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ORP Retiree Guide Overview

The purpose of this Job Aid is to provide the complete step-by-step process for the two most common
ORP Retiree scenarios. These instructions include transactions completed both by a Human Resources
(HR) Administrator and a Benefits (BN) Administrator. The two scenarios covered in this guide are:

e Scenario 1: Employee has Self + Spouse coverage. The employee retires and both the
employee and spouse are under the age of 65.

e Scenario 2: Employee has Family coverage. The employee retires, is over 65, and the spouse is
not. Hire the youngest dependent as an employee and enroll in benefits. Note: The same steps
apply if the employee has Employee + Spouse coverage and the employee is over age 65 and
retires. Hire the under-65 spouse as an employee and enroll in benefits.

The HR Administrator and the BN Administrator will need to work together closely to complete these
transactions.

Once the employee’s retirement is effective and active employment with the Agency has been
terminated, the Agency HR Administrator must change the Email Option Selection on the retiree’s
Personal Data record to “Employee Provided Email”. This can be done earlier, only if the retiree will be
using their time off (leave) until the date of their retirement. After the Email Option Selection is
changed, the HR Administrator should notify the retiree that the Cardinal credentials have changed and
that they will need to re-register in Okta with the personal email address that they provided. If the Email
Option Selection is changed too early, the retiree will lose access to Cardinal. This could potentially
impact their ability to fulfill their responsibilities to the Agency, and they will need to re-register through
OKTA using their personal email address.

Navigation Note: Please note that you may see a Notify button at the bottom of various pages utilized
while completing the process within this Job Aid. This “Notify” functionality is not currently turned on to
send email notifications to specific users within Cardinal.
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Revision History

Revision Date Summary of Changes

7/15/2026 Notes added pertaining specifically to retirees declining medical coverage
permanently, including updates to Elig Fld 5, no Election Entry, and no updates to
the Benefits Personal Data page.

3/23/2026 Baseline.
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Employee has “Self + Spouse” coverage. The employee retires and both the employee and spouse are
under the age of 65.

Retirement Process
First, the employee must be retired. This transaction is completed by an HR Administrator.

Step

Action

1.

Navigate to the Job Data page using the following path:
NavBar > Menu > Workforce Administration > Job Information > Job Data

The Job Data Find an Existing Value Search page displays.

Job Data
Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

{T) Recent Searches | Choose from recent searches v‘ f [ saved Searches | Choose from saved searches

EmplID | begins witn v | |

Name ‘ begins with v‘ |

Last Name ‘ begins with V‘ |

Second Last Name ‘ begins with V‘ |

Alternate Character Name | begins with v | |

l
Empl Record ‘ = v| | ‘
|
\
|
|
|

Middle Name | begins wilh | |

- Show fewer opticns

[ case Sensitive O Include History

For more information pertaining to the Cardinal HCM Search pages, refer to the

Job Aid titled

Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal

website in Job Aids under Learning.

Enter the employee’s Employee ID in the Empl ID field.

Note: Users can also search by Employee Record or Name using the corresponding fields.
However, it is recommended to use the Employee ID as it is a unique identifier for each

employee.

Empl ID | begins with ~

Rev 7/15/2026
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Step | Action

3. Click the Search button.

0O Case Sensitive U Include History  (J Correct History

The Job Data page displays for the applicable employee with the Work Location tab displayed by
default.

{ Work Location ‘ Job Information ‘ ‘ Payroll ‘ ‘ Salary Plan ‘ ‘ Compensation |
Empl ID
Employee Empl Record 0
Work Location Details @ @ | 10f1 v

*Effective Date |07/12/2024 E
Effective Sequence E <Action l Hire vl

HR Status  Active Reason l New Hire "l
Payroll Status ~ Active *Job Indicator [ Primary Job vl
Current ]

Position Number |CJSTRNO1 Q
Analyst

Override Position Data

Position Entry Date
07/12/2024

Position Management Record

4. Click the Add a New Row icon (+) to add a new effective dated row.
|_ Go To Row 1=
*Action | Fire v
Reason | New Hire v
*Job Indicator | Primary Job v

The Job Data page refreshes with the new effective dated row displayed.

