s plans.

All Tabs — Employee Record Toolbar:

Add or View
Comments/ Enrollment
Summary Archive
(Note: this link is found
on each tab of the Employee
Record Toolbar.)

The Comments feature allows you to add and save information about
an employee and/or dependent to help clarify specific activity within
the record. Comments saved identify the entry Date and User and
become part of the employee’s record. Comments for one or more
employees can be exported and printed from the Search screen.

Show Sensitive
Information (Note: This
link is found on each tab of

When accessed, this will reveal hidden information in its entirety, such
as the social security number or salary, where applicable.

the Employee Record
Toolbar.)
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