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Running the TLC Data Sheet Report Overview

Prior to each new plan year, the TLC Data Sheet is created using the existing group profile information
and plan selections chosen the previous year. Localities should review and update as appropriate. Once
the Data Sheet information is entered, validated, and certified, Localities have the opportunity to run the
TLC Data Sheet Report, which provides a PDF version of the TLC Data Sheet for recordkeeping. This
Job Aid walks users through the steps to run the TLC Data Sheet Report.

Note: This Report should be run after submitting your TLC Datasheet changes.
This report can be run for:

e All of a user’s TLC groups: This includes both main groups and any subgroups
e A specific TLC group: Users can choose to see the report for just one particular group

For instructions on entering and updating the TLC Data Sheet or your Locality’s TLC Contacts, refer to
the Job Aids titled BN361 TLC Data Sheet Locality and BN361 TLC Contacts Locality, located on the
Cardinal website in Job Aids under Learning.

To find your Locality’s Company and Department codes, see the Job Aid titled TLC Cardinal Locality —
Company and Department Codes located on the Cardinal website in Job Aids under Learning.
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Revision History
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Running the TLC Data Sheet Report

Step | Action

1. Navigate to the TLC Data Sheet Report using the following path:

NavBar > Menu > Benefits > Employer Information > TLC Data Sheet Report

The TLC Data Sheet Report Find an Existing Value page displays.
TLC Data Sheet Report

o a : @
New Window | Help
TLC Data Sheet Report
Find an Existing Value @Add a New Value
~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.
|
{3 Recent Searches | Choose from recent searches V| v [ Saved Searches | Choose from saved searches Vl /‘

Searchby. Run Control ID begins with I:I

~ Show more options

Click the Search button to see if a Run Control ID already exists for the report.

0 A Run Control ID is required to run reports in Cardinal.

Once a Run Control ID has been created by a user for a report, it does not have to be
recreated and will display when the Search button is clicked.

Users should always do a search before creating a new Run Control ID.

3. If multiple results display, click Drill in icon on the desired Run Control ID row and proceed
to Step 9.
~ Search Results
2 results
120f2 v | view Al
Run Control ID

(e THePATER

KZ_TLC DataSheet >
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Step | Action

4. If only one Run Control ID exists, Cardinal will open the Run Control page for the report.

Proceed to Step 9.

TLC Data Sheet Report

Run Control ID kHz TLC_DATASH

Run Control Parameters

“Year |2025-2026 Q|

*Renewal Period | July v |

O All Group IDs
® Select Group 1D

Select Group 1D

Report Manager ~ Process Monitor

(B[]
TLC Group
1 a| KIS
I Return to Search ” Notify ] Add Update/Display
5. If no Run Control ID exists, Cardinal will display “No matching values were found.”

Proceed to the next Step.

v Search Results

No matching values were found.

6. Click the Add a New Value button.

® Add a New Value
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Step | Action

The TLC Data Sheet Report Add a New Value page displays.

£ Process List TLC Data Sheet Report 0 a : @
New Window | Helg
TLC Data Sheet Report
Run Control ID :
Add
7.

Enter a Run Control ID for this report in the Run Control ID field.

Add

The Run Control ID serves as a name for a set of saved report parameters and must be
unique. A Run Control ID cannot exceed 30 characters and cannot contain spaces or
wildcard symbols, but underscore characters are permitted.

Once a Run Control ID is created and saved it cannot be deleted.

8. Click the Add button.

Note: For this example, a Run Control ID of KZ_TLC_DATASH has been used.

Run Control ID ||-Q_T|_C_DATASH

Add
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Step | Action

The TLC Data Sheet Report page displays.

TLC Data Sheet Report

Run Control ID k7 T.c DATASH Report Manager  Process Monitor

Run Control Parameters

*Renewal Period

® All Group IDs
C Select Group 1D

(7o) oo

9. Click the Year Look up icon in the Run Control Parameters section.

Note: This is a required field.

*Year | .

*Renewal Period | v |

® All Group 1Ds
C Select Group ID
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Step | Action

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

Look Up Year ®

Help

Search by: Range From begins with :

Search Results

View 100 1-6 0f 6 *
Range From

2020-2021

2021-2022

2022-2023

2023-2024

2024-2025

2025-2026

10 Click the applicable year range link in the Range From field.

Search Results
View 100
Range From
2020-2021
2021-2022
2022-2023
2023-2024

2024-2025

2025-2026
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Step | Action

The Run Control Parameters section redisplays.