[ ‘Work Location ‘ Job Information ‘ ‘ Payroll ‘ ‘ Salary Plan ‘ ‘ Compensation |
Empl ID
Employee Empl Record 0

Work Location Details (% @ ‘ @ @

“Efecive Date [o11672025 oe
Effective Sequence [j] *Action l Hire VI

HR Status  Active Reason l New Hire "l

Payroll Status  Active *Job Indicator [ Primary Job vl

Position Number [CJSTRNO1 Q
Analyst

Override Position Data

Current

Position Entry Date 07TM212024

Position Management Record
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Step | Action

When a new row is created, the row count increases by one and the Effective Date field
0 displays the current date.

5. Update the effective date as needed using the Effective Date Calendar icon.

*Effective Date J01/15/2026

Set the effective date to be one day after the employee’s last day worked. The effective date for
0 Termination transactions is generally the day immediately following last day worked (or the day
after the employee’s last day on the payroll).

If an employee’s last day worked is “1/14/2026”, the effective date of the termination should be
“1/15/2026”.

For further information on effective dating, see the Job Aid titted HR351 Overview of Effective
Dating. This Job Aid can be found on the Cardinal website in Job Aids under Learning.

6. Click the Action dropdown button and select “Retirement”.
Action | Retirement vl
Reason | "'|
7. Click the Reason dropdown button and select “Retirement-ORP”.
Action | Retirement v
Reason | Retirement-ORP ~|

For further information on Action Reasons, see the Job Aid titled HR351 Action Reason
0 Codes. This Job Aid can be found on the Cardinal website in Job Aids under Learning.
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Step | Action

The Job Data page refreshes.

Note: After completing the Action and Reason fields, the HR Status and Payroll Status fields

automatically update.

Work Location Job Inforrnation Payrall

Salary Plan Compsnesation

Employee

Waork Location Details (&)

*Effective Date | 01/16/2025
Effective Sequence Ij

HR Status  Inactive

Payroll Status  Retired

Position Mumber |CJs00348 Q

Position Entry Date I —
Regulatory Region USA
Company  CJIS
14000
10220
11/25/2023
CENT1
OGS o

Business Unit
Departrment
Department Entry Date
Location

Establishment I3

Empl ID
Empl Record 0

]

y Retirement
*Action |

Go To Row
[ = I
v

Reason | Retirement-ORF

v]

*Job Indicator | Primary Job

v

Grant Fiscal Monior

Override Position Data

Position Management Record

United States
Dept of Criminal Justice Sves
Dept of Criminal Justice Sves

Grants Administration

Washington Building

Dept of Criminal Justice Sen.

Date Created D1/15/20268

- Current

8. Validate that the HR Status displays as “Inactive” and the Payroll Status displays as “Retired”.

HR Status Inactive

Payroll Status  Retired

9. Click the Save button.

[ Retum to Search H Motify ” Refresh l
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ORP Retiree New Hire
Next, the retiree is hired into the ORP Retirement position using a new employment instance. This
transaction is completed by an HR Administrator.

Step | Action

1. Navigate to the New Employment Instance page using the following path:

NavBar > Menu > Workforce Administration > Personal Information > Organizational
Relationship > New Employment Instance

The Add Employment Instance Find an Existing Value Search page displays.

Add Employment Instance
Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

{T) Recent Searches | Choose from recent searches v| / [l saved Searches | Choose from saved searches v| /
Searchby: | EmplID  ~| begins with I:I
“ Show more options

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
o Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal
website in Job Aids under Learning.

2. Enter the employee’s Employee ID in the begins with field.

Search by | Empl ID v | begins with

3. Click the Search button.

O Case Sensitive U Include History  (J Correct History

A Confirmation message displays in a pop-up window.

Do you wish to open the Job Data associated to this emplid: Employee Record: 0 (25101,91)

Yes | | Mo

Rev 7/15/2026 Page 8 of 111



/ Cardinal

Benefits Job Aid

BN361 ORP Retiree Guide

Action

4. Click the No button to open a new employment instance.

Yes No

The New Employment Instance page displays.

