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Employee Set Up for Medicare Overview

This Job Aid provides guidance on the actions a Benefits Administrator (BA) must take on the Benefits
Personal Data page before enrolling an employee in Medicare benefits.

Navigation Note : Please note that you may see a Notify button at the bottom of various pages utilized
while completing the process within this Job Aid. Thi s ANoti fyo functional.
send email notifications to specific users within Cardinal.
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Scenario 1: Employee Turns 65 (with single coverage)

In this scenario the employee has single coverage, turns 65, and is eligible for Medicare. The following
actions taken by the BA are completed after the employee has been moved to a job that reflects the
fRetireeostatus and has a Benefit Program of fREToor a TLC program.

The Benefits Personal Data Page
Before enrolling a retired employee in Medicare Benefits, the Agency BA must complete the
information shown on the Benefits Personal Data page.

Step | Action

1. Navigate to the Benefits Personal Data page using the following path:
NavBar > Menu > Benefits > Employee/Dependent Information > Benefits Personal Data

The Benefits Personal Data Find an Existing Value Search page displays.

| & Cardinal Homepage | Benefits Personal Data n a : @
New Window | Hel

Benefits Personal Data
Find an Existing Value

“ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

|
‘D) Recent Searches | Choose from recent searches V‘ / [1 Saved Searches | Choose from saved searches v| /|

Search by: ‘ Empl ID ~| begins with [:]

~ Show more options

[ Include Histery  [J Correct History

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
Overview of the Cardinal HCM Search Pages . This Job Aid is located on the Cardinal
website in Job Aids under Learning .

2. Enter the retiring employe e 6s Emp | oy EnglID fi2zldi n t he

Note: Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with ~

3. Click the Search button.

0O Case Sensitive U Include History  (J Correct History

-
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Step | Action

The Benefits Personal Data page displays.

Benefits Personal Data
Person ID
Benefits Personal Data
Highly Compensated Employee
“Highly Compensated Last Year | Not Eligible for the Plan ~
Benefits Personal Data - Date Sensitive | Q ‘ | 1of1 ~ I View All
— 1+ =
“Effective Date |12/31/2025 | —
Medicare Number ‘ | Alternate Medicare Number ‘ |
U Medicare A Indicator Medicare Reason A ‘ |
O Medicare B Indicator Medicare Reason B ‘ |
O Medicare D Indicator Medicare Reason D ‘ |
HIPAA Medicare Elig Reason ‘ - |
[ Return to Search l I Notify l Update/Display Include History

4, Click the Effective Date Calendar icon in the Benefits Personal Data 1 Date Sensitive
section and select the first day of the month in which the retiring employee turns 65.

Note: If the employee is 65 or older at the time of retirement, use the first of the month of the
retirement.

*Effective Date

Medicare Number ‘

The Medicare Number field will be entered by the Agency BA upon receipt. Dashes are not
0 accepted in the field.

Note: Prescription coverage may be delayed until Medicare Number is provided.

*Effective Date |

Medicare Number
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Step | Action

5. Select both the Medicare A Indicator and the Medicare B Indicator checkbox options.
Note: The Medicare D Indicator is not used in Cardinal and should not be selected.

& Medicare A Indicator

3 Medicare B Indicator

[ Medicare D Indicator

For End Stage Renal Disease, the Medicare A, B, and/or D Indicator checkbox options will not
be checked. OHB is establishing the record for End Stage Renal Disease (ESRD).

6. Click the HIPAA Medicare Elig Reason dropdown button and selectei t her @A Ageo
as the applicable HIPPA Medicare eligibility reason.

Note: The HIPAA Medicare eligibilityre ason of A En disédtea gies Remlay
by OHB when the employee is in a Non-Medicare Plan and Medicare is Primary.

HIPAA Medicare Elig Reason

Upd Age

Disability

End Stage Renal Disease

7. Click the Save button.

l Return to Search H Maotify l
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Event.
Step | Action
1. Navigate to the Benefits Event page using the following path:

NavBar > Menu > Benefits > Manage Automated Enrollment

> Events > Benefit Event

The Benefit Event Entry Find an Existing Value Search

page displays.

Benefit Event Entry
Find an Existing Value

~ Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

'7) Recent Searches | Chaose from recent searches

iV

Empl ID | begins with V‘ [\

Benefit Record Number | = v| ‘

Empl Record | = v| ‘

First Name | begins with V‘ ‘

Last Name | begins with V‘ ‘

Business Unit | begins with v‘ ‘

Department | begins with v‘ ‘

]
|
|
|
|
|
|

- Show fewer options

[ Case Sensitive [J Include History [ Correct History

[1 Saved Searches

Choose from saved searches

oV

T -
For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
Overview of the Cardinal HCM Search Pages . This Job Aid is located on the Cardinal
website in Job Aids under Learning .
2. Enter the retiring employe e 6 s Emp | oy Engl ID fi2ld.i n
Note: Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.
Empl ID | begins with ~
3. Click the Search button.
O case Sensitive U Include History (O Correct History
B - [
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Step | Action

The Benefit Event Detail page displays.
Benefit Event Detail
JOHN DOE Employee D Benefit Record Number 1
Life Event [a] Tof1 v I ViewAll
Life Event ‘ hd
Life Event Date Paperwork Receipt Date
Health Change FSA Change
Health Change Needed:

FSA Change Needed:
Current Cov. Level:

Future Cov. Level:
Change:

v Change:

Special Processing Message (Health)

Special Processing Message (FSA) ‘

Return to Search

4, Clickthe LifeEvent dr opdown but t BBEiDem GaihedsElglbibtycit i
Medi car e/ Neitdm.c ai d o
Life Event
Life Event v
5. Enter the Effective Date in the Life Event Date field.

Note: The Life Event Date is the first of the month in which the retiring employee is eligible for
Medicare.

Life Event | EE/Dep. Gained Eligibility - Medicare/Medicaid

Life Event Date I

v)

Enter the Paperwork Receipt Date .

Paperwork Receipt Date
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Step | Action
7. Click the Health Change Needed dr opdown button and sel ect
Health Change
Health Change Needed: Yes v
8. Click the Future Cov. Level dr opdown button and select ASi
Future Cov. Level: I Single, Employee VI
9. Click the Change dropdown buttonands el ect f@fARetiree or Retire
Eligibilityo.
Change: I Retiree or Retiree Dependent gained Medicare Eligibility VI
10. | Clickthe FSAChange dr opdown button and select fANoO.
FSA Change
FSA Change Needed: No v
11. | Click the Save button.

Save Retumn to Search

A Special Processing Message (Health) displays with the notification that a GEM (Gain Eligibility
Medicare/caid) Event has been created.

Special Processing Message (Health)

A GEM event will be created for you to:

Enroll the retiree in Medicare or

Remaove the Medicare eligible dependent from existing plan or
Remove the Medicare eligible dependent and change plans

.y

Now that the GEM Event has been created, the Benefit Event must be processed.

12.

Navigate to the On-Demand Event Maintenance page using the following path:

NavBar > Menu > Benefits > Manag e Automated Enroliment > Events > On -Demand
Event Maintenance
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Step

Action

The On-Demand Event Maintenance Find an Existing Value Search page displays.

On-Demand Event Maintenance
Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

@ Recent Searches Choose from recent searches v| / [l Saved Searches | Choose from saved searches V| /

Empl ID | begins with V| | |

Empl Record | = -

Name | begins with V| | |

Last Name | begins with +
Second Last Name | begins with v

Alternate Character Name | begins with v| | |

~ Show fewer options

[ Case Sensitive

m Clear

13. | Enter the retiringemploye e 6 s Emp | oyEmpl ID fizld.i n t he
Note: Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.
Empl ID | begins with v
14. | Click the Search button.
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Step

Action

The On-Demand Event Maintenance page displays.

On-Demand Event Maintenance

JOHN DOE

Activity Date  01/01/2026 Source  Manual Event

Schedule/Prepare Activity Pending Activities 1

Event ID 0 Event Date Status
Prepare Options
Enrollment Statement Run Date
Election Entry Entered g of 0
Validate/Finalize Errors 0
Confirmation Statement Run Date

Reprocess Process Indicator |N

l Return to Search l l Previous in List

MNext in List

Person ID Ben Record
Empl Record 1
Show Activities l Action GEM
Class l Event Status Update

Event Status

Frequency

Deduction Frequency ' Annual Frequency

Show Plans

Show Errors Finalize/Apply Defaults

MNormal Processing

15.

Click the Show Activities button.

|| Show Activities

The BAS Activity page displays in a pop-up window.

x
Help
JOHN DOE Person ID Ben 1
Record
BAS Activity
(=][] R
Select Empl Record ?EE?QE Event Date | Event Effseq E’:t?un COBRA Action
1 g'f:r""f' 01/0172026 0 GEM E
==
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Step | Action
0 | f an AMSCO BAS BAeteoh thel NSE®MId BAS Acti or
The AMSCO BAS Acti on wivhehtheBenoAdmeirspsoceasuun mat i ¢
Help
JOHN DOE Person ID Ben g
Record
BAS Activity
=](a]
Select Empl Record | Action Source |EventDate | EventEffseq gst?on COBRA Action
o LY 021012026 0| msc
o 0| Manual 0210112026 0| cEM E
16. | Click the OK button.
=

The On-Demand Event Maintenance

page redisplays.

Ben Record 1

Empl Record 1

I Action GEM

On-Demand Event Maintenance
JOHN DOE Person ID
Activity Date  01/01/2026 Source  Manual Event
Schedule/Prepare Activity Pending Activities 1 Show Activities
Event ID 0 Event Date Status. Class
Prepare Options Event Status
Enrollment Stat t
nrollment Statemen Run Date Frequency
Deduction Frequency
Election Entry Entered g of 0 Show Plans
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator |N
Normal Processing
l Return to Search l l Previous in List Next in List

l Event Status Update

Annual Frequency

Finalize/Apply Defaults

Rev 2/25/2026
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Step | Action

17. | Click the Schedule/Prepare Activity button to manually run the Benefits Administration
process for this Benefit Event.

Schedule/Prepare Activity

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530) |

:

18. | Click the OK button to close the message.

OK

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

JOHN DOE Person ID Ben Record 1
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities i} Show Activities Action
Event ID 3 EventDate 01/01/2026 Status Prepared Class GEM Event Status Update
Prepare Options Event Status

Open for Processing

Enrollment Statement l
I Run Date Frequency

® Deduction Frequency O Annual Frequency

I Election Entry l Entered g of 1 Show Plans

Validate/Finalize

Errors o i B I Finalize/Apply Defaults

Confirmation Statement Run Date

I Reprocess l Process Indicator
MNormal Processing
l Return to Search ] l Previous in List l Next in List

19. | Click the Election Entry button.

Election Entry
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Step

Action

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

BenAdmin Data Entry X
Help
Event/ Participant Selaction Option Election Dependents / Beneficiaries
Sched ID  EM00 Empl ID JOHN DOE Ben Record 1 EventlD 3
EventData 01/01/2026 Gain Eligibility Medicare/caid Excess Credit Rollover To  Forfeil Excess Credits

~ Available Plans and Options @

[ [iod

Plan Type 10 : Medical

Option Code

o

Health Provider ID |

O Previously Seen

Dependents/Beneficiaries

Special Requirements

Enroll All l

Dependentsi/Beneficiaries

‘1D Name

Covered
Person Type

Relationship to
Employee

Previously

Health Provider ID Seen

Age Limit Flag

— ] o | | -]

20.

Click the Option Code Look up icon in the Plan Type 10: Medical section.

Plan Type 10 : Medical

Option Code || Q

Rev 2/25/2026
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Step | Action

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

Look Up Option Code x

Help

{|Search Results

View 100

Option | Option Benefit | Coverage
| Code | Type Plan Code

104 Option MODV |1

57 Option 650V 1
q 96 Option 65MO 1

97 Option ABS 1

W Waive Optn | (blank) | (blank)

0 If the Over 65 Benefit Plans do not populate, ensure the Medicare information was accurately
entered.

If the information is incorrect, update as needed andthenc o mp | et e OafAssifn@enefin
Programdo to the GEM Event to pick up the cHh

For additional information on re-opening and reprocessing Benefit Events, see the Job Aid
titted Re-opening and Reprocessing a Benefit Event  located on the Cardinal website in Job
Aids under Learning .

21. | Select the applicable Option Code. In this example, OptionCode Ai57 0 i s sel ect

Option | Option Benefit Coverage

Code Type Plan Code

104 Option MCDV |1

67 Option 65DV 1

96 Option 65MC |1

a7 Option ABS 1

W Waive Optn | (blank) | {blank)
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Step | Action

The Plan Type 10: Medical section redisplays with the selected Option Code displayed.

Plan Type 10 : Medical

Option Code

Health Provider ID | O Previously Seen

Advan6h + RX + Den&Vision (650V) (Single)

22. Click the OK button.

’_ﬁl Cancel H Apply ]

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

JOHN DOE Person ID Ben Record 1
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 3 Event Date  01/01/2026 Status Entered Class GEM Event Status Update
P Opti
repare Options Event Status Open for Procassing
Enrollment Staterment l
l Run Date Frequency
® Deduction Frequency O Annual Frequency
l Election Entry l Entered 4 of ’ Show Plans
. il . CJFinalize/Apply Defaults

l Validate/Finalize l Errors 0 Show Errors PRl

Confirmation Statement Run Date

l Reprocess l Process Indicator
MNormal Processing
l Return to Search l l Previous in List l Next in List

23. Click the Validate/Finalize button.

Validate/Finalize
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Step | Action

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530)

24. | Click the OK button to close the message.

OK
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Scenario 2: Employee Turns 65 (with dependents covered)

In this scenario, the employee has fEmployee + Spousedcoverage, the employee turns 65 and is
eligible for Medicare, however the spouse is not eligible for Medicare. The following actions taken by
the BA are completed after the employee has been moved to a job that reflects the fRetireedstatus and
has a Benefit Program of fREToor a TLC program.

Note: If the employee turns 65 with family coverage, hire the youngest dependent as an employee.

The Benefits Personal Data Page
Before enrolling a retiring employee in Medicare Benefits, the Agency BA must complete the
information shown on the Benefits Personal Data page.

Step | Action

1. Navigate to the Benefits Personal Data page using the following path:
NavBar > Menu > Benefits > Employee/Dependent Information > Benefits Personal Data

The Benefits Personal Data Find an Existing Value Search page displays.

| & cardinal Homepage | Benefits Personal Data 0o a : @
New Window | Hel
Benefits Personal Data

Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

@ Recent Searches | Choose from recent searches - ‘ / [l Saved Searches | Choose from saved searches v | /

Searchby: | EmplID «| begins with [:]

“ Show more options

[ Include Histery [ Correct History

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
o Overview of the Cardinal HCM Search Pages . This Job Aid is located on the Cardinal
website in Job Aids under Learning .

