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ORP Retiree Guide Overview

The purpose of this Job Aid is to provide the complete step-by-step process for the two most 

common ORP Retiree scenarios.  These instructions include transactions completed both by a 

Human Resources (HR) Administrator and a Benefits (BN) Administrator.  The two scenarios covered 

in this guide are: 

• Scenario 1: Employee has Self + Spouse coverage.  The employee retires and both the 

employee and spouse are under the age of 65 

• Scenario 2: Employee retires with family coverage.  The employee is over 65 and the spouse 

is not.  If the employee turns 65 with family coverage, hire the youngest dependent as an 

employee following the same steps as hiring a spouse and enrolling in benefits 

The HR Administrator and the BN Administrator will need to work together closely to complete these 

transactions. 
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Scenario 1 

Retirement Process 

 

First, the employee must be retired.  This transaction is completed by an HR Administrator. 

1. Navigate to the Job Data page using the following path: 

Navigator > Workforce Administration > Job Information > Job Data 

The Job Data Search page displays. 

 

2. Search for the applicable employee by entering the Employee ID in the Empl ID field. 

Note: You can also search by Employee Record or Name using the corresponding fields.  

However, it is recommended to use the Employee ID as it is a unique identifier for each 

employee. 

3. Click the Search button. 
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The Job Data page for the applicable employee displays with the Work Location tab displayed by 

default. 

 

4. Click the Add a New Row icon (+) to add a new effective dated row. 

The Work Location tab refreshes with a new effective dated row displayed. 

 

Note: When adding a new effective dated row, Cardinal copies the data from the previous row 

to reduce the amount of data entry required. 

5. The Effective Date field defaults to the current system date.  Update this date as needed 

using the Calendar icon. 

Note: Set the effective date to be one day after the employee’s last day worked.  If an 

employee’s last day is 5/20/2021, the effective date of the retirement should be 05/21/2021.  

For further information on effective dating, see the Job Aid titled HR351_Overview of 

Effective Dating.  This Job Aid can be found on the Cardinal website in Job Aids under 

Learning.   

Make a note of the retirement effective date.  This will be used as the effective date when 

entering the ORP hire row.  

6. Select the “Retirement” list item using the Action field dropdown button. 

7. Select the “Retirement – ORP” list item using the Reason field dropdown button. 
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The Job Data page (Work Location tab) refreshes. 

 

8. After selecting the action and action reason, the HR Status and Payroll Status fields will 

update as applicable.  Validate that the HR status displays as “Inactive” and the Payroll status 

displays as “Retired”. 

9. Click the Save button. 
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ORP Retiree New Hire  

 

Next, if the retiree is eligible, the retiree is now hired into the ORP Retirement position using a new 

employment instance.  This transaction is completed by an HR Administrator. 

10. Navigate to the New Employment Instance page using the following path: 

 

Navigator > Workforce Administration > Personal Information > Organizational 

Relationship > New Employment Instance 

A Confirmation message displays. 

  

11. Click the No button. 

The New Employment Instance page displays. 

 

12. Click the Add Relationship button to add job information for the new employee record. 
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The Job Data page displays with the Work Location tab displayed by default. 

 

13. The Effective Date field defaults to the current system date.  Change the effective date as 

needed to be the same date of the retirement action completed previously using the Calendar 

icon. 

14. Verify that the Action field populated by default to “Hire”. 

15. Select the “Hir ORP Ret” list item using the Reason field dropdown button. 

The Work Location tab refreshes with the selected effective date and reason. 

 

16. Search for or enter your agency’s ORP Retiree Position using the Position Number field. 
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The Work Location tab refreshes with the applicable Position Number.  

 

17. Click the Job Information tab. 

The Job Information tab displays. 

  
18. Select the “ORPRetiree” list item using the Empl Class field dropdown button.  
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The Job Information tab refreshes with the selected Employee Class. 

 
19. Click the Payroll tab. 

The Payroll tab displays. 

