Nebraska Information System (NIS) Changing Enrollment with Eligibility

B Changing Enrollment with Eligibility

Overview

When you need to change an employee's enrollment information, use Work with
Enrollment with Eligibility to make the change.

When an employee wants to stop participating in a plan, you must end the
employee's enrollment in the plan. During an open enroliment period, you might
need to end an employee's enroliment in one plan and then enroll the employee
in another plan.

& You cannot end an employee's enrollment in a benefit plan with an ending
date prior to the last day of the employee's last pay period for which history
exists. If you attempt to use a date earlier than the last day of the last pay
period, the system will default to the last day of the last pay period for which
history exists.

& When you end an employee's enrollment in one plan at the same time that
you enroll the employee in another plan, the effective date of the DBA
associated with the new plan is equal to the effective enrollment date for the
new plan. The system will end the old plan on the day before the date
entered in the Effective Date field.

ﬁ When terminating an employee, you must end the employee's enrollment via
Terminate/Overrides. When you end enroliment for a terminated employee,
the system does not re-enroll the employee in required plans.

Ay Reminder: Changing the amount/rate will end the employee's plan with
the old rate and re-start the plan with the new rate. This will also end
any dependent/beneficiary enrollment that uses the same dates. You
will need to re-attach the dependents/beneficiaries to the new plan
(even though it is the same plan ID as the old rate.)

i) Anytime HR staff use Enrollment with Eligibility, the first day of the pay
period in which the deduction starts must be entered in the Enroliment
Effective Date field on the Employee Master.

This work instruction shows how to change an employee's enroliment information
for plans. Working with Enrollment with Eligibility includes the following tasks:

Change an amount or rate

Correct mistaken enrollment

Change enrollment due to a Status Change

End enrollment

This work instruction includes Additional Functions and Options.

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
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State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal
agency resources and the Department of Administrative Services website:
http://www.das.state.ne.us/.

Navigation

Click Roles, HR_PR .
(Citrix users — right click on the menu, choose View by Role, choose HR_PR.)

Human Resources and Payroll — Agencies > Benefits Administration >
Enroliment with Eligibility

Steps

Change an Amount or Rate Using Eligibility

Start this instruction from the Enroliment with Eligibility — Work with Enroliment
with Eligibility window.

TR,

Enrsliment with Eligibility - Work With Enreliment With Eligibility i
Select  Fnd  Submit Close RetestEigibity Form  Fow  Tooks
v @ % B B

Emplovee |dentification |

Effective Date | [CIDisplay Elected Plans and Plan Options

General | Flex Eleclions

Benefit Group Benefit Status

Date Started
Pay Frequency Total Payroll Deduction

Benefit Group Rule

Category Rule Plan Plan Option
Description Description

< | Ll ] [

1. Complete the following fields:
o Employee Identification

e Effective Date - enter the same date entered in the Enroliment Effective
Date on the Employee Master.

ﬁ To limit your search, type the Category of the Benefit Group in the QBE

(query-by-example) line directly above the Category column in the grid to
search.

ﬁ To limit the records that appear to elected plans with end dates blank or greater
than or equal to the effective date, click the Display Elected Plans and Plan
Options option.

Click Find.

3. Choose the plan for which you need to change the amount or rate, click
Row, Change Amt or Rate.
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ﬁ You can change the amount or rate only for plans with an enrollment
(Enr Sts) of ACT or an enroliment status that starts with the letter A and
that allows an amount or rate change.

4. On Change Amount or Rate, type the amount or rate that the employee pays
in the Employee Payroll Ded DBA field.

5. If applicable, complete the following field:
e Employer Paid Benefit DBA
6. Click OK, and continue with the change.
7. On Enrollment with Eligibility, review the new information:
o Displays a triangle in the row header for the record with the change

e Ending date of one day prior to the effective date for the record with the
change

e A new record with the new rate
8. To complete the change, click Submit.

ﬁ After you submit the change, the triangle disappears.

ﬁ If a plan was not selected in a category that requires an election (ex.
Medical), the Retest Eligibility window appears. Read the directions and
click OK to return to the Work with Enrollment with Eligibility screen.

Enroliment with Eligibility - Retest Eligibility Complete Message
Retest Eligihility Completed

Please review any changes in blue fant color, which hawe bheen made .

These could include the automatic election of default and mandatory

plangsy, or stopping of plans or plan options due to change of
eligikility status.

make correction(s) if needed, and retest eligibility again.

[8]4

ﬁ You can only change one at a time. You will need to click Submit after each
change.

