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BN361 Enrollment Steps for an Employee

Enrollment Steps for an Employee Overview

This Job Aid provides a walkthrough of the enrollment steps for an employee through both New Hire
and Open Enrollment processes in Cardinal Employee Self-Service.
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Job Summary

Navigate to the Benefit Details page using the following path:

Homepage > Benefit Details tile

Note: Individual Cardinal Homepage tile availability and locations may appear differently based
upon individual preferences and security settings.

The Benefit Details page displays.

< Employee Self Service

Benefit Details

Aol :] @

* Benefits Summary

ﬁ Life Events

E; Dependent/Beneficiary Info

Benefits Enrollment

1. Benefit Statements

- O]

Benefits Summary

As Of | 11/10/12020

Type of Benefit

Plan Description

Coverage or Participation

[l Affordable Care Act

3. Click the Benefits Enrollment list item on the left-hand side of the screen.
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The Benefit Details page refreshes with the Benefits Enroliment information.

Benefit Details = n.

% Benefits Summary

¥4 Life Events Benefits Enroliment

After your initial enrollment, the only time you may change your benefit choices is during open enrollment or a qualified family status
change.

The information icon provides you with additional information about your enrollment.

The Select button next to an event means it is currently open for enroliment. Use the Select button to begin your enrollment.

E/ Dependent/Beneficiary Info

Benefits Enroll t
E% <lanshsicluial Note: Some events may be temporarily closed until you have completed enrollment for a prior event

o BT Your Benefit Events

™ Affordable Care Act v CYSELTesCiplion Event Date & Event Status & Job Title &

Initial Enrollment ] 06/01/2020 Open Instructor

4, Click the Start button.

The Benefits Enrollment page displays.

Note: The Benefit Plans available on this screen depend on the employee’s benefits eligibility (i.e., if
the employee is eligible for FSA Medical, a tile for FSA Medical would appear on this screen.)

Benefits Enroliment

The Enroliment Overview displays which benefit options are open for edits. All of your benefit changes will be effective the date of the open enrollment event

v Enroliment Summary

Your Pay Period Cost $000 Full Cost $0.00

Employer Cost X
Status Pending Review $0.00

Enroliment Preview Statement |

Submit Enrollment

Benefit Plans

| B | B

Medical

Current No Coverage
New Waive
Status Pending Review
43 o Dependents

Pay Period Cost $000

I Review I

5.  Click the Review link within the Medical Tile to begin the enrollment process.
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The Medical page displays.

Cancel Medical

All of our medical choices promote wellness as part of their benefits and are available to protect you and your dependents if you become sick or injured. Enrolliment in this benefit may require proof of
coverage.

= Enroll Your Dependents

Dependents that the employee has registered are lisled here. To add a new dependent, go to the Dependent/Beneficiary Information.

You have no dependent registered

Add Dependent

~ Enrollin Your Plan

The Single Cost showing is based on the dependents enrolled. Plans that do not offer coverage for the dependents enrolled are ot available to select. To see other coverage cost, select the heip icon next
to each plan option.

Plan Name Cost (Before Tax) Cost (After Tax) Employer Cost Pay Period Cost

v Waive §0.00
Select Key Adv 250 Comprehensive Dent (7] $127.00 $653.00 $127.00
Select Key Adv 250 Preventive Dent ] $110.00 $653 .00 $11000
Select Key Adv 500 Comprehensive Dent ] $44.00 $653.00 $44.00
Select Key Adv 500 Preventive Dent (7] §27.00 $653.00 $27.00
Select HDP wHSA funding Compr. Dent 7] $33.00 $537.00 $33.00
Select HDP wHSA funding Prevtive Dent (7] §21.00 $532.00 $21.00

B Y Y U T N e

Note: Employees can add dependents and select medical coverage on this page.
6. Click the Add Dependent button.

The Dependent and Beneficiary Information page displays (in this example, there are no
dependents currently listed for the employee).

Dependent and Beneficiary Information X

Dependent and Beneficiary Information

No data exists

Add Individual

7. Click the Add Individual button to add a dependent to the Employee Record.
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The Individual Dependent/Beneficiary Information page refreshes.

| cancel | Individual Dependent/Beneficiary Information

A

Select Save after you have edited your Dependent/Beneficiary's information. The changes will go into effect on Jun 1, 2020.

