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Enroll Employees in College Savings Plan

(These instructions replace all previous instructions for College Savings Plans, effective March 9, 2004).

ROLE:  HR/Payroll Contact.  Enroll employees in benefits 

Task Steps
Navigation:  

1. Human Resources and Payroll-Agencies

2. Benefits Administration

3. Enrollment with Eligibility

4. On the Enrollment w/ Eligibility-Work with Enrollment with Eligibility screen, in the header enter Employee Id number and Effective Date (the date you want the deduction to begin).

5. The following information listed below appears after the Employee Number is entered and the cursor is placed in Effective Date field.  Review the following information:

	Field
	Data

	Benefit Group
	(Benefit group assigned to employee)

	Benefit Status
	Active

	Last Date Started
	(Employees last date started)

	Pay Frequency
	(Employees pay frequency)


6. On the grid, in the QBE above Category, enter COLLSAV.

7. Click Find.

8. In the Grid Area, check mark the line with category ‘COLLSAV’ (there should only be one line shown).  NOTE:  Plan ID = COLLSAV1.

9. Go to the Row Exit, Click Elect.

10. On the Change Amount or Rate Window, type the PAY PERIOD AMOUNT that the employee will pay towards this plan.

11. Click OK to close Change Amount or Rate Window
12.  Review the amount in the Payroll Ded. Amount field on the General tab on the Work with Enrollment with Eligibility screen

NOTE:  Before you click submit to save the elections, you can undo an incorrect election by check-marking next to election, then click on the Row Icon and click on mistaken enrollment.

11. Click SUBMIT to save your entries

12. Click Close

Note, the employee could be enrolled from the Terminate/Override Screen too, but this is the recommended procedure.

Expected Results

	

	Employee set up in College Savings Plan.  See the next page to CHANGE an existing College Savings Plan amount.

	(If any one time overrides need to be done for any adjustments the DBA for College Savings Plans is 8110.)


TO CHANGE A COLLEGE SAVINGS AMOUNT/RATE AFTER THE EMPLOYEE IS SET UP AS INSTRUCTED ABOVE:

1. Human Resources and Payroll-Agencies

2. Benefits Administration

3. Enrollment with Eligibility
4. On the Enrollment w/ Eligibility-Work with Enrollment with Eligibility screen, in the header enter Employee Id number and Effective Date.  THE EFFECTIVE DATE WILL BE THE DATE YOU WANT THE NEW DEDUCTION AMOUNT TO BEGIN.
5. On the grid, in the QBE above Category, enter COLLSAV.

6. Click Find.

7. In the Grid Area, the COLLSAV category will show with the Plan ID = COLLSAV1.  The line will already be checkmarked.

8. Place a checkmark in the small square next to COLLSAV and click ROW>Change Amt or Rate.

9. When the change amount or rate box appears, enter the NEW rate.

10. Click OK.  (You will see a second line below the first one with the new rate.)

11. Click SUBMIT.

12. Click CLOSE.

Expected Results

	Employee deduction amount is changed effective on the date you entered in the Effective Date field.  

NOTE:  If you look in Terminate/Overrides you will see the system put in a TRT in the End Status field and an ending date on the original one.  You should see a second line with the same plan ID, ACT for the Begin Status and the Begin Date will be the date you entered in the Effective Date field.