& TO VIEW YOUR CHANGE: Make sure the employees number is in the
Employee Identification field, enter the effective date of the change and make
sure “Display Elected Plans and Plan Options” box is checked. Click Find.
Scroll down to the appropriate code and scroll to the right to view the
Enrollment Date and Payroll Deduction Amount.

9. When finished making all changes, click Close.
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Correct mistaken enrollment using eligibility

Start this instruction from the Work with Enrollment with Eligibility window.

Pl e

Enrsliment with Eligibility - Work With Enreliment With Eligibility i
Select  Fnd  Submit Close RetestEigibity Form  Fow  Tooks |

v & & 8 @& B B B

Emplovee |dentification |

Effective Date | [CIDisplay Elected Plans and Plan Options

General | Flex Eleclions

Benefit Group Benefit Status |

Date Started
Total Payroll Deduction

Benefit Group Rule
Pay Frequency

No records fetched.

; | Categol Category Rule
u gory gory

Plan Option
Description Description

< | Ll ]

1. Complete the following fields:
¢ Employee Identification

e Effective Date - enter the same date entered in the Enrollment Effective
Date on the Employee Master.

Click Find.

n

ﬁ To limit your search, type the Category of the Benefit Group in the QBE

(query-by-example) line directly above the Category column in the grid to
search.

ﬁ To limit the records that appear to elected plans with end dates blank or greater

than or equal to the effective date, click the Display Elected Plans and Plan
Options option.

Choose the row containing the mistaken enroliment.
4. Click Row, Mistaken Enrollment.
ﬁ On Enrollment with Eligibility, the system displays either a trash-can icon
(no payroll history is associated with the record) or an X (payroll history

is associated with the record) in the row header of the record that was a
mistaken enroliment.

5. To accept the correction, click Form, Submit.

& If a plan was not selected in a category that requires an election (ex.
Medical), the Retest Eligibility window appears. Read the directions and
click OK to return to the Work with Enrollment with Eligibility screen.
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Enrollment with Eligibility - Retest Eligibility Complete Message
Retest Eligibility Completed

Please review any changes in blue font colar, which have heen made .

These could include the automatic election of default and mandatory

plan(sy, or stopping of plans or plan options due to change of
eligibility status.

Make correction(s) if needed, and retest eligibility again.

QK |

Change enrollment due to Status Change

Start this instruction from the Enrollment with Eligibility — Work with Enroliment
with Eligibility window.

oo,

Enrellment with Eligibility - Work With Enrellment With Eligibility ]
Select Fpd  Submt Close RetestEighity Form  Rew  Iocks
v &3 3 B OB R

Emplovee [dentification |
Effective Date |

[IDisplay Elected Plans and Plan Options

General |[Flex Elections
Benefit Group Benefit Status |
Benefit Group Rule [ Date Started

Pay Frequency Total Payrall Deduction:

Categary Rule Plan

Plan Optian

Description Description

| m |

1. Complete the following fields:
¢ Employee Identification

e Effective Date - enter the same date entered in the Enrollment Effective
Date on the Employee Master.

Click Find.

Choose each row on the grid that contains a benefit plan or plan option in
which you need to end for the employee.

4. Click Row, Stop - Ovrd Dt/Sts. The Override Date and Status window
appears.
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PeopleSoft.
B
Enrollment with Eligibility - Stop - Override Date and Status ]
O Carce| Jooks
H X B
Ernpiicyos No S0IN0 BILTOFT, LADONNA §
Fian 1D DENIZISM DENTAL MONTHLY
Fian Option PR
Enwotiminr] Begin Date 200G Eruallmerd Erad Dibe
Enroliment Begin Satus IACT ACTIVE Enmalimant End Status
Ligs Bagin Date 200G DA End Date

5. Complete the following fields:
e Enrollment End Date
& The plan will stop the day before the Effective date.
e Enrolliment End Status - use visual assist it needed
Click OK to return to the Work with Enrollment with Eligibility window.

N o

Choose the benefit plan or plan option in which you want to enroll the
employee.

Click Row, Elect.
Click Form, Submit.

© «

ﬁ If a plan was not selected in a category that requires an election (ex.
Medical), the Retest Eligibility window appears. Read the directions and
click OK to return to the Work with Enrollment with Eligibility screen.
Make any additional elections and click Row, Elect and Form, Submit.

Enrollment with Eligibility - Retest Eligibility Complete Message
Retest Eligihility Completed

Please review any changes in blue font colar, which have heen made .