Run Control Parameters

*Year |2025-2026 Q
“Renewal Period

® All Group IDs
O Select Group 1D

11. | Click the Renewal Period dropdown button.
Note: This is a required field.

Run Control Parameters

*Year |2025-2026 Q
“Renewal Period

® All Group IDs
) Select Group ID

The Renewal Period dropdown list displays.

Run Control Parameters

“Year |2025-2026 Y

*Renewal Period

® All Group IDs
O Select Group Il Al

October

12. | Select the applicable [Renewal Period )for the report.

Note: If you are unsure when your renewal occurs, contact tic@dhrm.virginia.gov

Run Control Parameters

“Year |2025-2026 Q|

*Renewal Period

® All Group IDs
C Select Group |

July
Cctober
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Step | Action

The Run Control Parameters section redisplays.

Run Control Parameters

“Year |2025-2026 Q |

*Renewal Period M|

13. | Select either the All Group IDs or the Select Group ID radio button. For the example below,
the Select Group ID radio button has been selected.

Note: The All Group IDs radio button is selected by default. To run the report for a specific
Group ID or IDs, the Select Group ID radio button must be selected.

e All Group IDs radio button — Allows users to run the report for all their TLC groups (both
main groups and any subgroups)

e Select Group ID radio button — Allows users to select one or more specific Group IDs to
view in the report

Run Control Parameters

“Year | 2025-2026 Q |

*Renewal Period
' All Group IDs
@ Select Group 1D

14. | Click the TLC Group Look up icon.

OAll Group IDs
@ Select Group ID

Select Group ID
‘E |E| 110f1 v

TLC Group

I [a] [+]
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Step | Action

The Look Up TLC Group page displays in a pop-up window.

Look Up TLC Group x

Help A

Search by: | TLC Group | begins with :}

Search Results

Only the first 300 results of a possible 398 can be displayed.

View 100 1-300 of 300 v
TLC Group Business Unit
047001000 LOCAL
047002000 LOCAL
047004000 LOCAL
047005000 LOCAL
047006000 LOCAL
047007000 LOCAL
047008000 LOCAL
047010000 LOCAL
047013000 LOCAL
047015000 LAl

15. | Click the applicable TLC Group ID link in the TLC Group section.

View 100

TLC Group Business Unit

047001000 LOCAL
LOCAL

047004000 LOCAL

naTRnEnn Lnna

[Iﬁ you do not know your Group ID, see the Job Aid titled TLC Cardinal Locality - Company
and Department Codes. This Job Aid is located on the Cardinal website in Job Aids under
Learning.
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Action

Step

The Run Control Parameters page redisplays with the TLC Group ID displayed in the Select Group

ID section.

Run Control Parameters

*Year |2025-2026 Q
“Renewal Period

C All Group IDs
® Select Group ID

Select Group ID

=[S

TLC Group

1 [ 047002000

aj

[+ | [5]

repeating Steps 14 — 15.

Additional TLC Group IDs can be added by clicking the Add a New Row button, and

Select Group ID
(2]
TLC Group
1 [ 47002000 Q| E
Select Group ID
(2] cEr
TLC Group
1 [047002000 Q] E
2 | 047004000 Q | E

16.

Report Manager  Process Monitor Run

Click the Run button on the top right side of the TLC Data Sheet Report page.
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Step | Action

The Process Scheduler Request page displays.

Process Scheduler Request X

Help

UseriD v TRN_BN36101 Run Control I KZ_TLC_DATASH
Server Name Run Date | 12/23/2025
Recurrence v Run Time 9552440 | [ Reset to Current Dats/Time

Process List

‘ Select | Description ‘ Process Name ‘Pmcess Type ‘ *Type |xFurmﬁl | Disfribution
|TLC Data Sheet Report ‘ V_BN366_RPT ‘ Agplication Engine ‘ | Distibution

A

>

17. | Click the OK button.
——]

The TLC Data Sheet Report page redisplays with a Process Instance number displayed.

TLC Data Sheet Report

Run Control ID k7 110 DATASH Report Manager  Process Monitor

Process Instance:4338;

Run

Run Control Parameters

*Year |2025-2026 Q
*Renewal Period

O All Group IDs
® Select Group ID

Select Group ID

@ 1-10f1 v ‘

| TLC Group ‘ ‘

1 ‘ |n4?onznon a |

Add Update/Display

Rev 2/18/2026 Page 13 of 16



@ Cardinal Cardinal TLC Job Aid
Ve TLC Running the TLC Data Sheet Report

Step | Action

18. Click the Process Monitor link.

Report Manager | Process monor|  Run

The Process List page displays.ﬂ

ProcassList  ServerList

View Process Requests

UseriD [VTRN BN381 Q] Type [ ~] (et v ‘ 1‘ [Days ] | = |
server | Y] e | al s [ e Cear

. .