 

20. The Payroll System field defaults to “Payroll for North America”.  Do not change. 

21. The Absence System field defaults to “Other”.  Do not change. 

22. Select the “MNP” list item using the Pay Group Search and Select icon (magnifying glass).  
This is the Non-Payroll Pay Group. 
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23. Select the applicable tax location using the Tax Location Code Search and Select icon 

(magnifying glass).   

The Payroll tab refreshes with the selected Pay Group and Tax Location Code.  

 

24. Click the Compensation tab. 
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The Compensation tab displays. 

 

25. The Frequency field defaults to “A” for Annual.  Update the pay frequency to “M” Monthly 

using the Frequency Search and Select icon (magnifying glass). 

  

26. Click the Defaults Pay Components button. 

Note: The Compensation Rate should be “0”.  No additional Pay Component fields should be 

entered.   

27. Click the Calculate Compensation button. 
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28. Click the Benefits Program Participation link. 
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The Benefit Program Participation page displays. 

 

Note: Use the Configuration Workbook to complete Eligibility Fields 2, 8, and 9 based on 

the appropriate scenarios for the retiree.   

29. Select the applicable value for the Eligibility 2 field using the Search and Select icon 
(magnifying glass).   
 
Note: If the retiree is selecting to decline medical coverage permanently, select the value of 
“999999999”.  If the retiree is selecting medical coverage, select the value of “007108000”. 

 
30. Select the applicable value for the Eligibility 8 field using the Search and Select icon 

(magnifying glass).  Example: “12-12”. 
 
31. Select the applicable value for the Eligibility 9 field using the Search and Select icon 

(magnifying glass).  Example: “RR-DB”. 

 

32. Click the OK button. 
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The following warning displays in a pop-up window.  

 

 

33. Click the OK button. 

The following warning displays in a pop-up window. 

 

34. Click the OK button.  

The following warning displays in a pop-up window.  

 

35. Click the OK button.  

Update the retiree’s email address to a personal email address by completing the following steps: 

36. Navigate to the Modify a Person page using the following path: 

 

Navigator > Workforce Administration > Personal Information > Modify a Person  
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The Personal Information Search page displays. 

  

37. Search for the applicable retiree (employee) by entering the Employee ID in the Empl ID field. 

Note: You can also search by Employee Record or Name using the corresponding fields.  

However, it is recommended to use the Employee ID as it is a unique identifier for each 

employee/retiree. 

38. Click the Search button. 
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The Personal Information page displays with the Biographical Details tab displayed by default.   

 

37. Click the Contact Information tab. 

  



 BN Job Aid 

   BN361_ORP Retiree Guide 

Rev 1/13/2023  Page 16 of 86 
 

 

The Contact Information tab displays. 

 

38. Within the Email Option Selection section, click the Employee Provided Email radio button. 

 

39. Within the Email Addresses section, change the existing email type to “Personal” using the 

Email Type field dropdown button. 

 

40. Enter the retiree’s personal email address (provided by the retiree) in the Email Address field. 

 

Note: This email address will be what is used when registering for access to Cardinal.  It is 

important for this to be populated with the personal email address provided by the retiree. 

41. Click the Save button. 
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To run the Employee Activity Report for the retiree, use the following navigation path: 

Navigator > Workforce Administration > Job Information > Reports > Employee Activity 

Report 

 

42. Run/print the Employee Activity Report for the retiree and insert into your paper file as needed. 

Note: Refer to the HCM Reports Catalog for additional information and the steps used to run 

this report.  The HCM Reports Catalog can be found on the Cardinal website under 

Resources. 
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Enroll ORP Retiree into Non-Medicare Medical Plan 

 

Next, enroll the retiree into a Non-Medicare Medical Plan.  This transaction is completed by a BN 

Administrator after the Ben Admin process runs (every 4 hours).  

1. Navigate to the Cardinal Homepage. 

The Cardinal Homepage displays. 

 

2. Click the Benefits Administrator tile. 

The Update Dependent/Beneficiary Search page displays. 

 

3. Click the Benefits Management menu item on the left-hand side of the screen. 
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The Benefits Management menu expands. 

 

4. Click the On-Demand Event Maintenance menu list item. 

The On-Demand Event Maintenance Search page displays. 

