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Enrolling an Employee with Overrides

Enrolling an Employee with Overrides Overview

Use enrollment overrides when you need to waive eligibility requirements for specific employees.
Using this method of entry, the system does not check for eligibility rules. This should only
be used when you cannot use Enrollment with Eligibility.

This work instruction shows how to use enrollment overrides to enroll employees in plans for
which they would not typically meet the eligibility requirements.

Enrolling an Employee with Overrides Lesson

Procedure

In this lesson you will learn how to enroll an employee with overrides.

SR AL

EnterpriseOne Menu 2] | = ]
Open Applications
You have no running applications. The EnterpriseCne Menu contains several links to the applications

Open New Window These links will always be atthe left of your screens, no matter what application vou are using.

You can also hide the menu when you need more space for your work,

Welcome!

[> NIS State of Nebraska

[ Roles

[:_Actions
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Done € Internet 100% v
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5]
Administrativi ices

Step Action
1.
Click the NIS State of Nebraska link.
[MIS State of Nebraska|
2.
Click the Human Resources/Payroll - Agencies link.
Human ResourcesiPayroll -
Agencies
3.
Click the Benefits Administration link.
[Benefits Administration]|
4,
Click the Terminate/Override Benefits link.
erminate/Override Eleneﬁtsl

Terminate/Override Benefits - Enroliment Overrides

SR AL
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Records 1-1

Plan * Plan ID Plan Plan Option
F D Description Option | Description
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< |

Begin | Begin Status
Status | Description

bane [ @ Ineermet E
Step Action
5. Enter the employee's address book number in the Employee Identification field.
6.
Click the Find button.
7. The system shows all of the plans in which the employee is currently enrolled.
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Step

Action

To enroll the employee in a plan, complete the following fields in the first blank
row on the grid:

Plan ID

Plan Option (if applicable)
Begin Status

Begin Date

Eligible Date
Participation Date

Use the Visual Assist tool if necessary.

When you are finished completing the fields click the OK button.

ORACLE.UZ _
Terminate/Override Benefits - Change Amount or Rate @
OK  Cancel Tools
X B
Employee No. 4874666 KENT, CLARK §
Plan ID LIF0037B ACC. DEATH & DISMEM LABOR
Override Amounts
Employee Payroll Ded DBA 2686 ADED-LABOR 5
Employer Paid Benefit DBA
Flex Cost DBA
Flex Credit DBA
Do iFail €D Internet E 0% v

10.

Note: If the plan requires an amount or rate, the Enrollment Overrides — Change
Amount or Rate window appears.

Type the amount or rate that the employee pays in the Employee Payroll Ded
DBA field, if required.
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[AG)

AdministrativeServices

Step Action
11.
Click the OK button.
12. You have successfully completed this lesson.

End of Procedure.
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