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PURPOSE 
The State of Nebraska provides a monthly reimbursement to full-time, permanent teammates who have enrolled in 
TRICARE medical coverage in lieu of the State offered medical healthcare coverage. This document is to assist you in 
verifying/approving teammate TRICARE events and entering external payroll deductions.  

 

TRICARE REIMBURSEMENT PROGRAM QUALIFICATIONS 
Teammate must meet all the criteria below to be eligible for this program. 

1. Teammate must be Permanent and Full time with State of Nebraska. 
a. Temporary, On-Call, Part-Time and Senators do not qualify. 

2. Teammate must be within one of the following Workday Benefit Groups. 
a. Full-time Bi-Weekly. 
b. Full-time Monthly. 
c. Full-time FOP. 
d. Full-time State Patrol Monthly (not SLEBC). 
e. Law Clerks. 
f. SLEBC. 

3. Teammate must be 
a. Retired from a branch of one of the Armed Forces with twenty years of active Military Service. 

Documentation should include: 
i. DD214 

ii. Retirement papers/Separation Orders 
b. Retired from the National Guard or Reserves with twenty years of service and over 60 years of age. 

Documentation should include: 
i. Notification of Eligibility for Retired Pay for Non-Regular Service (20 Years), which is commonly 

referred to as a 20-Year Letter. 
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ii. Retirement papers. 
4. Teammate must be enrolled in TRICARE. Proof of TRICARE enrollment could include: 

a. TRICARE Medical Card. 
b. Proof of TRICARE coverage from milConnect. 

5. Teammate must be the primary member on TRICARE (teammate does not qualify if on spouse’s TRICARE). 

 

TRICARE INSURANCE INCENTIVE REIMBURSEMENT PROCESS 
Teammate works with their HR Partner to enroll in the program. In the event the teammate has SoN Medical coverage, 
the teammate will work with the Benefits Team to stop SoN Medical coverage. Teammate cannot have both TRICARE 
and SoN Medical coverage. 

 

HR Partners are responsible for: 

• Verifying TRICARE/Military documents. 
o Entering ID information in Workday. 

• Approval / Denial of TRICARE Insurance Incentive event. 
• Entering TRICARE external payroll deduction. 

o Stopping the TRICARE external payroll deduction if the teammate drops TRICARE coverage. 
• Letting the teammate know he/she needs to complete the Gain of other Eligible Group Coverage event if they 

are currently enrolled in a State of Nebraska medical plan. 

 

REVIEW TRICARE INSURANCE INCENTIVE ENROLL/STOP EVENT 
1. Log in to Workday to review the TRICARE Insurance Incentive Enroll/Stop event (in your inbox tasks). 

 
2. Verify forms –  

a. Retired from any branch of the Armed Forces 
i) DD214 

(1) Block 12c (net active service this period) to Block 12d (total prior active service to determine if it equals 
20 years of service; and 

(2)  Block 23 should say “retirement”; and  
(3) Block 28 should read "sufficient service for retirement” 

ii) Retirement papers/Separation Orders 
iii) Proof of TRICARE enrollment  

(1) TRICARE Insurance Card 
(2) TRICARE Eligibility Letter 

b. Retired National Guard or Reserve 
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i) Twenty-year letter 
ii) Retirement papers 
iii) Proof of TRICARE coverage  

(1) TRICARE Insurance Card 
(2) TRICARE Eligibility Letter 

3. Enter document information from teammate record. 
a. Personal > IDs > Edit Other IDs. 

 
b. Click on the plus sign (+) and using the drop-down arrow, select the document type. 

 
 

APPROVE 

1. If the teammate is missing documentation or is denied, send event back with information. 
a. If you need to send the event back to the teammate, notify them via separate email. Workday does not send out 

emails. 
2. If the documentation is correct, click the Approve button. 

 

ENTER EXTERNAL PAYROLL DEDUCTION 

1. Once the event is approved, you need to enter an external DBA for the reimbursement process to begin. 
a. On the teammate’s profile: 
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i) Click on Related Actions > click Payroll Interface. 

 
2. Maintain External Payroll Input for Worker pop up box will appear – no need to enter dates. 
3. Click OK. 

 
4. Click on the plus sign (+) to add a new row. 

a. Enter appropriate DBA (see table below). 
b. Enter the Name of the DBA -*Earning/Deduction box, hit enter button. 
c. Start date is always the first of the month following the approval date. 
d. Scroll over and enter the amount in Input Value box. 
e. Click OK. 
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DBA (*Earning/Deduction) DBA Frequency Coverage Type Amount 
TC BW EE 6901 Bi-Weekly Single Coverage  $250 
TC BW FAM 6902 Bi-Weekly Family Coverage  $500 
TC MO EE 6903 Monthly  Single Coverage $500 
TC MO FAM 6904 Monthly  Family Coverage $1000 

 

REVIEW FOR STATE OF NEBRASKA MEDICAL PLAN 

Teammates cannot be enrolled in both the TRICARE Insurance Incentive Program and a State of Nebraska medical plan.  

1. After you approve the TRICARE Insurance Incentive Enroll/Stop event, check to see if the teammate is currently 
enrolled in a State of Nebraska medical plan. 
a. If no, the enrollment process is complete. 
b. If yes, then contact the teammate to instruct them to complete the Gain of Eligibility for other Group Coverage 

event to drop their enrollment in the State of Nebraska medical plan.  

 

TEAMMATE DROPS TRICARE COVERAGE 

If the teammate notifies you that he or she has dropped their TRICARE medical coverage, they must complete the same 
event they did to enroll in the TRICARE Insurance Incentive Program. 

1. Once that is done, review the TRICARE Insurance Incentive Enroll/Stop event. 
a. If the teammate selected WAIVE, then approve. 
b. If the teammate is still enrolled, send the event back to the teammate. She/he will have to edit the event 

appropriately. 

 
2. Once you approve the event, edit the external deduction (see process above). 

a. Enter an End Date on the TRICARE external deduction ( 

 
3. If the teammate expresses interest in enrolling in a State of Nebraska medical plan, they need to complete the Loss 

of other credible group coverage event. 
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QUESTIONS? 

If you have questions about anything included in this document, or about the process overall, please send an 
email to:as.employeebenefits@nebraska.gov  

 

DOCUMENTATION EXAMPLES 
DD214 (blank) 

 
 

mailto:as.employeebenefits@nebraska.gov
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TRICARE Member Letter 
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TRICARE Beneficiary, Page 1 
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20 Year Retirement Letter, Page 1 
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Army National Guard Retirement Form 
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