 

5. Search for the applicable retiree (employee) by entering the Employee ID in the Empl ID field. 

Note: You can also search by Employee Record or Name using the corresponding fields.  

However, it is recommended to use the Employee ID as it is a unique identifier for each 

employee/retiree. 

6. Click the Search button. 
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The On-Demand Event Maintenance page displays for the applicable retiree. 

 

Note: If the On-Demand Event Maintenance page does not display, select Empl Record 1 (or 

higher) on the On-Demand Event Maintenance Search page. 

7. Click the Show Activities button. 

The Show Activities page displays in a pop-up window. 

 

8. Confirm that the Job Data Change event (Action Source field) Select checkbox option for the 

HIR action (BAS Action field) is checked in the BAS Activity table. 

9. Click the OK button. 
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The On-Demand Event Maintenance page returns. 

 

10. Click the Schedule/Prepare Activity button to initiate the automated programming process 

that schedules and prepares pending activity. 

Note: If the Schedule/Prepare Activity button is already greyed out, proceed to Step 12. 

The following Confirmation message displays in a pop-up window when the process has completed 

successfully. 

 

11. Click the OK button. 
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The On-Demand Event Maintenance page refreshes. 

 

12. Click the Election Entry button. 

The Election Entry page displays with the Option Election tab displayed by default. 

 

13. Within the Plan Type 10: Medical section, click the Option Code Search and Select icon 

(magnifying glass). 
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The Look Up Option Code page displays in a pop-up window. 

 

14. Select the Benefit Plan and Coverage Code indicated on the enrollment form submitted by the 

retiree.   

Note: The coverage codes are: 1 – Single Coverage, 2 – Employee + Spouse, 3 – Employee 

+ Child, and 4 – Employee + 2 or More Dependents (Family). 
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The Election Entry page returns. 

 

15. Click the Enroll All button. 
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The retiree’s spouse displays in the Dependents/Beneficiaries table. 

 

16. Click the OK button. 
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The On-Demand Event Maintenance page returns. 

 

17. Confirm that the Status field is “Entered” and that the Event Status field is “Open for 

Processing”. 

18. Click the Validate/Finalize button to validate the elections, close the event, and update the 

Base Benefits Tables. 

Note: Once the event has been finalized, you will receive a message indicating that the 

process has completed successfully. 

The page refreshes and the process confirmation message displays in a pop-up window. 

 

19. Click the OK button. 
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The On-Demand Event Maintenance page returns. 

 

20. Confirm that the Status field is “Finalized – Enrolled” and the Event Status field is “Closed to 

Processing”. 

This process is now complete.  



 BN Job Aid 

   BN361_ORP Retiree Guide 

Rev 1/13/2023  Page 28 of 86 
 

 

Scenario 2 

Retirement Process 

 

First, the employee must be retired.  This transaction is completed by an HR Administrator. 

1. Navigate to the Job Data page using the following path: 

Navigator > Workforce Administration > Job Information > Job Data 

The Job Data Search page displays. 

 

2. Search for the applicable employee by entering the Employee ID in the Empl ID field. 

Note: You can also search by Employee Record or Name using the corresponding fields.  

However, it is recommended to use the Employee ID as it is a unique identifier for each 

employee. 

3. Click the Search button. 
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The Job Data page for the applicable employee displays with the Work Location tab displayed by 

default. 

 

4. Click the Add a New Row icon (+) to add a new effective dated row. 
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The Work Location tab refreshes with a new effective dated row displayed. 

 

Note: When adding a new effective dated row, Cardinal copies the data from the previous row 

to reduce the amount of data entry required. 

8. The Effective Date field defaults to the current system date.  Update this date as needed 

using the Calendar icon. 

9. Note: Set the effective date to be one day after the employee’s last day worked.  If an 

employee’s last day is 5/20/2021, the effective date of the retirement should be 05/21/2021.  

For further information on effective dating, see the Job Aid titled HR351_Overview of 

Effective Dating.  This Job Aid can be found on the Cardinal website in Job Aids under 

Learning.   