2. Enter the retiree6 s E mp | oy eEmpllildDfield.n t he

Note: Users can also search for the applicable retiree using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with ~
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Step | Action

3. Click the Search button.

) Case Sensitive U Include History  (J Correct History

The Benefits Personal Data page displays for the selected retiree.

Benefits Personal Data
JOHN DOE Person D
Benefits Personal Data
Highly Compensated Employee
*Highly Compensated Last Year | Not Eligible for the Plan ~
Benefits Personal Data - Date Sensitive @ 1of1 v View Al
+
]
Medicare Number | | Alternate Medicare Number :
& Medicare A Indicator Medicare Reason A :
4 Medicare B Indicator Medicare Reason B :
D' Medicare D Indicator Medicare Reason D :
HIPAA Medicare Elig Reason | Age V|
l Return to Search l l Motify l Update/Display l Include History l l Correct History l
4. Click the Effective Date Calendar icon in the Benefits Personal Data i Date Sensitive
section and select the first day of the month in which the employee is retiring.
*Effective Date

Medicare Number |

The Medicare Number field will be entered by the Agency BA when received, and dashes are
0 not accepted in the field.

Note: Prescription coverage may be delayed until Medicare Number is provided.

*Effective Date ‘

Medicare Number

Rev 2/25/2026 Page 19 of 121



/ﬂ) Cardinal Benefits Job Aid
/

BN361 Employee Set Up for Medicare

Step | Action

5. Select both the Medicare A Indicator and the Medicare B Indicator checkbox options.

Note: The Medicare D Indicator is not used in Cardinal and should not be selected.

B Medicare A Indicator

B Medicare B Indicator

O Medicare D Indicator

For End Stage Renal Disease, the Medicare A , B, and/or D Indicator checkbox options will
not be checked. OHB is establishing the record for End Stage Renal Disease (ESRD).

6.. Click the HIPAA Medicare Elig Reason dropdown buttonandselectei t her @A Ageo
fi Di s a b ithe appligable HIRPA Medicare eligibility reason.

Note: The HIPAA Medicare eligibilityre as on of A En diséddea gies Remlay
by OHB when the employee is in a Non-Medicare Plan and Medicare is Primary.

HIPAA Medicare Elig Reason

Upd Age

Disability

End Stage Renal Disease

7.. Click the Save button.

[ Return to Search H Motify ]
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Before adding the manual event for the retiree, the Agency BA must confirm that the retiree has a

dependent listed on their current benefit enroliment on the Health Benefits page.

Step

Action

1.

Navigate to the Health Benefits page using the following path:
NavBar > Menu > Benefits > Enroll in Benefits > Health Benefits

The Health Benefits Find an Existing Value Search  page displays.

Health Benefits
Find an Existing Value

~ Search Criteria

Enter any information you hawve and click Search. Leave fields blank for a list of all values.

7} Recent Searches | Choose from recent searches. v| / [-] Saved Searches | Choose from saved searches

v 7

EmplID | begins with
EBenefit Record Number | = w
Name | begins with %

Last Name | begins with V| | |

Business Unit | bagins with V| | |

Department Set 1D | begins with v| | Q |
Department | lbagins with V| | Q |
Crganizational Relationship | = v| | v|

Alternate Character Name | begins with V| | |

-~ Show fewer options

[[] Case Sensitive [ Include History [ Correct History

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
0 Overview of the Cardinal HCM Search Pages . This Job Aid is located on the Cardinal
website in Job Aids under Learning .
2. Enter the retir e eEiployee ID in the Empl ID field.
Note: Users can also search for the applicable retiree using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.
EmplID | begins with + Q
Rev 2/25/2026 Page 21 of 121
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Step | Action

3. Click the Search button.

) Case Sensitive U Include History  (J Correct History

Clear

The Health Benefits page displays.

Health Benefits
JOHN DOE Employee D Benefit Record Number 0
Plan Type EI | 1of1 v~ I View All
Plan Type 10 Medical
Coverage @ 1 1of1 w I View All
Coverage Begin Date  07/01/2021 k4 Deduction Begin Date  07/01/2021 K4
Coverage Election
Elect Waive Terminate o Election Date  04/15/2022 ‘
Benefit Program RET
Benefit Plan  CHA1 COVA HithAwr + Exp Den&Vis Option Code &
Coverage Code 2 Self + Spouse
Health Provider ID Previously Seen
Employee Status  Active
Enroll All Dependents
Dependent/Beneficiaries
1D Name Relationship to Employee ﬁ]eﬂ"'h Provider ger:‘l"l Covered Person Type ‘ Age Limit Flg
[} Doe,Jo Spouse ‘ | Spouse | N
Save [ Return to Search ] [ Notify I l Refresh ] Update/Display Include History Correct History

In this example, the Agency BA can see that the retiree currently has a fSelf + Spouseo
medical coverage with their spouse covered under the current medical plan.

Navigate to the Benefits Event page using the following path:

NavBar > Menu > Benefits > Manage Automated Enroliment > Events > Benefit Event

Rev 2/25/2026

Page 22 of 121




/,y Cardinal

Benefits Job Aid

BN361 Employee Set Up for Medicare

Step

Action

The Benefit Event Entry Find an Existing Value Search

page displays.

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

Benefit Event Entry

Find an Existing Value

0) Recent Searches | Choose from recent searches V| /
Empl ID | begins with V| [| ]
Benefit Record Number | = v| ‘
Empl Record | = v| ‘

First Name | begins with V| ‘

Business Unit | begins with v| ‘

|
|
|
Last Name | begins with V| ‘ ‘
|
|

Department | begins with V| ‘

- Show fewer options

[ Case Sensitive [J Include History (0 Correct History

m Clear

[l Saved Searches

Choose from saved searches "| /

5. Entertheretre e 6s Emp | oy Enmgl ID fizld.i n
Note: Users can also search for the applicable retiree using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.
Empl ID | begins with +
6. Click the Search button.

() Case Sensitive U Include History (O Correct History

Rev 2/25/2026
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Step | Action

The Benefit Event Detail page displays.

Benefit Event Detail

JOHN DOE Employee D Benefit Record Number 1

| Life Event [a] 1ol1 v I View Al |
Life Event ‘ ~
Life Event Date Paperwork Receipt Date
Health Change FSA Change
Health Change Needed: FSA Change Needed:
Current Cov. Level: Future Cov. Level: e
Change: v Change: d

Special Processing Message (Health)

Special Processing Message (FSA) ‘

Return to Search

7. Click the Life Event dr opdown button and sel ecit AEE/ De|
Medi care/ Medicaido Iist item.

Life Event

Life Event b

8. Enter the Effective Date in the Life Event Date field.

Note: The Life Event Date is the first of the month in which the retiree is eligible for Medicare.

Life Event | EE/Dep. Gained Eligibility - Medicare/Medicaid v|

Life Event Date I

9. Enter the Paperwork Receipt Date .

Paperwork Receipt Date
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Step | Action
10. Click the Health Change Needed dr opdown button and select
Health Change
Health Change Needed: Yes v
11. Click the Future Cov. Level dr opdown button and select nASi
Future Cov. Level: I Single, Employee VI
12. ClicktheChange dr opdown button and select ARetiref¢
Eligibilityo.
Change: I Retiree or Retiree Dependent gained Medicare Eligibility VI
13. Clickthe FSAChange dr opdown button and select ANoO.
FSA Change
FSA Change Needed: Mo v
14. Click the Save button.

m Retumn to Search

A Special Processing Message (Health) displays with the notification that a GEM (Gain Eligibility
Medicare/caid) Event has been created.

Special Processing Message (Health)

A GEM event will be created for you to:

Enroll the retiree in Medicare or

Remove the Medicare eligible dependent from existing plan or
Remove the Medicare eligible dependent and change plans

@

Now that the GEM Event has been created, the Benefit Event must be processed.

15.

Navigate to the On-Demand Event Maintenance page using the following path:

NavBar > Menu > Benefits > Manage Automated Enrollment > Events > On -Demand
Event Maintenance
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Step

Action

The On-Demand Event Maintenance Find an Existing Value Search page displays.

On-Demand Event Maintenance
Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

@ Recent Searches Choose from recent searches v| / [l Saved Searches | Choose from saved searches V| /

Empl ID | begins with V| | |

Empl Record | = ~

Name | begins with V| | |

Last Name | begins with +
Second Last Name | begins with v

Alternate Character Name | begins with v| | |

~ Show fewer options

[ Case Sensitive

16. Entertheretre e s Emp | oyEmplID fizldi n t he
Note: Users can also search for the applicable retiree using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.
Empl ID | begins with ~
17. Click the Search button.
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The On-Demand Event Maintenance page displays.

THEW

©On-Demand Event Maintenance

JOHN DOE Person ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 2 Show Activities l Action
Event ID 0  EventDate Status Class l Event Status Update
Prepare Options Event Status
Enrollment Statement Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Entry Entered o of 0 Show Plans
; HE . Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors PRy
Confirmation Statement Run Date
Reprocess Process Indicator |N

MNormal Processing

l Return to Search H Motify l

18. Click the Show Activities button.

|‘ Show Activities

The BAS Activity page displays in a pop-up window.

X
Help
JOHN DOE Person ID Ben 1
Record
BAS Activity
Select Empl Record Action Event Date | Event Effseq BA!-.’ COBRA Action
Source Action

1 g‘f;:’f' 01/01/2026 0| GEM
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| f an AMSCO BAS Action is |listed, sel ect t#
process automatically when the Ben Admin process runs.
X
Help
JOHN DOE Person ID Ben qf
Record
BAS Activity
Select Empl Record | Action Source | Event Date Event Effseq E?tison COBRA Action
Benefits
[m] Persan 03/01/2026 0| MSC E
- Manual
] 0 Event 030172026 0| GEM E
[
19. Click the OK button.
The On-Demand Event Maintenance page redisplays.
On-Demand Event Maintenance
JOHN DOE Person ID Ben Record 0
Activity Date  03/01/2026 Source  Manual Event Empl Record 0
Schedule/Prepare Activity Pending Activities 2 Show Aclivities l Action GEM
Event 1D 0  EventDate Status Class l Event Status Update
Prepare Options Event Status
Enroliment Statement Run Date Frequency
Deduction Frequency ' Annual Frequency
Election Entry Entered gof Show Plans
Validate/Finalize Emors Show Errors Finalize/Apply Defaults
Confirmation Statement Run Date
Reprocess Process Indicator |N
Mormal Processing
l Return to Search H Motify l
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20.

Click the Schedule/Prepare Activity button to manually run the Benefits Administration
process for this Benefit Event.

Schedule/Prepare Activity

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530) |

:

21.

Click the OK button to close the message.

OK

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

JOHN DOE Person ID Ben Record 0
Activity Date  03/01/2026 Source Benefits Person Empl Record 0
Scheduls/Prepare Activity Pending Activities 1 Show Activitiss l Action MSC
Event ID 1 EventDate 03/01/2026 Status Prepared Class GEM l Event Status Update
Prepare Options Event Status

Cpen for Processing

Enroliment Statement l
’ Run Date Frequency

® Deduction Frequency O Annual Frequency

’ Election Eniry ] Entered  gof Show Plans

Validate/Finalize

n [ Finalize/Apply Defaults
Errors 0 Show Errors

Confirmation Statement Run Date

’ Reprocess l Process Indicator
[ Return to Search H Motify l

Mormal Processing

22.

Click the Election Entry button.

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

BenAdmin Data Entry X

Event/ Participant Selection Option Election

&l

Help

Dependents / Beneficiaries

SchedID EMO00O Empl ID JOHN DOE Ben Record L] EventlD 1
EventData  03/01/2028 Gain Eligibility Medicare/caid Excess Credit Rollover To  Forfeit Excess Credits
~  Available Plans and Options & IE‘ I |10f1 v
Plan Type 10 : Medical
”II
Option Code Ij
Health Provider D | [ Previously Seen
Special Requirements
Dependents/Beneficiaries
Enroll All
Dependents/Beneficiaries S
Relationship to - Previously Covered P
1D Name Employee Health Provider ID Seen Person Type Age Limit Flag
Y L J - -]

Event/ Parlicipant Selection | Option Election | Dependents / Beneficiaries

v

23.

Click the Option Code Look up

icon in the Plan Type 10: Medical section.

Plan Type 10 : Medical

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

Look Up Option Code x

Help

||Search Results

View 100

Option | Option Benefit | Coverage
| Code | Type Plan Code

104 Option MODV |1

57 Option 650V 1
q 96 Option 65MO 1

97 Option ABS 1

W Waive Optn | (blank) | (blank)

0 If the Over 65 Benefit Plans do not populate, ensure the Medicare information was accurately
entered.

I f the information is incorrect,, update as
Programdo to the GEM Event to pick up the cft

For additional information on re-opening and reprocessing Benefit Events, see the Job Aid
titted Re-opening and Reprocessing a Benefit Event  located on the Cardinal website in Job
Aids under Learning .

24. Select the applicable Option Code. In this example, OptionCode i 570 i s sel ec

Option | Option Benefit | Coverage
Code | Type Plan Code

104 Option MODV |1

57 Option 65DV 1

96 Option 65MO |1

97 Option ABS 1

W Waive Optn | (blank) | (blank)
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The Plan Type 10: Medical section redisplays with the selected Option Code displayed.

Plan Type 10 : Medical

Option Code

Health Provider ID | O Previously Seen

Advan6s + RX + Den&Vision (650V) (Single)

25. Click the OK button.

’_ﬁ[ Cancel H Apply l

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

JOHN DOE Person 1D Ben Record 0
Activity Date  03/01/2026 Source Benefits Person Empl Record 0
Schedule/Prepare Activity Pending Activities 1 Show Activities l Action MSC
Event ID 1 EventDate 03/01/2026 Status  Entered Class GEM l Bvent Status Update
Prepare Options Event Status

Cpen for Processing

l Enrollment Statement l Run Date Frequency

® Deduction Frequency O Annual Frequency

l Election Entry l Entered 4 of 4 Show Plans

l Validate/Finalize

l Erors o Show Erors [ Finalize/Apply Defaults

Confirmation Statement Run Date

l Reprocess l Process Indicator
l Feturn to Search H Motify l

26. Click the Validate/Finalize button.

Mormal Processing

Validate/Finalize
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A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530)

27. Click the OK button to close the message.

OK
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Hire the Dependent as an Employee

Before hiring the dependent as an employee, the Agency BA must gather the personal information
(e.g., Social Security number, date of birth, etc.) from the Update Dependent/Beneficiary page. The
information on this page must be confirmed with the dependent. Once the information is gathered, the
Agency BA can complete the hire process. In this example, the spouse is being hired as an employee.