New Employment Instance

Empl ID

Empl Record 1

Add Relationship

5. Click the Add Relationship button.

Add Relationship

The Job Data page displays with the Work Location tab displayed by default.

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Empl ID
Employee Empl Record 1
Work Location Details @ @ | 10f1
“Effective Date [P1/15/2026 B
i Hire ~
Effective Sequence \I\ “Action | ‘
HR Status  Active Reason | A ‘
Payroll Status  Active *Job Indicator | Primary Job v‘
I Calculate Status and Dates
~ Current a
Override Position Data
Posion Entry Date

6. The Effective Date field defaults to the current system date. Click the Calendar icon to
change the effective date to be the same date as the retirement action previously completed
by the HR Administrator in the Retirement Process section of this Job Aid, or the first of the

month following the termination date.

*Effective Date |P1/15/2026

Rev 7/15/2026

Page 9 of 111



Benefits Job Aid

/,W Cardinal

BN361 ORP Retiree Guide

Step | Action
7. Verify that the Action field has populated to “Hire” by default.
-action LHI® |
Reason | V‘
8. Click the Reason field dropdown button and select “Hir ORP Ret”.
action LT v
Reason | Hir ORP Ret vl

A Confirmation message displays in a pop-up window to ensure the effective date matches the Job

Begin Date on the New Hire paperwork.

 E— | S—

would be required

Canfirm that the effective date maiches the Job Begin Date on the New Hire paperwork. (25101,148)

Confirm that the efiective date maiches the Job Begin Date on the New Hire paperwork. Otherwise, comection by the Cardinal PPS Team

Click the OK button.

OK

The Work Location page redisplays.

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Empl ID
Employee Empl Record 1

Work Location Details @

1071

[a]

*Effective Date |01/15/2026

HR Status  Active

Effective Sequence

Payroll Status  Active

Go To Row
STy

Hire
“Action ‘

Reason | HIr ORP Ret

*Job Indicator ‘ Primary Job

I Calculate Status and Dates

D

Position Number

Override Position Data

Position Management Record

*Company

I

United States

Current

Rev 7/15/2026
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Step | Action

10. | Enter the Agency’s ORP Retiree Position Number in the Position Number field.
Note: the Position Number is the Company Code + “ORP” + “00”. For example, “DLIORP00".

Position Number Q

The Work Location page refreshes and the position-related information auto-populates.

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Empl ID
Employee Empl Record 1

Work Location Details

*Effective Date |01/15/2026

[ ot~
Go To Row
S

i Hire ~
Effective Sequence E “ction ‘ |
HR Status Active Reason \ Hir ORP Ret V|
Payroll Status  Active “Job Indicator | Primary Job v|
l Calculate Status and Dates
- current o

Position Number | DLIORPOO Q

Override Position Data

ORP Retiree Position

Position Entry Date
01/15/2026

Position Management Record
Regulatory Region USA United States

Company DLI Dept of Labor and Industry

Business Unit 18100 Dept of Labor and Industry
Department 99999 Agency Wide
Department Entry Date  01/15/2026

Location

Establishment ID

RICH

DOLI Q

Dept of Labor and Industry

Dept of Labor and Industry

Date Created 01/15/2026

11.

Click the Job Information tab.

Work Location

Job Information

Job Labor

Payroll

Salary Plan

Compensation

Rev 7/15/2026
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Step | Action

The Job Information page displays.

Work Location Job Information Job Labor Payroll Salary Plan Compensation

Empl ID
Employee Empl Record 1

Job Information Details @

Q] T |

Effective Sequence 0 Action Hire
HR Status  Active Reason Hir ORP Ret
Payroll Status  Active Job Indicator  Primary Job =
]
Current
Job Code ORPHBO ORP Retiree
Entry Date  01/15/2026 SOC Code  11-1011
Supervisor Level E Employee Supervisor Name
Reports To View Current Incumbents
Regular/Temporary Regular Full/Part Part-Time
Empl Class ~ *Officer Code
Regular Shift Mot Applicable Shift Rate | ‘
Classified Ind  Classified Shift Factor | ‘
Standard Hours @
Standard Hours Work Period
12. | Click the Empl Class dropdown button and select “OPRRetiree”.
Empl Class | ORPRetiree vl
13. | Click the Payroll tab.
Work Location Jab Information Job Labor | anro]] I §alar}r Flan Qompensation
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Step | Action

The Payroll page displays.