Make a note of the retirement effective date.  This will be used as the effective date when 

entering the ORP hire row.  

10. Select the “Retirement” list item using the Action field dropdown button. 

11. Select the “Retirement – ORP” list item using the Reason field dropdown button. 
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The Job Data page (Work Location tab) refreshes. 

 

12. After selecting the action and action reason, the HR Status and Payroll Status fields will 

update as applicable.  Validate that the HR status displays as “Inactive” and the Payroll status 

displays as “Retired”. 

 

13. Click the Save button. 
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ORP Retiree New Hire  

 

Next, if the retiree is eligible, the retiree is now hired into the ORP Retiree position using a new 

employment instance.  This transaction is completed by an HR Administrator. 

14. Navigate to New Employment Instance page using the following path:  

Navigator > Workforce Administration > Personal Information > Organizational 

Relationship > New Employment Instance 

A Confirmation message displays. 

  

15. Click the No button. 

The New Employment Instance page displays. 

  
16. Click the Add Relationship button to add job information for the new employee record. 
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The Job Data page displays with the Work Location tab displayed by default. 

 

17. The Effective Date field defaults to the current system date.  Change the effective date as 

needed to be the same date of the retirement action completed previously using the Calendar 

icon. 
 

18. Verify that the Action field populated by default to “Hire”.  

19. Select the “Hir ORP Ret” list item using the Reason field dropdown button. 

20. Search for or enter your agency’s ORP Retiree Position using the Position Number field. 
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The Work Location page refreshes. 

 

21. Click the Job Information tab. 
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The Job Information tab displays. 

  
 

22. Select the “ORPRetiree” list item using the Empl Class field dropdown button. 
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The Job Information tab refreshes with the selected Employee Class. 

 

23. Click the Payroll tab. 
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The Payroll tab displays. 

 

24. The Payroll System field defaults to “Payroll for North America”.  Do not change. 

25. The Absence System field defaults to “Other”.  Do not change. 

26. Select the “MNP” list item using the Pay Group Search and Select icon (magnifying glass).  
This is the Non-Payroll Pay Group. 

27. Select the applicable tax location using the Tax Location Code Search and Select icon 

(magnifying glass). 

  



 BN Job Aid 

   BN361_ORP Retiree Guide 

Rev 1/13/2023  Page 38 of 86 
 

 

The Payroll tab refreshes with the selected Pay Group and Tax Location Code. 

 

28. Click the Compensation tab. 
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The Compensation tab displays. 

 

29. The Frequency field defaults to “A” for Annual.  Update the pay frequency to “M” Monthly 

using the Frequency Search and Select icon (magnifying glass). 

 

30. Click the Defaults Pay Components button. 

Note: The Compensation Rate should be “0”.  No additional Pay Component fields should be 

entered.   

31. Click the Calculate Compensation button. 

 

32. Click the Benefits Program Participation link. 
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The Benefit Program Participation page displays.  

 

 
Note: Use the Configuration Workbook to complete Eligibility Fields 2, 8, and 9 based on 
the appropriate scenarios for the ORP Retiree. 
 

33. Select the applicable value for the Eligibility 2 field using the Search and Select icon 
(magnifying glass). 
 
Note: If the retiree is selecting to decline medical coverage permanently, select the value of 
“000000000”.  If the retiree is selecting medical coverage, select the value of “007108000”. 

 
34. Select the applicable value for the Eligibility 8 field using the Search and Select icon 

(magnifying glass).  Example: “12-12”. 
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35. Select the applicable value for the Eligibility 9 field using the Search and Select icon 

(magnifying glass).  Example: “RR-DB”. 

The Benefits Program Participation page refreshes. 

 
 

36. Click the OK button. 

Update the retiree’s email address to a personal email address by completing the following steps: 

 

37. Navigate to the Modify a Person page using the following path: 

 

Navigator > Workforce Administration > Personal Information > Modify a Person 
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The Personal Information Search page displays. 

  

38. Search for the applicable retiree (employee) by entering the Employee ID in the Empl ID field. 

 

Note: You can also search by Employee Record or Name using the corresponding fields.  