These could include the automatic election of default and mandatory

plan{sy, or stopping of plans or plan options due to change of
eligihility status.

mMake correction(s) if needed, and retest eligibility again.

QK |

10. Click OK.
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End enrollment using eligibility

Start this instruction from the Enroliment with Eligibility — Work with Enroliment
with Eligibility window.

TR,

Enrsliment with Eligibility - Work With Enreliment With Eligibility i
Select  Fnd  Submit Close RetestEigibity Form  Fow  Tooks |

v & & 8 @& B B B

Emplovee |dentification |

Effective Date [CIDisplay Elected Plans and Plan Options

General |(Fiex Elections

Benefit Group Rule Date Started

Benefit Group Benefit Status |
Total Payroll Deduction

Pay Frequency

No records fetched.

Category Category Rule Plan Plan Option
L] Description Description

gl m ] [>

1. Complete the following field:
¢ Employee Identification

e Effective Date - enter the same date entered in the Enroliment Effective
Date on the Employee Master.

Click Find.

n

ﬁ To limit your search, type the Category of the Benefit Group in the QBE
(query-by-example) line directly above the Category column in the grid to
search.

& To limit the records that appear to elected plans with end dates blank or greater
than or equal to the effective date, click the Display Elected Plans and Plan
Options option.

TS,

Enrollment with Eligibility - Work With Enrollment With Eligibility 5]
Select  Fpd  Submit Close RetestEighity Form  Eow  Iooks
[=]

v @ 8 B B

Employes Identification [107351 TEST, BARBARA A ||
Effective Date 01/09i2006 [¥] Display Elected Plans and Plan Options

Benefit Graup EDUIC-M EDQUCATION, DEFT. QF-MO. Benefit Status A Active
Benefit Group Rule 0 A Agency Original Hire Date 01162001
Pay Frequency [M Monthly Total Payroll Deduction izan B0

Records 1-15

] e . assrigion Daroririon

[0 « MEDICAL Must select one (Required)  MEDOOE1M BCBS BLUECHOICE HEALTH INS MNT  4PA 4 PARTY BCBS BLUECHOICE HEALTH \‘_A_
[0 « DENTAL Must select one (Required) DENOOO4M DEMTAL 4 PARTY MMNTHLY* I=
[l NEIEE Mustselect one (Required)  LIFO031M BAZIC LIFE MMTHLY [
0O « LIC Mo rules apply-select any ite LTCO001M LONG TERM CARE EE MNTHLY |
[0« LD Must selectone (Required)  LTDOOO1 W LTD FERM 3 MONTH, 60% MNTHLY I
[0« wisioN Must select one (Required)  WISO004M WISION 4-PARTY MMTHLY™ (™
<] Im | ]
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3. Toend enrollment in a plan, choose the plan; click Row, Stop — Ovrd

Dt/Sts. The Enrollment With Eligibility — Stop — Override Date and Status

window appears.

-]
Enrellmant with Eligibiliey - Stop - Overrids Date and Status
W Cancel Todls

-]
Emakyee No. ELIITT DANDIOLA, TEST £
Flan 1D MECDATOM MUTUAL PO HEALTH INS MNTHLY
Flan Ogtion FAM
Eruglimeni Bugin Dl s Enroliment End Dae
Eneoliment Begin Status rai ACTIVE Enmlimient Eni Stalus
LEA Bagin Date GT2005 DA End Date

PeopleSoft.

On the Enrollment With Eligibility — Stop — Override Date and Status window,
complete the following fields:

e Enrollment End Date

e Enrollment End Status

Click OK. The Enrollment with Eligibility - Work with Enrollment with
Eligibility window appears.

On Enrollment with Eligibility, the system displays a circle with a line through
it in the row header of the record for which you ended enrollment.

To cancel the change, double-click the row header for the plan.
To complete the change, click Form, Submit. The Enrollment with Eligibility -

Work with Enrollment with Eligibility window appears.

ﬁ If a plan was not selected in a category that requires an election (ex.
Medical), the Retest Eligibility window appears. Read the directions and
click OK to return to the Work with Enrollment with Eligibility screen.

Enrollment with Eligihility - Retest Eligibility Complete Message
Retest Eligibility Completed

Flease review any changes in blue font colar, which have heen made .

These could include the automatic election of default and mandatory
plan(s), or stopping of plans or plan options due to change of
eligikility status.

Make correctionis) if needed, and retest eligibility again.

oK
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ﬁ After you submit the change, the circle with a line through it disappears.
9. Click Close.
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