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Empl ID
Employee Empl Record 1
Payroll Information & @ | 0 ‘
Effective Date  01/15/2025
Effective Sequence 0 Action  Hire
HR Status Active Reason Hir ORP Ret
Payroll Status  Active Job Indicater  Primary Job o
Current
“Payrell System ‘ Payroll for North America v|
Absence System ‘ Other v|

Payroll for North America &

raxtosatonCode [ Q]
FICA Status r——
Combination Code I ariFields

0 The Payroll System field defaults to “Payroll for North America”. Do not change.
The Absence System field defaults to “Other”. Do not change.

*Payroll System I Payroll for North America vI

Absence System | Other v

14. | Click the Pay Group Look up icon and select the “MNP” menu list item.
Note: This is the Non-Payroll Group.

Pay Group | MNP Q Non-Payrol

15. | Click the Tax Location Code Look up icon and select the applicable tax location code.

For this example, “075” (Goochland) has been selected.

Tax Location Code || 075 Q

Goochland
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Step | Action

Payroll for North America &

The Payroll for North America section refreshes with additional information auto-populated based
upon the selected Pay Group and Tax Location Code.

Pay Group |MNP Q Non-Payroll
Employee Type . Holiday Schedule |NOHOL Q | LOCALITY
Salaried
Tax Location Code | 075 Q
Goochland
crmee [ [ere 7
FICA Status ——
Combination Code It Chartrields
16. | Click the Compensation tab.
Work Location Job Information Job Labor Payroll Salary Plan Compensation
The Compensation page displays.
‘Work Location Job Infermation Job Labor Payroll Salary Plan Compensation
Empl ID
Employee Empl Record 9
Compensation Details & E 10f1 v
Effective Sequence 0 Action  Hire
HR Status  Active Reason Hir ORP Ret
Payroll Status  Active Job Indicator  Primary Job &)
Current
Compensation Rate 0.00000070 “Frequency Annual
> Comparative Infermation &
> Pay Rates (@
[ Default Pay Components
Pay Components &
[4] =
Amounts Controls Changes Conversion (3
*Rate Code Seq Comp Rate Currency Frequency Percent
il a] Lo | | al || al| | [+
[ Calculate Compensation ]

17.

Monthly

The Frequency field defaults to “A” for Annual. Click the Frequency Look up icon and select
“M” to update the pay frequency to Monthly.

Rev 7/15/2026
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Step | Action

18. | Click the Default Pay Components button.

Default Pay Components

19. | Click the Rate Code Look up icon in the Pay Components section.

Amounts Controls

*Rate Code

d a]

The Look Up Rate Code page displays in a pop-up window.

Look Up Rate Code X

Help

Search by: ‘ Comp Rate Code V| begins with

Search Results

View 100 1-5of 5

Comp | pescript Base Pay |Code | Co
NAANML | COVA Benefits Only Y Flat Amt (blank)
NAHRLY | Hourly for wage employees | Y Hrly Rate | (blank)
NONST Naon-State Salary Y Flat Amt (blank)
SPPRAY Special Rate Compensation | Y Flat Amt (blank)
STATE State Salary Y Flat Amt (blank)

20. | Click the applicable Comp Rate Code link based upon Agency policy. In this example,
“STATE” was selected.

Note: No Comp Rate is associated with the selection.

Pay Components (&

EIEY TR

Amounts Controls Changes Canversion (3

*Rate Code Seq Comp Rate Currency Frequency Percent

IiSTATE al | n‘ | |3 §|USD Q| |A Q E

[ Calculate Compensation ]
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Step | Action

21. | Click the Calculate Compensation button.

Calculate Compensation

This process refreshes displays on the page and updates tables within the Cardinal system
0 leveraged by Payroll and other modules.