However, it is recommended to use the Employee ID as it is a unique identifier for each 

employee/retiree. 

39. Click the Search button. 
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The Personal Information page displays with the Biographical Details tab displayed by default.   

 

40. Click Contact Information tab. 
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The Contact Information tab displays. 

 

41. Within the Email Option Selection section, click the Employee Provided Email radio button. 

 

42. Within the Email Addresses section, change the existing email type to “Personal” using the 

Email Type field dropdown button. 

 

43. Enter the retiree’s personal email address (provided by the employee) in the Email Address 

field. 

 

Note: This email address will be what is used when registering for access to Cardinal.  It is 

important for this to be populated with the personal email address provided by the retiree. 

 

44. Click the Save button. 
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To run the Employee Activity Report for the retiree, use the following navigation path: 

Navigator > Workforce Administration > Job Information > Reports > Employee Activity 

Report 

45. Run/print the Employee Activity Report for the retiree and insert into your paper file as needed. 

 

Note: Refer to the HCM Reports Catalog for additional information and the steps used to run 

this report.  The HCM Reports Catalog can be found on the Cardinal website under 

Resources. 
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Set up Medicare for the ORP Retiree 

 

In this scenario, the retiree has employee + spouse coverage, the ORP Retiree turns 65 and is 

eligible for Medicare, however the spouse is not eligible for Medicare.  Next, set up Medicare for the 

ORP Retiree.  This transaction is completed by a BN Administrator after the retiree has been hired 

into the ORP Retiree Position, the Ben Admin process has run (every 4 hours), and the retiree has a 

Benefit Program of “RET” or a TLC Program. 

Before enrolling the retiree in Medicare Benefits, the BN Administrator must complete the 

information shown on the Benefits Personal Data page.  

1. Navigate to the Benefits Personal Data page using the following path: 

Navigator > Benefits > Employee/Dependent Information > Benefits Personal Data 

The Benefits Personal Data Search page displays. 

 

2. Search for the applicable retiree (employee) by entering the Employee ID in the Empl ID field. 

Note: You can also search by Employee Record or Name using the corresponding fields.  

However, it is recommended to use the Employee ID as it is a unique identifier for each 

employee/retiree. 

3. Click the Search button. 
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The Benefits Personal Data page displays with the retiree’s information. 

 

4. The Effective Date defaults to the current system date.  Update to the first day of the month in 

which the retiree is eligible for Medicare using the Calendar icon. 

Note: Retirees are eligible on the first day of the month in which they turn 65. 

5. Click the checkbox options for both the Medicare A Indicator and the Medicare B Indicator. 

Note: For End Stage Renal Failure, the Medicare A, B, and/or C checkbox options will not be 

checked.  OHB is establishing the record for End Stage Renal Failure (ESRD). 

6. Select the corresponding HIPAA Medicare Elig Reason from the following using the 

dropdown button: 

a.  Age 

b. Disability 

Note: The HIPAA Medicare Eligibility Reason of “End Stage Renal” is only to be used by OHB 

when the employee is in a Non-Medicare Plan and Medicare is Primary. 

The Medicare number will be populated by the BN Administrator when received. 

7. Click the Save button. 
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Sample screenshot of the completed Benefits Personal Data page: 

 

Before enrolling the retiree in Medicare Benefits, the BN Administrator must update the information 

shown on the ACA Medicare Eligibility page. 

8. Navigate to the ACA Employee Eligibility page using the following path: 

Navigator > Benefits > Employee/Dependent Information > ACA Employee Eligibility 
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The ACA Employee Eligibility Search page displays. 

 

9. Search for the applicable retiree (employee) by entering the Employee ID in the Empl ID field. 

Note: You can also search by Employee Record or Name using the corresponding fields.  

However, it is recommended to use the Employee ID as it is a unique identifier for each 

employee/retiree. 

10. Click the Search button. 
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The ACA Employee Eligibility page displays with the retiree’s information. 

 

11. Click the Add a New Row icon “+” to add a new effective dated row. 

The ACA Employee Eligibility page refreshes with a new row. 