Note: If the retiree was previously on a Family plan, the youngest dependent would be hired as an
employee.

Step | Action

1. Navigate to the Update Dependent/Beneficiary page using the following path:

NavBar > Menu > Benefits > Employee/Dependent Information > Update
Dependent/Beneficiary

The Update Dependent/Beneficiary Find an Existing Value Search page displays.

Update Dependent/Beneficiary
Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

¥7) Recent Searches | Choose from recent searches v‘ / I Saved Searches | Choose from saved searches V| /
Empl ID | begins with V| | |
Name | begins with V| | |
Last Name | begins with

Second Last Name | begins with | | |

Alternate Character Name | begins with v
Middle Name | begins with v

~ Show fewer options

O Case Sensitive [J Include History [ Correct History

Overview of the Cardinal HCM Search Pages . This Job Aid is located on the Cardinal
website in Job Aids under Learning .

0 For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled

2. Entertheretre e s Emp |l oy EmplID fizld.i n t he

Note: Users can also search for the applicable retiree using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with +
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Step | Action

3. Click the Search button.

The Update Dependent/Beneficiary page displays for the selected retiree with the Name tab displayed

by default.
Name Address Personal Profile
JOHN DOE Person ID
Dependent/Beneficiaries @ | Tof1 v I View Al
*Dependent/Beneficiary 1D E\
Name History @ oil v | view Al
Effective Date  01/01/1901 E
Format Type  English
o | ncuce ity
Mame | Address | Perzonal Profile
4, Click the Address tab to review the Address information for the dependent.

Personal Profile

Name | Address
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Action

Step

The Address page displays.

Dependent'Beneficiaries

JOHN DOE

DependentBeneficiary 1D 03

Address History

Same Address as Employee

Employee's Current Address

Country USA  United States
Address 100 MAIN ST
RICHMOND, VA 20202
Narthampton
Phone Information
(4]
Same As Employee Phone Type
Horme v
Email
Email Type
I ~] |

Name JODOE

*Effective Date 010111201 [F]

Telephone Extension | Preferred

555/555-5555

Email Address

[ame

Address | Persanal Profis

Update/Dispiay nclude History Cormect History

Confirm that the information on this page is accurate for the dependent.

Click the Personal Profile tab.

Name Address Personal Profile
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Step | Action

The Personal Profile page displays.

Name Address Personal Profile

JOHN DOE Person 1D

Personal Profile | Tof 1 w I Wiew Al
=

Dependent/Beneficiary ID 03 JODOE
*Date of Birth | 11/02/1083 Birth Location | |

Date of Death RidersiOrders exist
Medicare Entitied Date
Riders/Ordars

Personal History 1of1 ¥ I view Al
*Effective Date | 010111801 [ E

*Relationship to Employes | Spouse v|
*Dependent Beneficiary Type | Approved Depandent V|
*Gender | Female V|
*Marital Status | Married V| Asof (010171801
Dcoupation |
rEysa

~ National ID
@ 11of1 W | viewa

*Country *National ID Type Description Mational ID Primary ID

|USA Q, | |PR @, | |Sccial Security Mumber E’

7. Confirm that the information on this page is accurate for the dependent.

Note: This information will be used to hire the dependent as an employee.

8. Navigate to the Add a Person page using the following path:
NavBar > Menu > Workforce Administration > Personal Information > Add a Person
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Step | Action

The Add a Person page displays.

Add a Person

Person ID

Search for Matching Persons

9. Click the Add Person button.

The Modify a Person page displays with the Biographical Detail

< Add a Person

Biographical Details

Modify a Person

Contact Information Regional QOrganizational Relationships

tab displayed by default.

VA Person Info

Name

@I 10f1 v

*Effective Date |01/27/2026

*Format Type | English

Person 1D NEW

Display Name Add Mame

Biographic Infermation

Date of Birth

Years 0 Months 0

Birth Country |USA United States

Ut

Birth State

Birth Location | |

Biographical History

[

O Exclude Contact Information?

| Wiew All

[+

| View All

10. The Effective Date field defaults to the system date. If the hire date is prior to system date,
update to the hire date.
Note: The system will not allow a future Effective Date on the Modify a Person page.
However, this can be done on the Job Data page.
*Effective Date |01/27/2026
Rev 2/25/2026
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0 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 .

11. Click the Add Name button.

Add Name

The Name page displays in a pop-up window.

Name x
Help
English Name Format
Name Prefix ‘ hd
*First Name ‘ ‘
Middle Name | \
“Last Name ‘ ‘
Name Suffix ‘ v
Display Name
Formal Name
Name
[ OK l [ Cancel l [ Refresh Name l

12. Optionally, click the Name Prefix dropdown button and select the applicable prefix.

Name Prefix hd

13. Enter the dependentd s f i r st FmsaName field (reuired).

*First Name

14. Optionally, enter the dependentd s mi d d | e MiddimmBHame fieldt h e

Middle Name

0 Do not add a period after the middle initial.
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14. Enterthe d e p e n dlashniandedsn the Last Name field (required).

*Last Name

0 Do not include suffixes (JIr, Sr, or IV) in the Last Name field.

15. Click the Name Suffix dropdown button and select the applicable suffix as needed.

Name S |

16. Click the OK button.

QK | Cancel ‘ | Refresh Name

The Modify a Person page refreshes.

Biographical Details Contact Information Regional Organizational Relaiionships WA, Person Info

Jo Doe Person ID  NEWY

Name @ | 1of1 + I Wiew All

*Effective Date |01/27/2026 E
*Format Type | English hd

Display Name Edit Name ]

Jo Doe

Biographic Information

paeorsirts [ B veas 0 wonms o
Birth Country |USA Q United States

Birth State

U

ion?
Birth Location | | [ Exclude Contact Information?

17. Scroll down to the Biographic Information  section.

Biographic Information

Date of Birth ‘| Years 0O Months 0
Birth Country ‘USA a | United States
Birth State | Q|
Birth Location ‘ [ Exclude Contact Information?
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18. Click the Date of Birth Calendar icon and selectthe dependenté s dat e of bi r
Note:the BithCountr y f i el d defaults to AUSAO. Thi this
data is not reported.
Biographic Information
Date of Birth | =
Birth Country | USA Q |
19. Scroll down to the Biographical History  section.

Biographical History @ I Toil v I View Al

“Effective Date |01/27/2026 B

*Highest Education Level | Mot Indicated v|

“Marital Status |

Unkngwn
Language Code

Alternate ID

H

O Full-Time Student

The Effective Date field within this section defaults to the effective date selected above. Do
not change.

20. Click the Gender dropdown button and select the dependentd s gender .
Note: This field is a required field for benefits and payroll purposes and must provide the
dependentd s | e g a Thisgseat t berconfused with the optional Preferred Gender field
located on the VA Person Info tab.
*Genderl Unknown VI
21. Click the Marital Status dropdown button and select the dependentd s | e g a | mar i
“Marital Status Unknown v

The Language Code , Alternate ID , and Full -Time Student fields are not currently tracked or
used in Cardinal.
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22, Scroll down to the National ID section.
National ID
|§| ‘E‘ of 1+ | View Al
*Country *National ID Type National ID Primary ID
‘USA Q | | Sacial Security Number v| ‘ | |E| ‘E‘
23. Enterthe d e p e n d Soaid Kesurity Number (SSN) in the National ID field.
Note: It is not necessary to enter dashes. When tabbing out of the field, the appropriate format
will auto-populate.
¥ National ID
|§‘ |§| 110f1 v | View Al
*Country *Natienal ID Type National 1D Primary 1D
‘USA Q| |Socia| Security Number V‘ I I| |E‘ ‘E|
24. Click the Contact Information tab at the top of the page or the Contact Information link at

the bottom of the page.

Biographical Details

I Contact Information I

Begional

QOrganizational Relationships

VA Person Info

Biographical Details | Contact ]nformationl Regional | Organizational Relationships | VA Person Info

The Contact Information page displays.

Biographical Details Contact Information Begional Organizational Relationships VA Person Info
Jo Doe EmplID  NEW
Current Addresses
@ 1of1 v [ View Al
Address
Type As Of Date Status Address
Home 012772026 A Add Address Detail E
Phone Information
@ 1 of | View Al
*Phone Type Telephone Extension Preferred
| o | =
Email Option Selection

Rev 2/25/2026

Page 42 of 121




/ﬂ) Cardinal Benefits Job Aid
/

BN361 Employee Set Up for Medicare
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25. Click the Add Address Detail link.

Add Address Detall

The Address History page displays.

Address History

Address Type Home

Address History @ | 10f1 w

[+][=]
*Effective Date |01/27/2026 Address

Country |USA Q,

*Status |A

Add Address

l Cancel ” Reifresh l

The Effective Date field within this section defaults to the date previously selected. Do not
change.

An Address Type of fHomeois required for healthcare extract file requirements.

—

If the mailing address and the home address are the same, only enter the home address. Do
not duplicate the same address information.

26. Click the Add Address link.

*Status |A Q

Add Address
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Step | Action

The Edit Address page displays.

Edit Address
Country  United States
Address 1 | ]
— \
— |
City |—\ state | Q
e
County | \
I oK H Cancel I

27. Click the OK button.

Ok Cancel

The Address History page refreshes.

Address History

Address Type Home

Address History @ I 10f1 v

[
*Effective Date |01/27/2026 Address 100 Main St

Richmond, VA 99939
Country |[USA Q

=Status |A

Add Address

“l Cancel ” Refresh l

28. Click the OK button.

|“[ Cancel ” Refresh l
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The Contact Information page redisplays.

Biographical Details Contact Information Regional Organizational Relationships

VA Person Info

Current Addresses

Address Type | As Of Date Status Address

100 Main 5t

Home Richmond, VA 99999

0112712026 A

Phone Information

*Phone Type Telephone Extension

Email Option Selection

EmplID NEW

@ o

Edit/View Address Detail

[a] o

Preferred

| v | | | o

v | View Al

(+]][-]

| View Al

(+]](-]

29. Click the Phone Type dropdown button and select the type of phone.

*Phone Type Telephone Extension Preferred

[ ] | | | 0 +] =
30. Enter the applicable telephone number in the Telephone field.

*Phone Type Telephone Extension Prefermed

| Mobile v| |[5ss155-5555 | | o E

number format will auto-populate.

It is not necessary to enter dashes. When tabbing out of the field, the appropriate phone

31. Click the Preferred checkbox option to identify the dependentdé s pr ef erred phj
Phone Information
@ 1of1 v | view Al
*Phone Type Telephone Extension Preferred
| Mobie v| | [s85i555-5555 | || o) E
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32. Add additional phone numbers for the employee as needed by clicking the Add a New Row
icon (+) and then repeating Steps 29 i 31.
Phone Information
@ 10f1 v | view Al
*Phone Type Telephone Extension Preferred
| Mobie v| | [555/555-5555 | || | E
33. Scroll down to the Email Option Selection and Email Addresses sections.
I Email Option Selectionl
® Agency Provided Email O Pending Agency Provided Email O Employee Provided Email
1. Agency Provided Email and Employee Provided Email must be avalid email address that is unique to the employee, except:
2. When no email address is available, select applicable email option and ALWAYS use noemail@virginia.gov
EmailAddressesI
*Email Type *Email Address Preferred
| Il | 0 -]
34. Select the Employee Provided Email radio button option in the Email Option Selection
section.
Email Option Selection
O Agency Provided Email O Pending Agency Provided Email ® Employee Provided Email
35. Complete the following information for the dependent:
1 Clickthe Email Type dr opdown button and select 0Pe¢g
i Enter the email address in the Email Address field
1 Select the Preferred checkbox option
Email Addresses
*Email Type *Email Address Preferred
[ Personal v| || Jo.D0e@zmail.com | 8 B
When no email address is available, use noemail@virginia.gov . This can be replaced with a
personal email address once it is obtained.
The personal email address for the dependent must be unique and cannot be the same as the
retireeods seThasystem aillldisplay an error on the Organizational Relationship s
page if a duplicate email address is entered.
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36.

Click the Regional tab at the top of the page or the Regional link at the bottom of the page.

Biographical Details Contact Information | Regional I Organizational Relationships VA Person Info

lEﬁographicaI Details | Cnn".ac’[infcrmatiunl Reqgional |I Organizational Relationships | VA Person Info

The Regional page displays.

Biographical Details Contact Information Regional Organizational Relationships VA Person Info
Jo Doe PersonID  NEW
“Eusa
Ethnic Group @ | 10f1 w Viewr All
- +=
[ Primary
History @ 1of1 v View All
. o FE]
Effective Date Date Entitled to Medicare
Citizenship {Proof 1) : Citizenship {Proof 2) :
[ Eligible to Work in U.5.
Veteran
“Military Status | Mot indicated hd
Military Discharge Date Edit Discharge Date

The Ethnic Group field is optional, but can be entered if provided by the dependent. It may
also be filled out by the dependent in Employee Self-Service.

The Regulatory Region f i el d defaults to. AUSAO. Do not

The Veteran field is also optional and can be entered if the dependent provided their military
service and service documentation.

This information is used for reporting purposes and should be entered if provided.

37.

Click the VA Person Info tab at the top of the page or VA Person Info link at the bottom of the
page.

Biographical Details Contact Information Regional Organizational Relationships | VA Perzon Info l

Biographical Details | Contact Infformation | Regional | Organizational Relationships WA Person Info

Rev 2/25/2026 Page 47 of 121




/;/ Cardinal

Benefits Job Aid

BN361 Employee Set Up for Medicare

Step

Action

The VA Person Info page displays.

Biographical Details Contact Information Regional

Qrganizational Relationships VA Person Info

Jo Doe

Power Of Attormey |

Preferred Pronoun

[ Mofify H Refresh I

Biographical Details | Contact Information | Regional |

Crganizational Relationships | WA Person Info

Person ID  MNEW

Linked Participant EmpllD E
Preferred Gender

[ Add H Update/Display

38.

Enter the Employee ID of the employee (the retiree in this scenario) to be linked to the

dependent in the Linked Participant EmplID

Linked Participant EmpliD Q

field and tab out of the field.

The VA Person Info page redisplays with the Click here to add Other Linked Participant Details link
displayed.
Biographical Details Contact Infermation Regional Organizational Relationships VA Persen Info
Jo Doe Person D NEW
Power Of Attomey | Linked Participant EmpliD \:| Click here to add Other Linked Participant Details
Preferred Pronoun Preferred Gender
m [ Add ] ’ Update/Display ] i Include History ] i Correct History I
Biographical Details | Contact Information | Regional | Organizational Relatienships | VA Person Info

If more than one dependent needs to be linked, refer to the Job Aid titled BN361 Linking
Dependents and Retirees , located on the Cardinal website under Job Aids in Learning .