MName

Add Name

Personal Information

Date of Birth
*Gender A4
*Relationship to Employee b
*Marital Status | Single v As of
*Student | No As of
*Disabled | No As of
*Smoker | Non Smoker ~ As of

B N S e WUV SV N IV NN

8. Click the Add Name button.

The Name page displays in a pop-up window.

| Cancel | Name | Done I

Name Format | English ~
Name Prefix A4
I*First Name I

Middle Name

I *Last Name I

Name Suffix v
Display Name
Formal Name

Name

9.  Enter the dependent’s name information. The First Name and Last Name fields are required.

10. Click the Done button.
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The Individual Dependent/Beneficiary Information page returns.

11.

12.
13.

14.
15.
16.

\Cancel' Individual Dependent/Beneficiary Information

Select Save after you have edited your Dependent/Beneficiary's information. The changes will go into effect on Jul 26, 2021.
Name

Beverly Leslie >

Personal Information

Date of Birth
*Gender v
*Relationship to Employee v
*Marital Status | Single v As of
*Student | No ~ As of
*Disabled | No + As of
*Smoker | Non Smoker v As of
Address
Address Address Type Same as mine
10971 Elmont Woods Drive
Glen Allen, VA 23059 Home Same as mine >
Hanover

mewvw.m%wwwuwﬁwN

Input the dependent’s date of birth in the Date of Birth field or select the appropriate Date of Birth
using the Date of Birth Calendar icon.

Select the dependent’s appropriate gender from the Gender drop-down list.

Select the dependent’s appropriate relationship using the Relationship to Employee drop-down
list.

Select the dependent’s appropriate marital status using the Marital Status drop-down list.
Verify the Address section is set to Same as mine.

Scroll down to the National ID section and click on the Add National ID button.

The National ID page displays in a pop-up window.
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| cancel | National ID | Done |
*Country v
*National ID Type v
*National ID
Primary \ Yes

17. Complete the Country, National ID Type, and National ID fields for the dependent.
18. Click the Done button.
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The Individual Dependent/Beneficiary Information page returns.

IR N s < e I e A e e Y N

National ID
+
Country National ID Type National ID Primary
United States Social Security Number e >
Phone

No data exists

Add Phone

Email

No data exists

| AddEmail |

/WMWW

19. Click the Add Phone button.

The Phone Number page displays in a pop-up window.

[cancel] Phone Number Done |
Same as minge ITI
Type v
Number
Extension
Preferred [:: No :]

20. Select “Yes” for the Same as Mine field or complete the fields, as applicable.
21. Click the Done button.
The Individual Dependent/Beneficiary Information page returns.

Phone
4
Number Extension Phone Type Same as Mine Preferred
L v >
Email

No data exists

Add Email
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22. Click the Add Email button.

The Email Address page displays in a pop-up window.

Email Address \DoneJ

*Email Type v

*Email Address

Delete

23. Select the Email Type from the Email Type drop-down list and enter the applicable Email
Address in the Email Address field.

24. Click the Done button.

The Individual Dependent/Beneficiary Information page returns.

Cancel | Individual Dependent/Beneficiary Information Save |
Date of Birth | 08/21/1968 |
“Gender | Male ~
*Relationship to Employee | Spouse v
*Marital Status | Married v As of =]
*Student | No As of |53l
*Disabled | No As of B2
“Smoker | Non Smoker v As of B
Address
Address Address Type Same as mine
10971 Elmont Woods Drive
Glen Allen, VA 23059 Home Same as mine >
Hanover
National ID
+
Country National ID Type National ID Primary
United States Social Security Number v >
B s T N W NI G e A PN

25. Scroll up, as required, and click the Save button in the top right-hand corner.

Note: The record will save without a National ID entered, but Agency Benefit Administrators (BAS)
are tasked with obtaining it.

The Saved Successfully page displays in a pop-up window.
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Saved Successfully

OK

Click the OK button.

The Individual Dependent/Beneficiary Information page returns.

27.
28.

29.

30.

31.

Dependent and Beneficiary Information *

Add Individual

Name Relationship Beneficiary Dependent

Spouse v v b4

Repeat steps 6 — 29 as required until all dependents are added.
After all dependent(s) are added, click the X (Close) button in the upper right-hand corner.

The Medical page returns.

Cancel Medical
All of our medical choices promote wellness as part of their benefits and are available to protect you and your dependents if you become sick or injured. Enroliment in this benefit may require proof of
coverage.

« Enroll Your Dependents
Dependents that the employee has registered are listed here. To add a new dependent, go to the Dependent/Beneficiary Information

Dependents Relationship

B Spouse

Add Dependent
~Enroll in Your Plan

The Self + Spouse Cost showing is based on the dependents enrolled. Plans that do not offer coverage for the dependents enrolled are not available to select. To see other coverage cost, select the help
icon next to each plan option.