~ Process List

@ 00fo v I view Al

Select |Instance | Seq. Run Control ID Process Type Process Name | User Run Date/Time Runstatus | SS0U5ON Anerails | actions
1338412 KZ_TLC_DATASH | Appiication Engine V_BN66_RFT | V_TRN_BN36101 | 120232025 9:56:24AM EST Success Posted Details v Actions
4338411 KZ_TLG_DataSheet | Appiication Engine V_BN366_RFT | V_TRN_BN36101 | 120232025 8:55 15AM EST Success Posted Detaits ~Actions

19. | Review the following two fields and values to verify they display as noted below
Run Status = “Success”
Distributions Status = “Posted”

Distribution
Run Status Status
| Success Posted

20. | If these fields display any other value, click the Refresh button until the values display as
noted above.

Refresh

21. Once the Run Status = “Success” and the Distribution Status = “Posted”, click the Actions
link in the Action field.

Actions+
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Step | Action

The Actions dropdown list displays.

Update Process >
Details
Parameters

Message Log

Batch Timings

View Log/Trace

22. | Click the View Log/Trace list item.

Update Process >
Details
Parameters

Message Log

Batch Timings

View Log/Trace

The View Log/Trace page displays in a pop-up window.

View Log/Trace *
Help
Report
ReportID 3405259 Process Instance 4328412 Message Log
Name V_BN386_RPT Process Type Application Engine
Run Status  Success
TLC Data Sheet Report
Distribution Details
Distribution Node  hrtm Expiration Date | 01/22/2026
File List
Name File Size (bytes) Datetime Created
AE_V_BN366_RPT_4338412.10g 3,416 12/23/2025 9:56:40.517323AM EST
V_BN366_RPT.pdf 11,104 122312025 9:56:40 517323AM EST
Distribute To
Distribution ID Type =Distribution ID
User V_TRN_BN36101
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Step | Action

23.

Click the PDF version of the report in the File List section in the Name field.

File List
Name

AE_V_BN366_RPT_4338412.l0g

File Size (bytes)

3.416

11,104

Datetime Created

121232025 9:56:40 517323AM EST

1212312025 95640 517323AM EST

The TLC Data Sheet Report displays in a PDF format.
Note: This report may have multiple pages, as shown in this example.

=  V.BN366 RPTpdi

2025 - 2026 The Local Cholcs (TLC) Data Shoet
King Wiliam County - Gounty

Group: Applies 10 all Group IDe

[x [GowmmetGowp | [saromicms | |

[ oy Revows:_Beges 71028

Ends: 6302026

Agrou
e primary.

oup D,

This group has one Geoup ID and one FEIN

This groun has more than one Groun 1D and one FEIN

X |7 Group 1D and

Prmary 1> 047002001 King Witam Coury 055

Tsiooirs

Aadorai®® | 047082000 i iam Gy ~Gouny

Teseanrars

Applios to al Group 10s.

Envolee Category

Biing Method

FullTime Employees

Group Biting

Part-Tene Employoes.

Elected Offcial with full tms premiuen

Group Biling

Eloctd Official with part-4me premiam

Extended Coverage/COBRA Qualfied Beneficiaries - Reguiar

Divect Bling

Earty Rotroes - not elgtle for Medcare

Medicare Relrees - eligbse for Medicare

Duect Bling
Divect Billing

‘Spit Contract Dependents of Retirees

Diect Bling

Refiree Survivor - not eagibie for Medcare

Dvect Biing

Retiree Survivor - elgtle for Medicare

Direct Billing

[ Extended Coverage/COBRA Qualfied Beneficiary - Disabiley

Dvect Bling

[ Surivar of Employee extra month coverage

Siictien Rubes: Appiien 16 of Sosup D8

1o period): Applies 1o all Group 0

[ X ot o wating ped
[ [ 2 Watig pevic 160 caye)

0| Number of days allowed to make the envoliment election request

Panicipation: Applies to all Group IDs

Prenary ID: 047002000

Envolied Count Waived Count

Elgbie Court (Enroled + Waivod)

Fubtime Employees

B »

121

Total for s Group 10
Total Partcipation Percentage

3 %

121
0%

Plans: s

Key Advantage Pian Choices

Key Adv 290 Comprehenaive Dent
Key Adv 250 Preventive Dent
Key Adv 500 Comprehensive Dent

The TLC Data Sheet Report can be downloaded and saved or printed as needed.
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