39.

Click the Organizational Relationships tab.

Eiographical Details Contact Information Regional

QOrganizational Relationships VA Person Info
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The Organizational Relationships  page displays.

Eiographical Details Contact Information Regional Organizational Relationships V& Person Info

Jo Doe Person ID  WEW

Choose Org Relationship to Add

C1Employee
[ Contingent Worker
[ Person of Interest

@

Select Checklist Code v

Add Relationship

l Add H Update/Display H Include History H Cormrect History

Eiographical Details | Contact Information | Regional | Organizational Relationships | VWA Person Info

40. Select the Employee checkbox option.

Note: The Hire list item appears in the Select Checklist Code field after selecting the
Employee checkbox option.

Choose Org Relationship to Add

| EITIE]D;EE ]
! Contingent Worker

[ Person of Interest

Empl Record 0

" ()
| Select Checklist Code | Hire Vl &

41. Click the Add Relationship button.

Note: Clicking the Add Relationship but t on validates all the d
required information is missing, Cardinal will generate an alert.

Add Relationship |‘

IMPORTANT: Do not click the Back button in the browser to go back, as all information that
0 has been entered will be lost.

Review missing information alert message, and go to the tab where the missing information is
captured. Reenter the information before coming back to the Organizational Relationships
tab and click the Add Relationship button again.
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The Job Data page displays with the Work Location tab displayed by default.

New Window | Help | Pery

Position Number

D

*Business Unit
*Department E
Department Entry Date

Work Location Job Information Job Labor Payroll Salary Plan Compensation
JoDos Empl ID
Employee Empl Record 0
Work Location Details & @ I 10f1 v |
*Effective Date |01/27/2026 E
- i b
Effective Sequence \j\ “action ‘ Hire |
HR Status  Active Reason ‘ V|
Payroll Status  Active *Job Indicator ‘ Primary Job V|
I Calculate Status and Dates
Curent ]

‘Override Position Data

Paosition Management Record

United States

Department of Accounts

Cardinal will auto-assign the Employee ID Number for the dependent.

Make note of the Employee ID Number in the Empl ID field for future use.

42.

The Effective Date field defaults to the date entered on the Personal Information page.
Update to the first of the month of eligibility.

*Effective Date | 03/01/2026

If a warning message displays, review for accuracy and click the OK button.

Warning — date out of range. (15.9)

The date entered is either more than 30 days in the past or 30 days in the future. This is not
: normally true for this date. Either acknowledge that the date is OK, or comect the entered date.

OK
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43. The Action f i el d defaults to AHIiredo and no ot her

“Action Hire M
Reason | "‘
“Job Indicator | Primary Job vi

44, Click the Reason dropdown button and select the applicable retiree type. In this example,
fHire ORP Retdhas been selected.

i T
*Action Hire

Reason Hir ORP Ret hd

o If a warning message displays, review for accuracy and click the OK button.

Warning — date out of range. (15,9)

The date entered is either more than 30 days in the past or 30 days in the future. This is not
normally true for this date. Either acknowledge that the date is OF, or comect the entered date.

[ o ]

45, Enter the retiree Position Number in the Position Number field (ilCompany Code + Retiree
Type+00.0)

Inthise x a mpCWMORHDO0O has been selected.

Position Number | CWMORPOO Q

The remaining position related fields on this page will auto-populate once the Position Number
is entered and tab out of the Position Number field.

46. Click the Job Information tab.

Work Location Job Information Job Labor Eayrall Salary Plan Compensation
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The Job Information page displays.

Job Information Details &

Effective Date

Effective Sequence
HR Status
Payroll Status

Job Code

Entry Date
Supervisor Level
Reports To
RegularTemporary

Empl Class

Regular Shift

Classified Ind

Wark Location Job Information Joh Labor Payraoll Salary Flan Compensation
Jo Doe Empl ID
Employes

Empl Record 0

0 Action  Hire

Active Reason  Hir CRP Ret

Active Job Indicator  Primary Job o)
Future

ORFHEC ORF Retiree

03/01/2026 S0C Code

E Employee Supervisor Name

View Current Incumbents
Regular

Mot Applicable

Classified

[

Full/Part Pari-Time
*Officer Code | None V|

Shift Rate | |

Shift Factor | |

47. Click the Empl Class dropdown button and select the applicable Employee Class. In this
example fORPR e t i nag l®eén selected.

Empl Class

H ORFRetiree

48. Click the Payroll tab.

Work Location Job Information

Job Lahor Payraoll Salary Flan Compensation
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The Payroll page displays.

Wierk Location Jo Isdoemation J5b Laker Paydl Satary Pian Cempindanon
JoDoe Empd I
[ Empl Rzl )
Payeoll InBarenstion | Q | v
Eftective Dale  gaguoasg G To Row | |
EMective Sequence 0 Action Hio
HR Stalus  Aciive Res#nii  Hi GRAP Rt

Payroll Staius  Acdhee oy Indecztoe  Primary Job

*Payrall Systiom | Payrod tor Norh America

aiaancy Sysoem | O

Payroll for Mosth Armerica &

S —

S —

Tax Location Code | a
- —

Combialiin Code

Job Ciata Empiry—eni Gata

¥

Hicliday Sehiduls

Ll

Futizie

FICA Sizbes

Eamings Diifribution

Eree CetFiniay

Benalis Piogam Parlicipation

49. Click the Pay Group Lookup i con and s éNoreRayrol)i MNP 0
Pay Group | MNP Q|| Non-Payroll
50. Enter the applicable Tax Location Code in the Tax Location Code field.

Tax Location Code H

af

Other fields in the Payroll for North America

Pay Group. Do not change.

section auto-populate based upon the selected

Payroll for North America &

Pay Group |MNP

Employee Type |S
Tax Location Code |760

GL Pay Type

Combination Code

Mon-Payroll
Salaried Holiday Schedule __NOHOL Q | LOCALITY
Richmond (City)
| Exempt v|
FICA Sfatus — -
Edit ChartFields
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51. Click the Compensation tab.

Work Location Job Information Job Labor Payroll Salary Plan Compensation

The Compensation page displays.

ek Location ot Ieommarson Jts Latet Eayma Salary Flan Compensition

o [ Emp 1D
[empiayen Empd Record 0
Comgaemation Detsite & o P
Effectve Daw  grnios Gao Ta Rew
Effiective Siquiace 0 Acmich M
HR Stalus  Acive Resson  Hi ORP Rel
Pgyioll Stalus  Actha Jobndicaer  Prirady Job 3
Fiatur
Compensaton Rate 0000007 *Frequingy | AG sl

» Comparative Infcematian (D)

3 Py Rans (0

| Diplinal Pary Comporapats ]

Pay Components (0

*Rata Code L] Comp Ratn Currescy Frequency Farcent

" o 0 | al | al 1 [+

52. Click the Frequency Lookup i con and select AMO (Monthly)

*Frequency MQ

Monthly

53. Click the Default Pay Components button.

Default Pay Components

54. Click the Rate Code Look up iconand selecti St at e 0

*Hate Code

1| STATE Q

55. Click the Calculate Compensation button.

Calculate Compensation
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56. Click the Benefit Program Participation link at the bottom of the page.

Job Data Employment Data Eamings Distribution I Benefits Program Participation I

The Benefit Program Participation  page displays.

Benefit Program Participation

JoDoe Empl ID
Employee Empl Record 0
Benefit Status @ @ | e

"
Benefit Record Number ¢

Effective Date  porgqs2026

Effective Sequence 0 Action  Hire
HR Status  Aclive Reason  Hir CRP Ret
Payroll Status  Acfive Job Indicator  Primary Job
Future a
*Benefits System | Benefits Adminisiration A Benefits Employee Status Active

Annual Benefits Base Rate : b | UsD ACA Eligibility Details

Benefits Administration Eligibility

Benefit Program Participation Details & @ | Tof1 v | View Al
Effective Date  02/01/2026 Currency Code  USD
Benefit Program  PSX Sys delivered empty Ben Pam

57. Scroll down to the Benefits Administration Eligibility section and complete the following
fields:

1 EligFld2 (e.g., 070080000 f ory ORP
1 ElgFld3 ( A)NO

1 Elig FIid 8 (fl2-129

1 EligFIld9 (e.g., iLS-GB9

Elig Fld 2 Q Elig Fld 3 o]
Elig Fid 5 | Q | Elig FId 6
Elig Fld 2 Q Elig Fld 9 a
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58. Click the OK button.

Bl

59. Multiple Warning messages appear in a pop-up window. Click the OK button for each.

OK l Cancel l

The Organizational Relationships  page redisplays.

Biographical Details Contact Information Regional Organizational Relationzhips VA Person Info

Jo Do Person ID

Choose Org Relationship to Add

Employee
Contingent Worker
Person of Interest
Empl Record 0
Select Checklist Code | Hire v| @
Add Relationship

l Mofify H Refresh ] [ Add ” Update/Display H Include History H Corect History

Biographical Defailz | Contact Information | Regional | Organizational Relafienshipz | VA Person Info

As a reminder, Cardinal has auto assigned the Employee ID Number for the dependent. Make
0 note of the Employee ID Number in the Empl ID field for the next steps.

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

NavBar > Menu > Workforce Administration > Personal Information > Biographical >
Modify a Person
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The Personal Information Find an Existing Value Search page displays.

Personal Information

Find an Existing Value

+ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

) Recent Searches ‘ Choose from recent searches V‘ / [ Saved Searches | Choose from saved searches V| /

Search by: | Empl ID | begins with :

 Show more options

[ Include History [0 Correct History

l Clear H [15ave Search l

0 If the Modify a Person page displays, skip to Step 63.

61. Enter the Employee ID for the dependent in the begins with field.

Search by: | Empl 1D V| beqins with I I

62. Click the Search button.

[ Clear l [ [-] Save Search

Rev 2/25/2026 Page 57 of 121



/ﬂ/ Cardinal

Benefits Job Aid

BN361 Employee Set Up for Medicare

Step

Action

The Modify a Person page displays with the Biographical Details

tab displayed by default.

Biographical Details

Contact Information

Regional

VA Person Info

Effective Date  01/27/2026
Format Type English
Display Name Jo Doe

Biographic Information

Date of Birth | 11/02/1963

Date of Death |

Birth Country | UsA

Birth State ‘

Person 1D

Tof1 v [

View All

)=

Years 62

United States

Birth Location |

Bicgraphical History

*Effective Date ‘ 01/27/2026

*Gender | Female -

*Highest Education Level | Bachelors Level Degree

*Marital Status | Married

O Full-Time Student

Months 2

| [ Exclude Contact Information?

View All

[+][=]

As of |01/27/2026

63. Click the VA Person Info tab.

Biographical Details

Contact Information

Regional

VA Person Info
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The VA Person Info page displays.

Biographical Details Contact Information Regional VA Person Info

Jo Doe Person ID

Power Of Attorney | Linked Participant EmplID E Click here to add Other Linked Participant Details

Preferred Pronoun Preferred Gender

ml Return to Search H Motify H Refresh ] Add Update/Display l Include History H Correct History ]

Eiographical Detailz | Contact Information | Regional | VA Person Info

64. Validate thatthere t i rEmpldyee ID is populated in the Linked Participant EmplID field. If
not, ent er Employe ID and click ¢he $age button.
Power Of Attorney | | Linked Participant EmplID ECHCI( here to add Other Linked Pariicipant Details
Preferred Pronoun Preferred Gender
l Return to Search ” Motify ” Refresh ] Add Update/Display E
65 Navigate to the On-Demand Event Maintenance page using the following path:

NavBar > Menu > Benefits > Manage Automated Enrollment > Events > On-Demand
Event Maintenance
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The On-Demand Event Maintenance Find an Existing Value Search page displays.

On-Demand Event Maintenance
Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

%) Recent Searches | Choose from recent searches V| / [ Saved Searches | Choose from saved searches V| /

Empl ID | begins with V| ‘

Empl Record | = v‘ ‘

|
|
Name | begins vith | | |
|

Last Name [ begins wih v |

Second Last Name | begins with
Alternate Character Name | begins with v

~ Show fewer options

O Case Sensitive

66. Enter the Employee ID of the dependent just hired in the Empl ID field.

Empl ID | hegins with V| I I

67. Click the Search button.

O case Sensitive U Include History  (J Correct History
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The On-Demand Event Maintenance page displays.

On-Demand Event Maintenance

Jo Doe Person ID Ben Record 1]
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 2 Show Activities Action
Event ID 0  EventDate Status Class Event Status Update
Prepare Options Event Status
Enroliment Statement Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Eniry Entered pof g Show Plans
Validate/Finalize Emors o Show Errors Finalize/Apply Defaults
Confirmation Statement Run Date
Reprocess Process Indicator |M

Momal Processing

l Return to Search H Motify ]

68. Click the Show Activities button.

|‘ Show Activities

The BAS Activity page displays in a pop-up window.

X
Help
Jo Doe Person ID 00865982900 Ben o
Record
BAS Activity
=[] T
Action BAS :
Select Empl Record Source Event Date | Event Effseq Action COBRA Action
] g | Manual 03/01/2026 0| HR2 +
- Event
Job Data
O 0 Change 03/01/2026 0| HIR E
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69. Select the HR20BAS Action checkbox.

BAS Activity

[=][q]

T
(5]
=
[
£

Action BAS :
Select Empl Record Sou Event Date | Event Effseq Action COBRA Action
o | Manual 03/01/2026 0| HR2 +
Event
Job Data
O 0 Change 03/01/2026 0| HIR E’

70. Click the OK button.

=

The On-Demand Event Maintenance redisplays.

On-Demand Event Maintenance

Jo Doe Person ID Ben Record 0
Activity Date  03/01/2026 Source Manual Event Empl Record 0
Schedule/Prepare Activity Pending Activities 2 Show Activities Action HR2
Event ID 0  EventDate Status Class Event Status Update
Prepare Options Event Status
Enroliment Statement Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Eniry Entered o of 0 Show Plans
O T Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator [N

Mormal Processing

l Return to Search ” Motify l

71. Click the Schedule/Prepare Activity button to manually run the Benefits Administration
process for this Benefit Event.

Schedule/Prepare Activity
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A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530) |

:

72. Click the OK button to close the message.

OK

73. Select the Finalize/Apply Defaults checkbox option.

Show Plans

S BT E Finalize/Apply Defau Itsl

74. Click the Validate/Finalize button.

Validate/Finalize

The On-Demand Event Maintenance page redisplays with the HIR Event.