Plan Name Cost (Before Tax) Cost (After Tax) Employer Cost Pay Period Cost
Select | Waive $0.00
Select Key Adv 250 Comprehensive Dent (] $348 00 $1096.00 $34800
Select | | Key Adv 250 Preventive Dent ] $316.00 $1096.00 $316.00
Salect Key Adv 500 Comprehensive Dent [] $193.00 $1096.00 $193.00

v Key Adv 500 Preventive Dent (] $162.00 $1096.00 $162.00
Select HDP wHSA funding Compr. Dent (] $80.00 $965.00 $89.00

T e e R e T e e N I e U WV N

Within the Enroll Your Dependents section, select the Enroll checkbox option for the
dependent(s) being added.

Within the Enroll in Your Plan section, click the Select button to select the applicable Benefits
Plan.

Click the Done button in the upper right-hand corner.

The Benefit Details page returns.
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Benefit Details

%:| Benefits Summary The Enroliment Overview displays which benefit options are open for edits. All of your benefit changes will be effective the date of the open enroliment event

w Enroliment Summary

ﬁ Life Events
Your Pay Period Cost $1 62.00 Full Cost $162.00
Employer Cost $1,096.00

B ficiary Inf
\us Dependent/Beneficiary Info Status Pending Review

i Benefits Enroliment ‘ Enroliment Preview Statement
*. Benefit Statements Submit Enroliment
Benefit Plans
@ | 8
Medical

Current No Coverage
New Key Adv 500 Preventive Dent
Status @ Changed
43 1 Dependents

PayPeriod ¢162.00

Review

Note: The Medical tile now displays the coverage selected and the number of dependents
enrolled along with the Pay Period Cost. The colored bar across the top of each tile changes
color after that tile is reviewed. In the above screenshot, the Medical tile is green because it was
already reviewed,; the other tiles have not been reviewed and therefore have a blue bar.

32. Click the Submit Enrollment button.

The Benefits Alerts page displays in a pop-up window.

Done Benefits Alerts View |

Your benefit choices have been successfully submitted to the Benefits
Department.

Select View to review your Election Preview statement, Done to return to
the Benefits Enrcliment Summary

33. Click the Done button.

Note: Alternatively, click the View button to return and review the Benefits Enroliment information.

The Benefit Details page returns, and enrollment is now complete.
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Benefits Enrollment (Open Enrollment)
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1. Navigate to the Benefit Details page using the following path:
Homepage > Benefit Details tile

Note: Individual Cardinal Homepage tile availability and locations may appear differently based
upon individual preferences and security settings.

The Benefits Summary page displays.

Benefit Detals = ﬂ.

>~ Benefits Summary - "o

¥ Life Events Benefits Summary

| Dependent/Bensficiary Infa AsOf | 111012020 =
Benefits Enroliment

‘_?3 Benefit Statements Type of Benefit Plan Description Coverage or Participation

|E Affordable Care Act g

2. Click on Benefits Enrollment on the left-hand menu.

*  Benefits Summary

¥4 Life Events Benefits Enroliment
After your initial enroliment, the only time you may change your benefit choices is during open enroliment or a qualified family status change.
5, DependentBeneficiary Info The information icon provides you with additional i ion about your
& The Select button next to an event means it is currently open for enroliment. Use the Select button to begin your enroliment.
[3 Benefits Enroliment Note: Some events may be temporarily closed until you have completed enroliment for a prior event.
. Benefit Statements Your Benefit Events
Event Description & Event Date & Event Status Job Title &

Professional -
1
Open Enroliment o 10/01/2020 Open Professor

N Y L Uy NN NP ReVe VY S

3. On the Benefits Enrollment page, click the Start button next to the Open Enrollment Benefit
Event listed.

The Benefits Enroliment page displays.
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1 Benefits Summary Benefits Enroliment

ﬁ Life Events The Enroliment Overview displays which benefit options are open for edits. All of your benefit changes will be effective the date of the open enroliment event.

w Enroliment Summary
i, DependentBeneficiary Info
Your Pay Period Cost $46.00 Full Cost $46.00

— Employer Cost
% Benefits Enroliment Status Pending Review $343.50

%. Benefit Statements Enroliment Preview Statement

 submitEnvoliment |

Benefit Plans

;- D]
Medical Flex Spending Medical Flex Spending Dependent Care
Current COVA Care + Prev Dental Current Medical Flex Spending Account Current Dependent Care FSA
New COVA Care + Prev Dental New Waive New Waive
Status Pending Review Status Pending Review Status Pending Review

AR A AN AN Jor e PPN I e P, A

43 0 Dependents

4. To complete the Benefit Enrollment process, follow Steps 4-32 from the Benefit Enrollment
New Hire section above.
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