How to enroll state split employees in their Open Enrollment elections for 2005

3 scenarios:  benefit groups have already been established and assigned to each state split employee 

2 full times

2 part times

1 full time, 1 part time

2 FULL TIME STATE SPLIT EMPLOYEES

1. Collect all paperwork from the employee regarding their elections for:

Medical, Dental, Vision, Life insurance, and Flexible Spending Accounts.

2. Use menu path:  HR and Payroll – Agencies > Benefits Administration > Terminate/Override Benefits

3. Enter employee’s Address book number in the header section, click Find to see the employee’s current elections in the grid.

4. Scroll all the way to the right in the grid to ensure that their Medical, Dental and Vision plans have been terminated.

a. If the 2004 plans have not been terminated, enter TRT in the End Status field in the row of the appropriate plan, enter the Ending Date (last day of the last payroll in 2004).  Then, click OK and reenter the Terminate/Override Benefits screen.

b. If the 2004 plans HAVE been terminated, proceed to the next step.

5. Scroll to the bottom in the grid and click in the first blank field of the last blank row.

6. Enter each of the employee’s new elections referring to the Excel worksheet named          TWO FULL TIME STATE SPLITS (Left side = Primary employee, Right side = Secondary) 

a. Plan ID (i.e. MED0096B), 

b. Plan option (2PA), 

c. Begin status (ACT), 

d. Begin date (the first day of the first payroll of 2005 – in December).  

*Be sure to tab through the fields and tab at the end of the row to start a new row.

7. When all of the primary employee’s plans have been entered, click OK.

2 PART TIME STATE SPLIT EMPLOYEES

(The primary employee is the one who has been employed with the State of NE the longest.)

1. Collect all paperwork from the employee regarding their elections for:

Medical, Dental, Vision, Life insurance, and Flexible Spending Accounts.

2. Use menu path:  HR and Payroll – Agencies > Benefits Administration > Terminate/Override Benefits

3. Enter employee’s Address book number in the header section, click Find to see the employee’s current elections in the grid.

4. Scroll all the way to the right in the grid to ensure that their Medical, Dental and Vision plans have been terminated.

a. If the 2004 plans have not been terminated, enter TRT in the End Status field in the row of the appropriate plan, enter the Ending Date (last day of the last payroll in 2004).  Then, click OK and reenter the Terminate/Override Benefits screen.

b. If the 2004 plans HAVE been terminated, proceed to the next step.

5. Scroll to the bottom in the grid and click in the first blank field of the last blank row.

6. Enter each of the employee’s new elections referring to the Excel worksheet named          TWO PART TIME STATE SPLITS (Left side = Primary employee, Right side = Secondary) 

7. For Medical Insurance ONLY:  The amount of the primary employee’s FTE (part time employees must be greater than .5 FTE to be eligible for State benefits) and the amount of their spouse’s FTE determines the rates at which the employees and the agency/agencies will pay.

*Use the Excel Spreadsheet named SPLIT CALCULATION WORKSHEET SAMPLE FOR AGENCY – also see attached instructions on how to use this spreadsheet.

8. When all of the employee’s plans have been entered, click OK.

1 FULL TIME AND 1 PART TIME STATE SPLIT EMPLOYEE

(The primary employee is the one who is employed full time.)

1. Collect all paperwork from the employee regarding their elections for:

Medical, Dental, Vision, Life insurance, and Flexible Spending Accounts.

2. Use menu path:  HR and Payroll – Agencies > Benefits Administration > Terminate/Override Benefits

3. Enter employee’s Address book number in the header section, click Find to see the employee’s current elections in the grid.

4. Scroll all the way to the right in the grid to ensure that their Medical, Dental and Vision plans have been terminated.

a. If the 2004 plans have not been terminated, enter TRT in the End Status field in the row of the appropriate plan, enter the Ending Date (last day of the last payroll in 2004).  Then, click OK and reenter the Terminate/Override Benefits screen.

b. If the 2004 plans HAVE been terminated, proceed to the next step.

5. Scroll to the bottom in the grid and click in the first blank field of the last blank row.

6. Enter each of the employee’s new elections referring to the Excel worksheet named            ONE FULL TIME ONE PART TIME STATE SPLIT (Left side = Primary employee, Right side = Secondary) 

7. For Medical Insurance ONLY:  The amount of the secondary employee’s FTE (part time employees must be greater than .5 FTE to be eligible for State benefits) determines the rates at which the employees and the agency/agencies will pay.

*Use the same STATE SPLIT DYNAPLAN worksheet you have been using.
8. When all of the employee’s plans have been entered, click OK.
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