On-Demand Event Maintenance

Jo Doe Person ID Ben Record 0
Activity Date  03/01/2026 Source  Job Data Change Empl Record 0
Schedule/Prepare Activity Pending Activities 1 Show Aclivities ] Action HIR

Event ID 1 EventDate 03/01/2026 Status Prepared Class HR2 l Event Status Update

Prepare Options Event Status .
Open for Processing
Enrollment Statement Run Date Frequency
Deduction Frequency * Annual Frequency
Election Entry Entered gof Show Plans
R e " [ Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date

l Reprocess l Process Indicator
l Retumn to Search H Motify l

Mormal Processing
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75. Click the Schedule/Prepare Activity button to manually run the Benefits Administration
process for this Benefit Event.

Schedule/Prepare Activity

The On-Demand Event Maintenance page redisplays.

Jo Doe Person 1D Ben Record 1]

Activity Date Source Empl Record 0

Schedule/Pre pare Activity Pending Activities 0 Show Activities Action

Event Status Update

Event ID 2 Event Date  03/01/2026 Status  Prepared Class HIR
Prepare Options Event Status -
Open for Processing
Enroliment Statement ]
l Run Date Frequency
® Deduction Frequency O Annual Frequency
l Election Entry l Entered pof 4 Show Plans
At Einaliz . [ Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Ermors
Confirmation Statement Run Date

l Reprocess l Process Indicator
[ Return to Search H Motify l

Mormal Processing

76. Click the Election Entry button.

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

BenAdmin Data Entry

Event/ Participant Selection Option Election Dependents / Beneficiaries
Sched ID EMOO Empl ID Jo Doe Ben Record 0 EventlD 2
EventData (03/01/2026 Initial Enroliment Excess Credit Rollover To  Forfeit Excess Credits

~ Available Plans and Options &

Plan Type 10 : Medical

Option Code

Waive Coverage

Health Provider ID | O Previously Seen

o

Special Requirements

Dependents/Beneficiaries

Enroll All ]

Dependents/Beneficiaries

Relationship to N Previously Covered
Employee Health Provider ID Seen Person Type

Y ] -

*ID Name Age Limit Flag

Event/ Participant Selection | Option Election | Dependents / Beneficiaries

77.

Click the Option Code Look up icon in the Plan Type 10: Medical section and select the

applicable Option Code.

Int hi s exampl e, igspleciedi MCOVA HitbAwn+1Poev Den (CHA) (Single)o

Plan Type 10 : Medical

o

Option Code

COVA HithAwr + Prev Den (CHA) (Single)

78.

Click the OK button.

| =

l Apply l
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The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

Jo Doe Person 1D
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities
Event 1D 2 Event Date  03/01/2026 Status  Entered Class HI
Prepare Options Event Status

Enrcliment Statement Run Date Frequency

Deduction Frequency

Show Plans

Show Errors

Election Enry l Entered 4 of

: — OF
Validate/Finalize l Ermors g

Confirmation Statement Run Date

l l Process Indicator
l Return o Search H Motify ]

Reprocess

Mormal Processing

Open for Processing

Ben Record 1]}

Empl Record 0

Action

R Event Status Update

Annual Frequancy

inalize/Apply Defaults

79. Click the Validate/Finalize button.

Validate/Finalize

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits

Administration process has been completed successfully.

Process completed successfully. (3000,530)

80. Click the OK button.
| - =
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The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance
Activity Date Source

Schedule/Prepare Activity Pending Activities

Event ID 2 Event Date  03/01/2026
Prepare Options
Enroliment Statement Run Date
Election Entry Entered pof
Validate/Finalize Errors 0
Confirmation Statement Run Date

Reprocess Process Indicator

l Return to Search H Motify l

Person 1D Ben Record

Empl Record 0

0 Show Activities Action

Event Status Update

Status Finalized - Enrolled  Class  HIR

Event Status Closed to Processing

Frequency

Deduction Frequency

0 Show Plans

Show Errors

Annual Frequency

Finalize/Apply Defaults

N
Mommal Processing

The retiree is now enrolled in Medicare, the dependent (the spouse in this example) has been
hired into Cardinal, linked to the retired employee, and enrolled in single coverage medical.
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In this scenario, the employee has fi Eiployee + Spousedcoverage, the employee is not eligible for
Medicare, but the spouse turns 65 and is eligible for Medicare. Once the Agency BA confirms that the

spouse is eligible for Medicare, the BA must create a Life Event (GEM)t o

change

the empl oy

coverage from fEmployee + Spouseoto fSinglea Then, the BA must hire the spouse and enroll the
spouse in Medicare Benefits.

The Benefits Personal Data Page

After hiring the spouse and before enrolling the spouse in Medicare Benefits, the Agency BA must
complete the information shown on the Benefits Personal Data page.

Process the Medicare Manual Event

Step

Action

1.

Navigate to the Health Benefits page using the following path:
NavBar > Menu > Benefits > Enroll in Benefits > Health Benefits

The Health Benefits Find an Existing Value Search ~ page displays.

Health Benefits
Find an Existing Value

~ Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

7} Recent Searches | Choose from recent searches ~ | f [l Saved Searches | Choose from saved searches

EmplID | bagins with W
Eenefit Record Humber | = W
Name | bagins with

Last Name | bagins with V| | |

Eusiness Unit | begins with V| | |

Department Set 1D | bagins with + | | Q|

Department | bagins with v| | Q |

Crganizational Relationship | = w | | w |

Altzrnate Character Name | bagins with W | | |

# Show fewer options

[ Case Sensitive [ Include History [ Correct History

@

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
Overview of the Cardinal HCM Search Pages . This Job Aid is located on the Cardinal

website in Job Aids under Learning .
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2. Enter the retiree6 s Emp | oy eEmpllilDfield.n t he

Note: Users can also search for the applicable retiree using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

EmplID | begins with + Q

3. Click the Search button.

) Case Sensitive U Include History  (J Correct History

The Health Benefits page displays for the selected employee.

Health Benefits

JOHN DOE Employee ID Benefit Record Number @
Plan Type @ | Tofl v | ViewAll
Plan Type 10 Medical
Coverage \EI | Toi1 ~ I View Al
Coverage Begin Date  (7/01/2021 K Deduction Begin Date  07/01/2021 K4

Coverage Election

Elect Waive Terminate K Election Date  00/28/2021

Benefit Program  SalBenPrgm

Benefit Plan  ACCS COVA+ExDen+O0ut-of-ntwk+Vs&Hr Option Code 46
Coverage Code 2 Self + Spouse
Health Provider ID Previously Seen

Employee Status  Active
Enroll All Dependents

Dependent/Beneficiaries

D Name Relationship to Employee ﬁ)eﬁ“h Provider g;g‘l'] Covered Person Type Age Limit Flg
05 Doe,Jo Spouse Spouse N
Save ’ Return to Search ] [ Notify ] [ Refresh I Update/Display Include History Correct History

In this example, the Agency BA can see that the retiree currently has a fSelf + Spouseo
medical coverage with their spouse covered under the current medical plan.

4. Navigate to the Benefits Event page using the following path:

NavBar > Menu > Benefits > Manage Automated Enroliment > Events > Benefit Event
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The Benefit Event Entry Find an Existing Value Search

page displays.

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

Benefit Event Entry

Find an Existing Value

0) Recent Searches | Choose from recent searches V| /
Empl ID | begins with V| [| ]
Benefit Record Number | = v| ‘
Empl Record | = v| ‘

First Name | begins with V| ‘

Business Unit | begins with v| ‘

|
|
|
Last Name | begins with V| ‘ ‘
|
|

Department | begins with V| ‘

- Show fewer options

[ Case Sensitive [J Include History (0 Correct History

m Clear

[l Saved Searches

Choose from saved searches "| /

5. Entertheretre e 6s Emp | oy Enmgl ID fizld.i n
Note: Users can also search for the applicable retiree using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.
Empl ID | begins with +
6. Click the Search button.

() Case Sensitive U Include History (O Correct History
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The Benefit Event Detail page displays for the selected employee.

Benefit Event Detail

JOHN DOE Employee D Benefit Record Number 1

| Life Event [a] 1ol1 v I View Al |
Life Event ‘ ~
Life Event Date Paperwork Receipt Date
Health Change FSA Change
Health Change Needed: FSA Change Needed:
Current Cov. Level: Future Cov. Level: e
Change: v Change: d

Special Processing Message (Health)

Special Processing Message (FSA) ‘

Return to Search

7. Click the Life Event dr opdown button and sel ecit AEE/ De|
Medi care/ Medicaido Iist item.

Life Event

Life Event b

8. Enter the Effective Date in the Life Event Date field.

Note: The Life Event Date is the first of the month in which the spouse is eligible for Medicare.

Life Event | EE/Dep. Gained Eligibility - Medicare/Medicaid v|

Life Event Date I

9. Enter the Paperwork Receipt Date .

Paperwork Receipt Date
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10. Click the Health Change Needed dr opdown button and select
Health Change
Health Change Needed: Yes v
11. Click the Future Cov. Level dr opdown button and select nASi
Future Cov. Level: I Single, Employee VI
12. ClicktheChange dr opdown button and select ARetiref¢
Eligibilityo.
Change: I Retiree or Retiree Dependent gained Medicare Eligibility VI
13. Clickthe FSAChange dr opdown button and select ANoO.
FSA Change
FSA Change Needed: Mo v
14. Click the Save button.

m Retumn to Search

A Special Processing Message (Health) displays with the notification that a GEM (Gain Eligibility
Medicare/caid) Event has been created.

Special Processing Message (Health)

A GEM event will be created for you to:

Enroll the retiree in Medicare or

Remove the Medicare eligible dependent from existing plan or
Remove the Medicare eligible dependent and change plans

@

Now that the GEM Event has been created, it must be processed.

15.

Navigate to the On-Demand Event Maintenance page using the following path:

NavBar > Menu > Benefits > Manage Automated Enrollment > Events > On -Demand
Event Maintenance
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The On-Demand Event Maintenance Find an Existing Value Search page displays.

On-Demand Event Maintenance
Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

@ Recent Searches Choose from recent searches v| / [l Saved Searches | Choose from saved searches V| /

Empl ID | begins with V| | |

Empl Record | = ~

Name | begins with V| | |

Last Name | begins with +
Second Last Name | begins with v

Alternate Character Name | begins with v| | |

~ Show fewer options

[ Case Sensitive

16. Entertheretre e s Emp | oyEmplID fizldi n t he
Note: Users can also search for the applicable retiree using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.
Empl ID | begins with ~
17. Click the Search button.
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The On-Demand Event Maintenance page displays.

On-Demand Event Maintenance

JOHN DOE Person ID Ben Record 0
Activity Date  02/01/2026 Source Manual Event Empl Record 0
Schedule/Prepare Activity Pending Activities 1 Show Activities l Action GEM
Event ID 0  EventDate Status Class l Event Status Update
Prepare Options Event Status
Enroliment Statement Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Eniry Entered oof g Show Plans
Validate/Finalize Eors Show Errors Finalize/Apply Defaults
Confirmation Statement Run Date
Reprocess Process Indicator |N

Normal Processing

[ Return to Search H Motify l

18. Click the Show Activities button.

|‘ Show Activities

The BAS Activity page displays in a pop-up window.

*
Help
JOHN DOE Person 1D Ben @
Record
BAS Activity
E 1-10f1 v
Select Empl Record | fAction EventDate |EventEffseq |EAS - COBRA Action

Manual
] 0 Event 02/01/2026 0| GEM B
o[

19. Click the OK button.

KN
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The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

JOHN DOE Person ID Ben Record ]
Activity Date  02/01/2026 Source  Manual Event Empl Record 0
Schedule/Prepare Activity Pending Activities 1 Show Activities l Action GEM
Event IDv 0 Event Date Status Class l Event Status Update
Prepare Options Event Status
Enroliment Staternent Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Entry Entered 0o Show Plans
PR Cipee Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator |N

MNormal Processing

l Return to Search H Motify ]

20. Click the Schedule/Prepare Activity button to manually run the Benefits Administration
process for this Benefit Event.

Schedule/Prepare Activity

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530) |

:

21. Click the OK button to close the message.

OK
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Step | Action

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

JOHN DOE Person ID Ben Record i}
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action

EventID 5  EventDate 02/01/2025 Status  Prepared Class GEM Event Status Update

Prepare Options Event Status .
Open for Processing

Enroliment Staterment l
l Run Date Frequency

® Deduction Frequency C Annual Frequency

l Election Eniry ] Entered pof o Show Plans

Show Errors

e I Finalize/Apply Defaults
Validate/Finalize Errors 0

Confirmation Statement Run Date

l Reprocess l Process Indicator
l Return to Search H Motify l

Mormal Processing

22. Click the Election Entry button.

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

BenAdmin Data Entry x

Help |
Event / Participant Selection Option Election Dependents / Beneficiaries

Sched ID  EMOO Empl ID JOHN DOE

Ben Record o
EventData 02/01/2026 Gain Eligibility Medicare/caid

Excess Credit Rollover To

EventlD 5
Forfeit Excess Credits

~  Available Plans and Options &

Plan Type 10 : Medical

Option Code

COVA+ExDen+Out-of-ntwk+Vs&Hr (ACC5) (Self + Spouse)

&

Health Provider ID | O Previously Seen

Special Requirements
Dependents/Beneficiaries

Enroll All

Dependents/Beneficiaries

- Relationship to o Previously Covered —
D Name Employee Health Provider ID Seen Person Type Age Limit Flag
05 Q | |JODCE Spouse \:I O Spouse B

Plan Type AY : Health Premium Reward

23. Click the Option Code Look up icon in the Plan Type 10: Medical section.

Plan Type 10 : Medical

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

Look Up Option Code *
Help &
Search Results
View 100 1-49 0f 49 v
Option | Option Benefit | Coverage
Code Type Plan Code
1 Option CHA 1
10 Option CHA2 |2
11 Option CHA2 |3
12 Option CHAZ |4
12 Option CHD 1
14 Option CHD 2
15 Option CHD 3
16 Option CHD 4
17 Cintinn CHOY 1
24. Select the applicable Option Code.
In this example, OptionCode 6 i s sel ect ed.
Option | Option Benefit | Coverage
Code Type Plan Code
1 Option CHA 1
10 Option CHAZ |2
11 Option CHAZ |3
12 Option CHAZ |4
13 Option CHD 1

The Plan Type 10: Medical section redisplays with the selected Option Code displayed.

Plan Type 10 : Medical

COVA HiinAwr + Prev Den (CHA) (Single)
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25. Before removing the spouse, make sure to record all the personal information for the new hire
process (e.g., Date of Birth, Full Name, Address, etc.).