 

12. The Effective Date will default to the current system date.  Update to the same date as the 

retiree’s hire date into the ORP Retiree Position as needed using the Calendar icon. 

13. Select the “Excluded” list item using the ACA Eligibility Status dropdown button. 
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14. Click the Save button. 

Sample screenshot of the completed ACA Employee Eligibility page: 

 

Next, complete the benefits enrollment for the retiree. 

15. Navigate to the Cardinal Homepage. 

The Cardinal Homepage displays. 

 

16. Click the Benefits Administrator tile. 
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The Update Dependent/Beneficiary page displays. 

 

17. Click the Benefits Management menu item on the left-hand side of the screen. 

The Benefits Management menu expands. 

 

18. Click the On-Demand Event Maintenance menu list item. 
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The On-Demand Event Maintenance page displays. 

 

19. Search for the applicable retiree (employee) by entering the Employee ID in the Empl ID field. 

Note: You can also search by Employee Record or Name using the corresponding fields.  

However, it is recommended to use the Employee ID as it is a unique identifier for each 

employee/retiree. 

20. Click the Search button. 

Note: When the search results display, select Empl record 1 (or higher) when searching for a 

retiree. 

  



 BN Job Aid 

   BN361_ORP Retiree Guide 

Rev 1/13/2023  Page 54 of 86 
 

 

The On-Demand Event Maintenance page displays for the applicable retiree. 

 

Note: Since the Ben Admin Process has run in Cardinal, the event is already prepared. 

21. Click the Election Entry button to make the benefit elections for the retiree. 
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The Election Entry page displays with the Option Election tab displayed by default. 

 

22. Within the Plan Type 10: Medical section, click the Option Code Search and Select icon 

(magnifying glass). 

The Look Up Option Code page displays in a pop-up window. 

 

23. Select a Benefit Plan with a Coverage Code 1 for single coverage over the age of 65. 
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The Election Entry page returns. 

 

24. Click the OK button. 

The On-Demand Event Maintenance page returns. 

 

25. Confirm that the Status field is “Entered” and that the Event Status field is “Open for 

Processing”. 
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26. Click the Validate/Finalize button to validate the elections, close the event, and update the 

Base Benefits Tables. 

Note: Once the event has been finalized, you will receive a message indicating that the 

process has completed successfully. 

The page refreshes and the process confirmation message displays in a pop-up window. 

 

27. Click the OK button. 
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The On-Demand Event Maintenance page returns. 

 

28. Confirm that the Status field is “Finalized – Enrolled” and the Event Status field is “Closed to 

Processing”. 

This processes for the retiree are now complete.  
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Hire the Spouse as an Employee 

 

Next, the HR Administrator needs to hire the spouse as an employee. 

Before this can happen, the BN Administrator or the HR Administrator (with the BN Read-only Role) 

must gather the personal information (e.g., Social Security number, date of birth, etc.) for the spouse 

from the Update Dependent/Beneficiary page and provide it to the HR Administrator.   

1. Navigate to the Cardinal Homepage. 

The Cardinal Homepage displays. 

 

2. Click the Benefits Administrator tile. 
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The Update Dependent/Beneficiary Search page displays. 

 

3. Click the Employee/Dependent Information menu item on the left-hand side of the screen. 
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The Employee/Dependent Information menu expands and the Update Dependent/Beneficiary 

Search page is displayed by default. 

 

4. Search for the applicable retiree by entering the Employee ID in the Empl ID field. 

Note: You can also search by Employee Record or Name using the corresponding fields.  

However, it is recommended to use the Employee ID as it is a unique identifier for each 

employee/retiree. 

5. Click the Search button. 

  



 BN Job Aid 

   BN361_ORP Retiree Guide 

Rev 1/13/2023  Page 62 of 86 
 

 

The Dependent/Beneficiary page displays with the Name tab displayed by default. 

 

6. Validate that the applicable dependent is displayed and then click the Personal Profile tab. 
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The Personal Profile tab displays. 