Note: This information can be obtained from the Dependents / Beneficiaries page and then
returning to the Option Election page.

Event / Participant Selection Option Election Dependents / Beneficiaries

26. From the Option Election page, click the Delete Row (-) icon to remove the spouse in the
Dependent/Beneficiaries section.

Dependents/Beneficiaries

Relationship to - Previously Covered
Employee Health Provider ID Teen Person Type

®  al sonoe spouse ] o s ]

*ID Name Age Limit Flag

0 Optionally, users can click the Enroll All button to remove the spouse.

Dependents/Beneficiaries

Enroll All

A Warning message displays in a pop-up window when the row is manually deleted.

Delete current’selected rows from this page? The delete will occur when the fransaction is saved.

| | oK | || Cancel

27. Click the OK button.

Cancel
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The Option Election page redisplays with spouse removed from the Dependents/Beneficiaries

section.

BenAdmin Data Entry

Event/ Participant Selection Option Election

Dependents / Beneficiaries

Sched ID  EMOD Empl ID

Event Data  02/01/2026 Gain Eligibility Medicare/caid

JOHN DCE

Excess Credit Rollover To  Forfeit Excess Credits

Ben Record 0

EventID 5

~ Available Plans and Options @

[+ [rozv

Plan Type 10 : Medical

Option Code

COVA HithAwr + Prev Den (CHA) (Single)

o

Health Provider ID |

O Previously Seen

Dependents/Beneficiaries

Special Requirements

Enroll All ]

Dependents/Beneficiaries

“ID Name E;'g}g’y’;mpm Health Provider ID ‘ SGRITES) S;’I‘_':;ﬁqrwe Age Limit Flag ‘

28. Click the OK button.

’_ﬁ[ Cancel H Apply l
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The On-Demand Event Maintenance page redisplays.

JOHN DOE
Activity Date

Schedule/Prepare Activity

Event ID 5 Event Date

Prepare Options

On-Demand Event Maintenance

l Enrollment Staternent

Person ID Ben Record 0
Source Empl Record 0
Pending Activities 0 Show Activities Action
02/0172026 Status  Entered Class GEM Event Status Update
Event Status Open for Processing
l Run Date Frequency

® Deduction Frequency O Annual Frequency

l Election Eniry

l Entered 4 of

Show Plans

[ Validate/Finalize

O Finalize/Apply Defaults
l Errors 0 Show Emors

Confirmation Statement

Run Date

l Reprocess

l Process Indicator

Mormal Processing

l Return to Search H Nodtify ]

29.

Click the Validate/Finalize button.

Validate/Finalize

Process completed successfully. (3000,530)

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

30.

OK

Click the OK button to close the message.
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The On-Demand Event Maintenance redisplays.

On-Demand Event Maintenance

JOHN DOE Person 1D Een Record 0
Activity Date Source Empl Record 1]
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 5 Event Date  02/01/2026 Status Finalized - Enrolled  Class  GEM Event Status Update

Prepare Options Event Stat
U e ven us Closed {o Processing

Enrollment Statement Run Date

Frequency
Deduction Frequency ' Annual Frequency
Election Entry Entered o of o Show Plans
i S " Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator | M

Mormal Processing

[ Retumn to Search ” Motify ]
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Hire the Spouse as an Employee

Now thattheretre e 6s benef it el ect ifbingledtte Agebcg RAMuUst mow hirethed t o
spouse as an employee in Cardinal.

Step | Action

1. Navigate to the Update Dependent/Beneficiary page using the following path:

NavBar > Menu > Benefits > Employee/Dependent Information > Update
Dependent/Beneficiary

The Update Dependent/Beneficiary Find an Existing Value Search page displays.

Update Dependent/Beneficiary
Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

'2) Recent Searches | Choose from recent searches v‘ f [] Saved Searches | Choose from saved searches V| /

Empl ID | begins with V| |

Name | begins with "| |

Second Last Name | begins with V| |

Alternate Character Name | begins with V| |

|
|
Last Name | begins with V| | |
|
|
|

Middle Name | begins with V| |

~ Show fewer options

O Case Sensitive [J Include History [ Correct History

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
0 Overview of the Cardinal HCM Search Pages . This Job Aid is located on the Cardinal
website in Job Aids under Learning .

2. Entertheretre e s Emp | oy EmplID fizld.i n t he

Note: Users can also search for the applicable retiree using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with ~

3. Click the Search button.
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The Update Dependent/Beneficiary page displays for the selected employee with the Name tab

displayed by default.

Name Adadress Personal Profile

JOHN DOE

Dependent/Beneficiaries

*Dependent/Beneficiary 1D

Name History

Effective Date  01/01/1901
Format Type  English
Display Name O DOE

i Return to Search ” Notify ]

Person ID

El ! I View Al

B IE

View Name

[+][=]
| View Al

[+)[-]

Personal Profile

Dependent/Beneficiary ID 05 JO DOE

*Date of Birth
BihCounty [ a
Date of Death
Medicare Entitled Date

Personal History

*Effective Date | 01/01/1901

[a] Torl w

*Relationship to Employee ‘ Spouse

*Dependent Beneficiary Type ‘ Approved Dependant

*Gender ‘ Female

*Marital Status | Married

[ student
[ Disabled

O Smoker

Update/Display [ Include History H Correct History
Mame | Address | Personal Profile
4. Click the Personal Profile tab.
Name Address Personal Profile
The Personal Profile page displays.
Hame Address Personal Profile
JOHN DOE Person 1D

(@] [ic)[<]lsere v]

| View All

[+

Birth Location |

Riders/Orders exist
RidersfOrders

I View All

[+][=]

As of (010171901

As of

As of

As of

QOccupation

P usa

~ National ID
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Step | Action
5. Click the Show next row arrow until you reach the Personal Profile for the spouse.
| tofa~w || > | 2|1 viewan
6. Confirm that the information on this page is accurate for the spouse.
Note: This information will be used to hire the dependent (the spouse in this scenario) as an
employee.
7. Click the Address tab to review the Address information for the spouse.
Name Address Personal Profile

The Address page for the spouse displays.

Mame Address Perzonal Profile
Dependent/Beneficiaries @ | | View All
[
JOHN DOE Person 1D
Dependent/Beneficiary ID 05 Name JO DOE
Address History @ | 10f1 w I View Al
Etctive ata (-]
Same Address as Employee Address Type
Employee's Current Address
Country USA United States
Address 100 MAIN ST
RICHMOMD, VA 82999
Westmoreland
Phone Information
=[]
Same As Employee Phone Type Telephone Extenszicn | Preferred
— ]
8. Confirm that the information on this page is accurate for the spouse.

Note: This information will be used to hire the dependent as an employee (the spouse in this
scenario).

9. Navigate to the Add a Person page using the following path:

NavBar > Menu > Workforce Administration > Personal Information > Add a Person
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Step | Action

The Add a Person page displays.

Add a Person

Person ID | MEW

Search for Matching Persons

10. Click the Add Person button.

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

Biographical Details Contact Informafion Regional Organizational Relationghips VA Perzon Info

Person D NEW
Name @ | Tof1 » | View All

*Effective Date | 01/30/2026 | E
*Format Type | English w

Dizplay Name Add MName ]

Biographic Information

Date of Birth | | Years 0 Months 0
Birth Country |USA Q | United States
Birth State | Q |
Birth Location | | O Exclude Contact Information?
Biographical History @ I 1of1 v I View all

11. The Effective Date field defaults to the system date. If the hire date is prior to system date,
update to the hire date.

Note: The system will not allow a future Effective Date on the Modify a Person page.
However, this can be done on the Job Data page. 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 .

*Effective Date [01/30/2026 ]|
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12. Click the Add Name button.

Add Name

The Name page displays in a pop-up window.

Name x

Help

English Name Format

Name Prefix ‘ v

*First Name ‘ ‘

Middle Nama | \

*Last Name

MName Suffix ‘

Display Name
Formal Name

Name

l OK I [ Cancel I [ Refresh Name I

13. Optionally, click the Name Prefix dropdown button and select the applicable prefix.

Name Prefix hd

14. Enter the dependentdé s f i r st FimsaName field (required).

*First Name

15. Optionally, enter the dependentd s mi d d | e MiddimmBHame fieldt h e

Middle Name

0 Do not add a period behind the middle initial.

16. Enter the d e p e n dlashnandesn the Last Name field (required).

*Last Name
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o Do not include suffixes (JIr, Sr, or IV) in the Last Name field.
17. Click the Name Suffix dropdown button and select the applicable suffix as needed.
Name Suffix ‘
18. Click the OK button.
oK | Cancel ‘ | Refresh Name

The Modify a Person page refreshes.

Biographical Details Contact Information Regional Drganizational Relationships VA Person Info
Jo Doe Person D NEW
Name IE’ | 1of1 w | View All
*Effective Date |01/30/2026 B
*Format Type | English w
Dizplay Name Edit Mame ]
Jo Doe
Biographic Information
Birth Country |USA Q United States
Birth Location | | O Exclude Contact Information?
19. Scroll down to the Biographic Information  section.
Biographic Information
Date of Birth ‘ | Years 0 Months 0
Birth Country | USA Q| United States
Birth State | Q|
Birth Location ‘ O Exclude Contact Information?
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20. Click the Date of Birth Calendar icon and selectthe dependenté s dat e of biri
Note:the BirthCountr y f i el d defaults to AUSAO. Thi this
data is not reported.
Biographic Information
Date of Birth | =
Birth Country | USA Q |
21. Scroll down to the Biographical History  section.
Biographical History El | 1of1 ¥ I View All
[+=]
*Highest Education Level | Mot Indicated V|
*Marital Status | unknowm v As of
Language Code
Alternate ID l:l
[ Full-Time Student

The Effective Date field within this

section defaults to the effective date selected above. Do

not change.
22. Click the Gender dropdown button and select the dependentd s gender .
Note: This field is a required field for benefits and payroll purposes and must provide the
dependentd s | e g a IThisgsenat w berconfused with the optional Preferred Gender field
located on the VA Person Info tab.
*Genderl Unknown VI
23. Click the Marital Status dropdown button and select the dependenté s mar i

| egal

Unknown ~

“*Marital Status

The Language Code , Alternate ID , and Full-Time Student fields are not currently tracked or
used in Cardinal.
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24, Scroll down to the National ID section.
National ID
|E;| ‘E‘ 11 0f1 v | ViewAl
*Country *National ID Type National ID Primary ID
‘USA Q | | Sacial Security Number v| ‘ | |T| ‘?‘

25. Enterthe dependentd s Soci al Secur it yNatnaind geld. ( SSN) i 7
Note: It is not necessary to enter dashes. When tabbing out of the field, the appropriate format
will auto-populate.

~ National ID

|E;‘ |E| 110f1 v | ViewAl
*Country *Natienal ID Type National 1D Primary 1D

‘USA Q | | Social Security Number V‘ || I |T‘ ‘i|

26. Click the Contact Information tab at the top of the page or the Contact Information link at
the bottom of the page.

Biographical Details I Contact Information I Begional QOrganizational Relationships VA Perzon Info
Biographical Details | Contact ]nformationl Regional | Organizational Relationships | VA Person Info

The Contact Information page displays.

Biographical Details Contact Information Regional Organizational Relationships Wa Person Info

Jo Doe EmplID  MEW
Current Addresses

@ 1-10f1 w I View Al
Address

Type Asg Of Date Status Address

Home 01/30/2026 A Add Address Detail E
Phone Information

@ 1-10f1 w | View all
*Phone Type Telephone Extension Preferred

| “ | | : =
Email Option Selection
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27.

Click the Add Address Detail link.

Add Address Detall

The Address History page displays.

Address History

Address Type Home

Address History @ I 1of1 w

+][-]
“Effective Date |01/30/2026 Address

Country |[USA Q

II

*Status A

Add Address

“[ Cancel ” Refresh ]

The Effective Date field within this section defaults to the date previously selected. Do not
change.

—

An Address Type of fHomeois required for healthcare extract file requirements. If the mailing
address and the home address are the same, only enter the home address. Do not duplicate
the same address information.

28.

Click the Add Address link.

=Status ‘A Q ‘

Add Address
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Step | Action

The Edit Address

page displays.

Edit Address

Country United States

Address 1 |

Address 2 |

Address 3 |

city | \

Postal ‘ ‘

State | Q

County ‘

I oK H Cancel I

29. Click the OK button.

Ok Cancel

The Address History page refreshes.

Add

ress History

Address Type Home

Address History

*Effective Date |01/30/2026

Country |USA Q

*Status |A

Add Address

“[ Cancel ” Refresh ]

[a]

Address 100 Main 5t
Richmond, VA 999989

[+][=]

30. Click the OK button.

[~ e
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The Contact Information page redisplays.
Eiographical Details Contact Information Regional Drganizational Relationzhips VA Perszon Info
Jo Dog Empl1D  NEW
Current Addresses
@ f1 % I Wiew Al
Address Type | As Of Date Status Address
Home 01/30/2026 A ;?c”hmi; d,_S{-'A 99900 EditfView Address Detail E
Phone Information
@ 1-1 0f 1 + | View Al
*Phone Type Telephone Extension Preferred
| J | | o =]
Email Option Selection

Click the Phone Type dropdown button and select the type of phone.

31.
*Phone Type Telephone Extension Preferred
| 1 | | | | 0 +] [-
32. Enter the applicable telephone number in the Telephone field.
*Phone Type Telephone Extension Prefermed
| Mobile v| |[5ss155-5555 | | o E

It is not necessary to enter dashes. When tabbing out of the field,
number format will auto-populate.

the appropriate phone

33. Click the Preferred checkbox option to identify the dependentdé s pr ef erred phj
Phone Information
@ 10f1 v | view Al
*Phone Type Telephone Extension Preferred
| Mobie v| | [s85i555-5555 | || o) E
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34.

Add additional phone numbers for the dependent as needed by clicking the Add a New Row
icon (+) and then repeating Steps 31 i 33.

Phone Information

[5][a]

1-10f1 v | view Al
*Phone Type Telephone Extension Preferred
| Mobie v| | [555/555-5555 | || | E
35. Scroll down to the Email Option Selection and Email Addresses sections.
I Email Option Selectionl
® Agency Provided Email O Pending Agency Provided Email O Employee Provided Email
1. Agency Provided Email and Employee Provided Email must be avalid email address that is unique to the employee, except:
2. When no email address is available, select applicable email option and ALWAYS use noemail@virginia.gov
Email Addressesl
*Email Type *Email Address Preferred
| o | 1 + -]
36. Select the Employee Provided Email radio button option in the Email Option Selection
section.
Email Option Selection
O Agency Provided Email O Pending Agency Provided Email ® Employee Provided Email
37.

Complete the following information for the dependent:

1 Clickthe Email Type dr opdown button and sel ect
1 Enter the email address in the Email Address field
1 Select the Preferred checkbox option

Email Addresses

i Pe

*Email Type *Email Address

Preferred

- +]][-]

[ Personal v | Jo.Doe@zmail.com |

@

When no email address is available, use noemail@virginia.gov . This can be replaced with a
personal email address once it is obtained.

The personal email address for the dependent must be unique and cannot be the same as the

employee 6s emai | address. The sy Otganizational | | di s |
Relationships page if a duplicate email address is entered.
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38.

Click the Regional tab at the top of the page or the Regional link at the bottom of the page.

Biographical Details Contact Information | Reqipnal I Drganizational Relationships WA Person Info

lEﬁographicaI Details | Cnn".ac’[infcrmatiunl Regipnal |I Organizational Relationships | VA Person Info

The Regional page displays.

Biographical Details Contact Information Regional Organizational Relationships VA Person Info
Jo Doe PersonID  NEW
“Eusa
Ethnic Group @ | 10f1 w Viewr All
- +=
[ Primary
History @ 1of1 v View All
. o FE]
Effective Date Date Entitled to Medicare
Citizenship {Proof 1) : Citizenship {Proof 2) :
[ Eligible to Work in U.5.
Veteran
“Military Status | Mot indicated hd
Military Discharge Date Edit Discharge Date

The Ethnic Group field is optional, but can be entered if provided by the dependent. It may
also be filled out by the dependent in Employee Self-Service.

The Regulatory Region f i el d defaults to. AUSAO. Do not

The Veteran field is also optional and can be entered if the dependent provided their military
service and service documentation.

This information is used for reporting purposes and should be entered if provided.

39.

Click the VA Person Info tab at the top of the page or VA Person Info link at the bottom of the
page.

Biographical Details Contact Information Regional Organizational Relationships | VA Perzon Info l

Biographical Details | Contact Infformation | Regional | Organizational Relationships WA Person Info
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The VA Person Info page displays.

Biographical Details Contact Information

Regional Qrganizational Relationships VA Person Info

Jo Doe

Person ID NEW

Power Of Attormey |

Linked Participant EmpllD E

Preferred Pronoun

[ Mofify H Refresh I

Biographical Details | Contact Information | Regional

Preferred Gender

[ Add H Update/Display

| Organizational Relationships | VA Persen Info

40.

Enter the Employee ID of the retiree to be linked to the dependent in the Linked Participant

EmplID field and tab out of the field.

Linked Participant EmpliD Q

displayed.

The VA Person Info page redisplays with the Click here to add Other Linked Participant Details link
Biographical Details Contact Infermation Regional Organizational Relationships VA Persen Info
Jo Doe Person D NEW
Power Of Attomey | Linked Participant EmpliD \:| Click here to add Other Linked Participant Details
Preferred Pronoun Preferred Gender
m [ Add ] ’ Update/Display ] i Include History ] i Correct History I
Biographical Details | Contact Information | Regional | Organizational Relatienships | VA Person Info

If more than one dependent needs to be linked, refer to the Job Aid titled BN361 Linking
Dependents and Retirees , located on the Cardinal website under Job Aids in Learning .

41.

Click the Organizational Relationships

tab.

Eiographical Details Contact Information

Regional

QOrganizational Relationships VA Person Info
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The Organizational Relationships  page displays.

Biographical Details Contact Information Regional Organizational Relationships VA Person Info

Jo Doe Person ID  NEW

Choose Org Relationship to Add

[l Employee
[ Contingent Worker
[ Person of Interest

Select Checklist Code hd

Add Relationship

l Mofify H Refrash l l Add ” Update/Display H Include History H Cormrect History

Biographical Details | Contact Information | Regional | Organizafional Relationships | WA Person Info

42. Select the Employee checkbox option.
Note: The Hire list item appears in the Select Checklist Code field after selecting the
Employee checkbox option.
JoDoe
Choose Org Relationship to Add
| EITIE]D;EE :
! Contingent Worker
[ Person of Interest
Empl Record 0
| Select Checklist Code | Hire v| @
43. Click the Add Relationship button.

Note: Clicking the Add Relationship but t on validates all the d
required information is missing, Cardinal will generate an alert.

Add Relationship |‘

IMPORTANT: Do not click the Back button in the browser to go back, as all information that
has been entered will be lost.

Review missing information alert message, and go to the tab where the missing information is
captured. Reenter the information before coming back to the Organizational Relationships
tab and click the Add Relationship button again.
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The Job Data page displays with the Work Location tab displayed by default.

New Window | Help | Pery

Work Location Job Information Job Labor Payroll Salary Plan Compensation
JoDos Empl ID
Employee Empl Record 0
Work Location Details & @ I 10f1 v
*Effective Date | 01/27/2026 E
- i b
Effective Sequence \j\ “action ‘ Hire |
HR Status  Active Reason ‘ V|
Payroll Status  Active *Job Indicator ‘ Primary Job V|
I Calculate Status and Dates
© Curent ]

Position Number

D

‘Override Position Data

Paosition Management Record
o v Reg USA a United States
*Company

Business Unit | 15100 Depariment o7 Accounts

*Department

I}

Department Entry Date

Cardinal will auto-assign the Employee ID Number for the dependent (the spouse in this
0 scenario). Make note of the Employee ID Number in the Empl ID field for future use.

44, The Effective Date field defaults to the date entered on the Personal Information page.
Update to the first of the month of eligibility.

*Effective Date |02/01/2026

0 If a warning message displays, review for accuracy and click the OK button.

Warning — date out of range. (15,9)

The date entered is either more than 30 days in the past or 30 days in the future. This is not
normally true for this date. Either acknowledge that the date is OK, or comect the entered date.

oK
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45, The Action f i el d defaults to fiHiredo and no ot her
*Action I Hire VI
Reason ‘ "‘
*Job Indicator | Primary Job V|
46. Click the Reason dropdown button and select the applicable retiree type.

In this Hre@QRPIRet d has .been selected

*Action | Hire v |

Reason | Hir ORP Ret v|

If a warning message displays, review for accuracy and click the OK button.

Warning — date out of range. (15,9)

The date entered is either more than 30 days in the past or 30 days in the future. This is not
normally true for this date. Either acknowledge that the date is OK, or comect the entered date.

OK

47.

Enter the retiree Position Number in the Position Number f i el d (fiCompany
Type + 000) .

I n this @AQNMVORRD0Oe hafs been selected.

Position Number ICWMORPU{I Q I

(

The remaining position related fields on this page will auto-populate once the Position Number
is entered and tab out of the Position Number field.

48.

Click the Job Information tab.

Work Location Job Information Job Labor Eayrall Salary Plan Compensation
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The Job Information page displays.

Work Locaton Job Information Je Laboe Payrsll Salary Plan Compensaban
JoDoe Emp D
Empicyee Empl Record 0
Job Information Details & Q) Ted i w

Effective Date

—

Effective Sequence 0 Action  Hine
HR Status  Aclive
Payrodl Status  Active

Reason  Hir GRP Ret
Job Indgicator  Primary Job

Fulura 2
Jab Code  ORPHEOQ OFRP Ralinsa
Entry Date Q2017026 S0C Code
Supervisor Level E Employes Supervisor Hame
Reports To Wiews Cumerd Incumbenls
RegqulasTemporary  Ragular FullPant  Par-Tinse
Empd Class l hd "Qificer Code I Hons vl
Regular Shift Mot Apphcable Shift Rate [ ]
Classified ind  Classified shift Fagtar | |

Standard Hours (%

49. Click the Empl Class dropdown button and select the applicable Employee Class. In this

example AORPRetireed has been selected.

Empl Class I ORFRetiree VI

50. Click the Payroll tab.

Work Location Job Information Job Lahor Payraoll Salary Flan Compensation

Rev 2/25/2026 Page 100 of 121



/

4/ Cardinal

Benefits Job Aid

BN361 Employee Set Up for Medicare
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The Payroll page displays.

Work Localion Job Informafion Job Labor Payroll Salary Plan Compensalion
Jo Doe Empl ID
Employee Empl Record 0
Payroll Information & @ I 1 v
Effective Sequence 0 Action Hire
HR Status  Aclive Reason Hir ORP Ret
Payroll Status  Aclive Job Indicator  Primary Job 0
Future
*Payroll System | Payroll for Morth America V|
Absence System | Other v|
Payroll for North America &
Tax Location Code E
FICA Status Edit CharfFisld
Combination Code : arisids
Job Data Employment Data Eamings Distribution Eenefits Program Participation
51. Click the Pay Group Lookup i con and sel eRayrol)if MNPO ( Non
Y P Mon-FPayroll
52. Enter the applicable Tax Location Code in the Tax Location Code field.

Tax Location Code E

Other fields in the Payroll for North America
Pay Group. Do not change.

section auto-populate based upon the selected

Payroll for North America &

Pay Group |MNP Q Non-Payroll
Tax Location Code |760 Q
Richmond {City)

Combination Code

Holiday Schedule |NOHOL Q | LOCALITY

| Exempt hd |
Edit ChartFields

FICA Status
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Compensation Rate [

> Comparative Informaton (5

> Py Ratas [

| Dot oy Conmpoenety ]

Pay Comporsats 0

=)

ARy = Chang Comarson I

Step | Action
53. Click the Compensation tab.
Work Location Job Information Job Labor Payroll Salary Plan Compensation
The Compensation page displays.
‘ork Location Wob Iermation St Latas Fayred Falary Flan Compenzabon
[ Ermpl iD
[Ermpicrien Emgpl Reccrd @
Comgmenation Details G EI 1681w
Emestive Date  0E00E0GE 3o T Ry
EMesting Siguiste O S I T
HR Stalus  Actwe Reason  Hir OFF Rel
Payioll SLalug  Acv Jobmdiialed  Primady Job
Futura J

*F A
PGy [+ Al

"Faba Code 50 Comp Rale Currescy Frequency Poroent
i 3 [ 90 In al |[ al | ]+
54. Click the Frequency Lookup i con and select #AMO (Monthly)
*Frequency Monthiy
55. Click the Default Pay Components button.
Default Pay Components
56. Click the Rate Code Lookup i con and sel ect AStateo.
*Rate Code
1 |sTATE a
57. Click the Calculate Compensation button.
Calculate Compensation
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58. Click the Benefit Program Participation link at the bottom of the page.

Job Data Employment Data Eamings Distribution I Benefits Program Participation I

The Benefit Program Participation  page displays.

Benefit Program Participation

Jo Doe Empl ID
Employee Empl Record 0
Benefit Status @ @ | G0

-
Benefit Record Number ¢

Effective Date  pargq/2026

Effective Sequence 0 Action Hire
HR Status  Aclive Reason Hir ORF Ret
Payroll Status  Aclive Job Indicator  Primary Job
Future 0
*Benefits System | Benefits Adminisiration W Benefits Employee Status Aetive

Annual Benefits Base Rate : | usD AGA Eligibility Details

Benefits Administration Eligibility &

Benefit Program Participation Details & @ | 1of1 w I ViewAll
Effective Date  02/01/2026 Currency Code  USD
Benefit Program  PSX Sys delivered empty Ben Pgm

59. Scroll down to the Benefits Administration Eligibility section and complete the following
fields:

1 EligFld2 (e.g., 0070080000 f o ORP
1 EligFld3 ( ANd)

1 Elig Fld 8 (iL2-129

1 EligFld9 (e . gLS-GByi

Elig Fd 5 E Elig FId 6
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Step | Action
60. Click the OK button.
El
61. Multiple Warning messages appear in a pop-up window. Click the OK button for each.
oK l Cancel l

The Organizational Relationships

page redisplays.

Eiographical Details Contact Information Regional Organizational Relationghips VA& Perzon Info
Jo Dog Person ID
Choose Org Relationship to Add
Employee
Contingent Worker
Person of Interest
Empl Record i]
Select Checklist Code | Hire v
Add Relationship
l Mofify ] l Refresh ] [ Add I l Update/Display I [ Include History I l Cormrect History ]
Biographical Defails | Contact Information Regional | OCrganizational Relatienships | VA Person Info

As a reminder, Cardinal has auto assigned the Employee ID Number for the dependent (the
spouse in this scenario). Make note of the Employee ID Number in the Empl ID field for the

next steps.
62. Navigate to the Modify a Person page using the following path:
NavBar > Menu > Workforce Administration > Personal Information > Biographical >
Modify a Person
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Step | Action

The Personal Information Find an Existing Value Search page displays.

Personal Information

Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

0) Recent Searches ‘ Choose from recent searches v| / [ Saved Searches | Choose from saved searches V| /
Search by: | Empl ID |  begins with :

~ Show more options

[ Include History [ Correct History

- e

0 If the Modify a Person page displays, skip to Step 65.

63. Enter the Employee ID for the dependent (the spouse in this scenario) in the begins with field.

Search by: | Empl ID V| begins with I I

64. Click the Search button.

[ Clear l [ [-] Save Search
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Step | Action

The Modify a Person page displays with the Biographical Details

tab displayed by default.

Date of Death EH

Birth Country |USA Unifed States

Birth State

Il

Birth Location

Biographical History @ |

*Effective Date | 01/30/2026

*Gender | Female

I

*Highest Education Level | Bachelors Level Degree A |

Language Code

Alternate ID

I}

I Full-Time Student

Bicgraphical Details Confact Information Regional WA Person Info

Jo Doe Person ID

Name @ | 10f1 w | View All
Effective Date  01/30/2026 E

Format Type English

Display Name Jo Dos l View Mame l

Biographic Information

Date of Birth | 02/15/1961 Years G4 Months 11

| [J Exclude Contact Information?

e v =]
*Marital stam3| ame | As of |01/30/2026

1 View Al

[+][=]

65. Click the VA Person Info tab.

Biographical Details Contact Information Redgional VA Perzon Info

The VA Person Info page displays.

Preferred Pronoun Preferred Gender

m[ Return to Search ” Notify ” Refresh ] Add

Eicgraphical Details | Contact Information | Regional | VA Person Info

Biographical Details Contact Information Regional VA Person Info
Jo Doe Person ID
Power Of Attomey | Linked Participant EmplID E Click here to add Other Linked Parficipant Details

Update/Display

Include History ] [ Correct History
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Step | Action

66. Validate that the employee 6 s Empl oy ee | D Lirkedpartgipant&mpid i n
field. If not, enter the employe e 6s Empl| oyee Saebattond cl i ck t he

Power Of Attorney | | Linked Participant EmplID E Click here to add Other Linked Participant Details
Preferred Pronoun Preferred Gender

ﬁl Return to Search ” Motify ” Refresh ] Add Update/Display Include History Col

67. Click the Save button.

l Retum to Search ” MNotify ” Refresh ]
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The Benefits Personal Data Page
Before enrolling the spouse in Medicare Benefits, the Agency BA must complete the information shown
on the Benefits Personal Data page.