 

7. Capture the following information to provide to the HR Administrator: 

• Person ID 

• Name 

• Date of Birth 

• Social Security Number (SSN) 

Note: The HR Administrator will need all of this information in order to complete the hire of the 

dependent that is under 65 and requires medical coverage. 
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Next, hire the spouse as an employee.  This transaction is completed by the HR Administrator. 

1. Navigate to the Add a Person page to hire the dependent into Cardinal using the following 

path: 

Navigator > Workforce Administration > Personal Information > Biographical > Add a 

Person 

The Add a Person page displays. 

 

2. Click the Add Person button. 

The Modify a Person page displays with the Biographical Details tab displayed by default. 

 

3. The Effective Date field defaults to the current system date.  Update this date as needed to 

be the same as the retiree’s ORP Retiree hire date as needed using the Calendar icon. 

4. Click the Add Name button. 
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The Name page displays in a pop-up window. 

 

5. Add the dependent’s name information into the corresponding fields. 

6. Click the Refresh Name button. 

7. Click the OK button. 
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The Modify a Person page returns. 

 

8. Select the dependent’s date of birth using the Date of Birth field Calendar icon. 

9. Select the dependent’s gender using the Gender field dropdown button. 

10. Select the dependent’s marital status using the Marital Status field dropdown button. 
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11. Within the National ID section, enter the dependent’s Social Security Number (SSN) in the 

National ID field. 

12. Click the Contact Information tab. 

The Contact Information tab displays. 

 

13. Click the Add Address Detail link. 

The Address History page displays. 

 

14. Click the Add Address link. 
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The Edit Address page displays. 

 

15. Enter the dependent’s address information into the corresponding fields and then click the OK 

button. 

The Address History page displays with the address information. 

 

16. Click the OK button. 
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The Contact Information tab returns. 

 

17. Complete the Phone Information section by selecting the applicable phone type and entering 

the dependent’s phone number. 

18. Within the Email Option Selection section, click the Employee Provided Email radio button. 

19. Complete the Email Addresses section by selecting the applicable email type (Personal) and 

entering the dependent’s email address. 

Note: This email address will be what is used when registering for access to Cardinal.  It is 

important for this to be populated with the personal email address provided by the retiree for 

their dependent. 

20. Click the VA Person Info tab. 
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The VA Person Info tab displays. 

 

21. Enter the Retiree’s Empl ID (not the dependent Empl ID that was just created) in the Linked 

Participant EmplID field.  This will link the Retiree with the dependent. 

22. Click the Organizational Relationship tab. 

The Organizational Relationship tab displays. 

 

23. Select the Employee checkbox option within the Choose Org Relationship to Add section. 

24. Click the Add Relationship button. 
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The Work Location tab displays. 

 

Note: The Effective Date and the Action fields will default into the Work Location tab. 

25. Select the “HIR ORP Ret” list item using the Reason field dropdown button. 

26. Search for or enter your agency’s ORP Retiree Position using the Position Number field. 

27. Click the Job Information tab. 

The Job Information tab displays. 

 

28. Select the “ORPRetiree” list item using the Empl Class field dropdown button. 

29. Click the Payroll tab. 
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The Payroll tab displays. 

 

30. Select the “MNP” list item using the Pay Group Search and Select icon (magnifying glass).  

This is the Non-Payroll Pay Group. 

31. Select the applicable tax location using the Tax Location Code Search and Select icon 

(magnifying glass). 

32. Click the Compensation tab. 
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The Compensation tab displays. 

 

33. The Frequency field defaults to “A” for Annual.  Update the pay frequency to “M” Monthly 

using the Frequency Search and Select icon (magnifying glass). 

34. Click the Defaults Pay Components button. 

Note: The Compensation Rate should be “0”.  No additional Pay Component fields should be 

entered. 

35. Click the Calculate Compensation button. 

36. Click the Benefits Program Participation link. 
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The Benefit Program Participation page displays. 

 

Note: Use the Configuration Workbook to complete Eligibility Fields 2, 8, and 9 based on 

the appropriate scenarios for the ORP Retiree. 

37. Select the applicable value for the Eligibility 2 field using the Search and Select icon 

(magnifying glass). 