Step | Action

1. Navigate to the Benefits Personal Data page using the following path:
NavBar > Menu > Benefits > Employee/Dependent Information > Benefits Personal Data

The Benefits Personal Data Search page displays.

| & Cardinal Homepage | Benefits Personal Data n a : @
New Window | Hel

Benefits Personal Data
Find an Existing Value

“ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

) Recent Searches | Choose from recent searches v‘ 4 [1 saved Searches | Choose from saved searches v| &

Searchby: | EmplID «| begins with [:]

~ Show more options

[ Include Histery  [J Correct History

Overview of the Cardinal HCM Search Pages . This Job Aid is located on the Cardinal
website in Job Aids under Learning .

0 For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled

2. Enterthe spouse6 s Emp | oy eEmpllidDfield.n t he

Note: Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with ~

3. Click the Search button.

0O Case Sensitive U Include History (J Correct History

-
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Action

The Benefits Personal Data page displays for the spouse.

Benefits Personal Data

JoDoe

Benefits Personal Data

Highly Comp

ted Employee

Person ID

Benefits Personal Data - Date Sensitive

*Effective Date |01/30/2026

O Medicare A Indicator
[CMedicare B Indicator

O Medicare D Indicator

I Retum to Search H Mofify ]

*Highly Compensated Last Year

Mot Eligible for the Plan hd

| View Al

[+][-]

@l 10f1 v

Alternate Medicare Number :
Medicare Reason A :
Medicare Reason B :
Medicare Reason D :

HIPAA Medicare Elig Reason | v|

Update/Display ’ Include Hislory H Correct History ]

Click the Effective Date Calendar

icon in the Benefits Personal Data 1 Date Sensitive

section and select the first day of the month in which the spouse is Medicare eligible.

*Effective Date I

Medicare Number ‘

The Medicare Number field will be entered by the Agency BA when received, and dashes are

not accepted in the field.

Note: Prescription coverage may be delayed until Medicare Number is provided.

*Effective Date

Medicare Number

5. Select both the Medicare A Indicator and the Medicare B Indicator checkbox options.
Note: The Medicare D Indicator is not used in Cardinal and should not be selected.
3 Medicare A Indicator
& Medicare B Indicator
[ Medicare D Indicator
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For End Stage Renal Disease, the Medicare A , B, and/or D Indicator checkbox options will not
0 be checked. OHB is establishing the record for End Stage Renal Disease (ESRD).

6. Click the HIPAA Medicare Elig Reason dropdown button and selectei t her A Ageo
as the applicable HIPPA Medicare eligibility reason.

Note: The HIPAA Medicare eligibilityre as on of f En dDiseatea gies Remlay
by OHB when the employee is in a Non-Medicare Plan and Medicare is Primary.

HIPAA Medicare Elig Reason

Upq age
Disability

End Stage Renal Disease

7. Click the Save button.

l Return to Search H Motify l
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Enroll the Spouse in Medicare

Once the spouse has been hired into Cardinal and linked with the retiree, and Benefits Personal Data
has been updated, the spouse is now eligible for Medicare benefit enrollment. The Agency BA will now
navigate to the On-Demand Event Maintenance page and process the New Hire (HIR) benefit event
for the spouse to enroll the spouse in Medicare.

Step

Action

1.

Navigate to the On-Demand Event Maintenance page using the following path:

NavBar > Menu > Benefits > Manage Automated Enrollment > Events > On  -Demand
Event Maintenance

The On-Demand Event Maintenance Find an Existing Value Search page displays.

On-Demand Event Maintenance
Find an Existing Value

v Search Criteria
Enter any information you have and click Search. Leave fields blank fer a list of all values.

@ Recent Searches | Choose from recent searches V| / [1 Saved Searches | Choose from saved searches V| /

Empl ID | begins with V| | |

Empl Record | = ~
Name | begins with ~
Last Name | begins with V| | |
Second Last Name | begins with v
Alternate Character Name | begins with v

~ Show fewer options

[ Case Sensitive

2. Enter the spoused s E mp | oy eEmplliDDfield.n t he
Note: Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.
Empl ID | begins with ~
3. Click the Search button.
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The On-Demand Event Maintenance page displays.

Jo Dee
Activity Date

Schedule/Prepare Activity

Event 1D o Event Date

Prepare Options

Enroliment Statement

Election Entry

Validate/Finalize

Confirmation Statement

Reprocess

On-Demand Event Maintenance

Ben Record

Empl Record 1]

Action

Event Status Update

Annual Frequency

Finalize/Apply Defaults

Person 1D
Source
Pending Activities 3 Show Activities
Status Class
Event Status
Run Date Frequency
Deduction Frequency
Entered g of 0 Show Plans
Errors o Show Errors
Run Date

Process Indicator | M
Mormal Processing

’ Retum to Search ] [ Matify l

0

4, Click the Show Activities button.
Activity Date Source Empl Record 4]
Schedule/Prepare Activity Pending Activities 3 I Show Activities I Action
The BAS Activity page displays in a pop-up window.
>
Help
Jo Doe Person ID Ben g
Record
BAS Activity
Select Empl Record | Action Source | Event Date Event Effseq gsl?cn COBRA Action
O 0 EZ:‘:;:S 02/01/2026 0 MsC E\
O 0 'é‘f:;"l 02/01/2026 0| HR2 E
] 0 ‘éﬂg;em 02/01/2026 0| HIR E\
==
Benefits Personal Dat a rEeents shauld lgegreaessed im thé MS C o
following order: i HR 2 0 , AiHI Ro, and the AMSCO event | a
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5. Click the Select checkbox option for the tHR20Benefit Event.

Select Empl Record | Action Source | Event Date Event Effseq E?l?on COBRA Action
O o Deneis 02/01/2026 0 mMsC
"""" B oo |
"""" R T e N

0. Click the OK button.

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

Jo Doe PersonlD 00365982000 Ben Record 0
Activity Date  02/01/2026 Source Manual Event Empl Record 0
Schedule/Prepare Activity Pending Activities 3 Show Activilies Action HR?
Event ID ] Event Date Status Class Event Status Update
Prepare Options Event Status

Enroliment Statement Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Entry Entered g of 0 Show Plans
Validate/Finalize Errors 0 Show Errors Finalize/Apply Defaults
Confirmation Statement Run Date
Reprocess Process Indicator [N
Mormal Processing
m [ Retum to Search l ’ Miotify ]
7. Click the Schedule/Prepare Activity button to manually run the Benefits Administration

process for this Benefit Event.
This will process and close the HR2 Benefit Event.

I Schedule/Prepare Activity I
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A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530) |

:

8. Click the OK button to close the message.

OK

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

Jo Doe Person ID Ben Record 0
Activity Date Source Empl Record 0
SchedulefPrepare Activity Pending Activities 2 Show Activities ] Action
Event ID 1 Event Date  02/01/2026 Status  Prepared Class HR2 [ Event Stalus Updaie

Prepare Options Event Status I
Cpen for Processing

Enroliment Statement Run Date

Frequency
Deduction Frequency ' Annual Frequency
Election Entry Entered o of o Show Plans
; A Shen CIFinalize/Apply Defaults
Validate/Finalize Errors o Show Errors
Confirmation Statement Run Date

[ Reprocess ] Process Indicator
El Retumn to Search H Mofify ]

Mormal Processing

9. Click the Show Activities button.

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

X
Help
Jo Doe Person 1D Ben g
Record
BAS Activity
Select Empl Record | Action Source | EventDate | Event Effseq E:l?on COBRA Action
[m] | Heete 0210112026 0| MSC E\
] 0 ‘5‘;5;;3 02/01/2026 0| HIR E\
o [Ezn
10. | Click the Select checkbox option for the fHI RBenefit Event.
. BAS -
Select Empl Record Action Source | Event Date Event Effseq Action COBRA Action
Benefils ,
O ] Persan 02/01/2026 0 MsC E\
i lbpata G 1
E EChange 592{0112026 E DEHIF‘.

11. Click the OK button.

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

JoDoe Person ID Ben Record o
Activity Date  02/01/2026 Source  Job Data Change Empl Record 0
Schedule/Prepare Activity Pending Activities 2 Show Activities ] Action HIR
EventID 1 Event Date  02/01/2026 Status  Prepared Class HR2 I Event Status Update
Prepare Options Event Status .
Open for Processing
Enrollment Stat it
nroliment Statemen Run Date Frequency
Deduction Frequency ' Annual Frequency
Election Entry Entered 0 of 0 Show Plans
inali " CFinalize/pply Defaults
Validate/Finalize Errors o Show Errors
Confirmation Statement Run Date

’ Reprocess ] Process Indicator
I Retum to Search ” Maotify ]

Mormal Processing
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12. | Click the Schedule/Prepare Activity button.

Clicking the Schedule/Prepare Activity button will launch an automated program that

schedules and prepares the activity. This button will be disabled if the Benefits Administration
process has already run.

I Schedule/Prepare Activity |

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530) |

:

13. | Click the OK button to close the message.

OK

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

Jo Doe Person 1D Ben Record 0
Activity Date  02/01/2026 Source Benefits Person Empl Record 0
SchedulefPrepare Activity Pending Activities 1 Show Activities l Action MSGC
Event ID 2 Event Date  02/01/2026 Statuz  Prepared Clags HIR ’ Evenl Status Update
Prepare Options Event Status Qpen for Pracessing
l Enroliment Stalement l Run Date Frequency
® Deduction Frequency O Annual Frequency
l Election Entry l Entered N of 1 Show Plans
Validate/Finalize Errors o Show Errors [ Finalize/Apply Defaults
Confirmation Statement Run Date

l Reprocess ] Process Indicator
E [ Retum to Search ] l Motify l

Mormal Processing
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14. | Click the Election Entry button.

I Election Entry I

The BenAdmin Data Entry page displays in a pop-up window with the Option Election s tab displayed
by default.

BenAdmin Data Entry ps

Help

Event/ Participant Selection Option Election Dependents / Beneficiaries

Sched D EM0O Empl ID Jo Doe Ben Record 0 EventlD 2
Event Data  02/01/202€ |Initial Enrollment Excess Credit Rollover To  Forfeit Excess Credits

~ Available Plans and Options & @ I 10f1 w

Plan Type 10 : Medical

Option Code \j\

Health Provider ID | O Previously Seen

o

Special Requirements

Dependents/Beneficiaries

Enroll All ]

Dependents/Beneficiaries

Covered
Person Type

Relationship to
Employee

Age Limit Flag ‘
] | — 3 © | | =
|

Previously

4
0 Seen

Name

Health Provider ID

Event/ Parficipant Selection | Option Election Dependents / Beneficiaries

15. | Click the Option Code Look up icon in the Plan Type 10: Medical section.

Plan Type 10 : Medical

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

Look Up Option Code x

Help

||Search Results

View 100

Option | Option Benefit | Coverage
| Code | Type Plan Code

104 Option MODV |1

57 Option 650V 1
q 96 Option 65MO 1

97 Option ABS 1

W Waive Optn | (blank) | (blank)

If the Over 65 Benefit Plans do not populate, ensure the Medicare information was accurately
entered.

| f the information is incorrect, update as
Pr ogr a mdIRtEeent tolpiek up the change.

For additional information on re-opening and reprocessing Benefit Events, see the Job Aid titled
Re-opening and Reprocessing a Benefit Event  located on the Cardinal website in Job Aids
under Learning .

16.

Select the applicable Option Code .

In this example, OptionCode i 570 is sel ected.
Option | Option Benefit | Coverage

Code | Type Plan Code

104 Option MCDV |1

67 Option 65DV 1

96 Option 65MC | 1

a7 Option ABS 1

W Waive Optn | (blank) | (blank)
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The Plan Type 10: Medical section redisplays with the selected Option Code displayed.

Plan Type 10 : Medical

Option Code

Health Provider ID | O Previously Seen

Advan6s + RX + Den&Vision (650V) (Single)

17. Click the OK button.

’_ﬁl Cancel H Apply ]

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

Jo Doe Person 1D Ben Record o
Activity Date  02/01/2026 Source EBenefils Persen Empl Record 0
Schedule/Prepare Activity Pending Activities 1 Show Activities ] Action MSC
Event D z Event Date  02/01/2026 Status Entered Class HIR ’ Event Status Update
Prepare Options Event Stat
a & vem us QOpen for Processing
Enrollment Statement
’ l Run Date Frequency
® Deduction Frequency O Annual Frequency
: T— . O Finalize/Apply Defaults
’ \alidate/Finalize l Errors o Show Ermors
Confirmafion Statement Run Date

’ Reprocess ] Process Indicator
ml Retum to Search ” Motify ]

Mormal Processing

18. Click the Validate/Finalize button.

Validate/Finalize
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Administration process has been completed successfully.

Process completed successfully. (3000,530)

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits

19. | Click the OK button to close the message.

OK

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

Jo Doe Person ID

Activity Date  02/01/2026 Source EBenefils Person

Empl Record 1]

Ben Record 0

Schedule/Prepare Activity Pending Activities 1 Show Activities

] Action Msc

EventID 2 Event Date  02/01/2026 Status  Finalized - Enrolled  Class  HIR

Prepare Options Event Status

Enrallment Statement Run Date

Frequency
Deduction Frequency
Election Entry Entered g of 0 Show Plans
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date

Reprocess Process Indicator |

l Retum to Search ] [ Motify l

Mormal Processing

Closed fo Processing

Annual Frequency

FinalizelApply Defaults

l Event Stalus Update

20. | Click the Schedule/Prepare Activity buttonf or t he A/ M&p@icablevent i f
Clicking the Schedule/Prepare Activity button will launch an automated program that
schedules and prepares the activity. This button will be disabled if the Benefits Administration
process has already run.

I Schedule/Prepare Activity I
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A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530) |

:

21. | Click the OK button to close the message.

OK

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

JoDoe Person ID Ben Record 0

Activity Date Source Empl Record [¥]

Schedule/Prepare Activity Pending Activities 0 Show Activities Action

Event ID ] Event Date Status Class Event Status Update

Prepare Options Event Status

Enroliment Statement
Run Date Frequency

Deduction Frequency - Annual Freguency

Election Entry Entered o of 0 Show Plans
s S . Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date
Reprocess Process Indicator M

Hormal Processing

l Retum to Search l ’ Motify l

0 The spouse has been hired, linked to the retiree, and enrolled in Medicare.
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