Note: If the dependent is selecting to decline medical coverage permanently, select the value 

of “000000000”.  If the dependent is selecting medical coverage, select the value of 

“007108000”. 

38. Select the applicable value for the Eligibility 8 field using the Search and Select icon 

(magnifying glass).  Example: “12-12”. 

39. Select the applicable value for the Eligibility 9 field using the Search and Select icon 

(magnifying glass).  Example: “LS-DB”. 

40. Click the OK button. 
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The following warning displays in a pop-up window. 

 

41. Click the OK button. 

The following warning displays in a pop-up window. 

 

42. Click the OK button. 

The following warning displays in a pop-up window. 

 

43. Click the OK button. 
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The Organization Relationships page returns. 

 

44. Click the Save button. 

Note: The dependent now has an Employee ID.  Provide the Person ID (Empl ID) to the BN 

Administrator for use when they enroll the spouse in the applicable benefits. 
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Enroll the Spouse in Benefits  

 

Next, enroll the spouse in Benefits.  This transaction is completed by a BN Administrator after the 

Ben Admin process runs (every 4 hours). 

1. Navigate to the Cardinal Homepage. 

The Cardinal Homepage displays. 

 

The Update Dependent/Beneficiary page displays. 

 

2. Click the Benefits Management menu item on the left-hand side of the screen. 
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The Benefits Management menu expands. 

 

3. Click the On-Demand Event Maintenance menu list item. 
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The On-Demand Event Maintenance Search page displays. 

 

4. Search for the applicable dependent by entering the Employee ID (Person ID) in the Empl ID 

field. 

Note: You can also search by Employee Record or Name using the corresponding fields.  

However, it is recommended to use the Employee ID as it is a unique identifier for each 

employee/dependent. 

5. Click the Search button. 
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The On-Demand Event Maintenance page displays for the applicable employee (dependent). 

 

Note: Since the Ben Admin Process has run in Cardinal since the time of hire, the event is 

already prepared. 

6. Click the Election Entry button to make the benefit elections for the dependent. 
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The Election Entry page displays with the Option Election tab displayed by default. 

 

7. Within the Plan Type 10: Medical section, click the Option Code Search and Select icon 

(magnifying glass). 

The Look Up Option Code page displays in a pop-up window. 

 

8. Select a benefit plan with a Coverage Code 1 for single coverage. 



 BN Job Aid 

   BN361_ORP Retiree Guide 

Rev 1/13/2023  Page 82 of 86 
 

 

The Election Entry page returns. 

 

9. Click the OK button. 
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The On-Demand Event Maintenance page returns. 

 

10. Confirm that the Status field is “Entered” and that the Event Status field is “Open for 

Processing”. 

11. Click the Validate/Finalize button to validate the elections, close the event, and update the 

Base Benefits Tables. 

Note: Once the event has been finalized, you will receive a message indicating that the 

process has completed successfully. 

The page refreshes and the process confirmation message displays in a pop-up window. 

 

12. Click the OK button. 
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The On-Demand Event Maintenance page returns. 

 

13. Confirm that the Status field is “Finalized – Enrolled” and the Event Status field is “Closed to 

Processing”. 

Finally, link the dependent’s Employee ID (Person ID) to the VA Person Info tab of the retiree’s 

personal information. 

14. Navigate to the Personal Data page for the retiree using the following path: 

Navigator > Benefits > Employee/Dependent Information > Benefits Personal Data 
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The Personal Information Search page displays. 

 

15. Search for the applicable retiree by entering the Employee ID in the Empl ID field. 

Note: You can also search by Employee Record or Name using the corresponding fields.  

However, it is recommended to use the Employee ID as it is a unique identifier for each 

employee/retiree. 

16. Click the Search button. 

The Modify a Person page displays for the retiree with the Biographical Details tab displayed by 

default. 

 

17. Click the VA Person Info tab. 
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The VA Person Info tab displays. 

 

18. Enter the dependent’s Employee ID (Person ID) in the Linked Participant EmplID field. 

19. Click the Save button. 

This process is now complete. 