22. | Click the Benefits Program Participation link at the bottom of the page.

Job Data Employment Data Earnings Distribution Benefits Program Participation

The Benefit Program Participation page displays.

Benefit Program Participation

Empl ID
Employee Empl Record 1

Benefit Status & @ | 10Tl v

"
Benefit Record Number ’

Effective Date 1152026

Effective Sequence 0 Action  Hire
HR Status  Aclive Reason  Hir ORP Ret
Payroll Status  Active Job Indicater  Primary Job
Current a
*Benefits System | Benefits Administration w Benefits Employee Status Acive

Annual Benefits Base Rate : = usSD ACA Eligibility Details

Benefits Administration Eligibility &

For information pertaining to the configuration of Eligibility Fields, see the Job Aid titled BN361
0 Overview of the Eligibility Configuration Fields located on the Cardinal website in Job Aids

under Learning.
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Step | Action
23. | Click the Elig Fld 2 Look up icon and select “007008000” (the ORP Retiree value).
Elig Fld 2 Q
Note: If the retiree is selecting to decline medical coverage permanently, users must click Elig
Fid 5 and select “TERM-RET".
EligFld5 |TERM-RET Q
24. | Click the Elig Fid 3 Look up icon and select “N”.
Elig Fid 3 [N Q
25. | Click the Elig Fid 8 Look up icon and select the applicable value for the retiree. Example: “12-
127,
26. | Click the Elig Fid 9 Look up icon and select the applicable value for the retiree. Example:
“RR-DB”.
Elig Fid 9 Q
27 Click the OK button.
“l Cancel l Apply ]
A Warning message displays in a pop-up window.
Warning -- Head count of & exceeds maximum head count of 1 for position. {1000,1586)
When Positicn Management is insialled, head counts for each position are compared to the maximum head count on the Specific Information
page. Comrect position number, change maximum to allow an additional incumbent, or leave as is.
DK H Cancel l
28. Click the OK button.

OK I Cancel ]
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Step | Action

Another Warning message displays in a pop-up window.

Waming — Compensation Frequency has been updated. (1010,264)

Compensation Frequency has been updated.

OK ” Cancel l

I M| I I

29. Click the OK button.

0K [ Cancel ]

Another Warning message displays in a pop-up window.

\Warning -- Compensation Rate is zero. (1000,31)
Either the action is Hire er the Compensaticn Rate has been changed to zero.

If zero is correct. leave as is. Otherwise, enier a Compensation Rate.

OK ] l Cancel ]

30. Click the OK button.

0K [ Cancel ]

Another Warning message displays in a pop-up window.

Warning -- You have updated job information that is relevant to compensation defaulting on job row 1. (10008107

“ou have updated job information that is relevant fo compensation defaulting without updating the employee’s compensation. If you would like to
update the employee's compensation now bazed on the new information, then go o the Compensation page. You can select the Compenszation
Defaulting button in crder to re-default any defaulted pay components. You can also manually adjust the pay eomponents.

OK I ’ Cancel I

31. Click the OK button.

0K [ Cancel ]
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Step

Action

The New Employment Instance page redisplays.

New Employment Instance

Empl ID

Empl Record

1

32. | Next, the retiree’s email address must be updated to the personal email address.
Navigate to the Modify a Person page using the following path:
NavBar > Menu > Workforce Administration > Personal Information > Modify a Person
Rev 7/15/2026 Page 19 of 111
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Step | Action
The Modify a Person page displays for the retiree with the Biographical Details tab displayed by
default.
Biographical Details Contact Informaticn Regional VA Person Info
JOHN DOE Person 1D
Name @ | | View Al
*Effective Date ‘CIEH 0:2025 | E\
Display Name Edit Mame ]
JOHN DOE
Biographic Information
Date of Birth ‘uamzmaﬁtt ‘ Years 62 Months 0O
Date of Death ‘ ‘
Birth Country ‘USA Q ‘ United States
Birth State ‘ Q ‘
Birth Location ‘ | [JExclude Contact Information?
Biographical History \El | | Wiew All
“Effective Date |0324/2022 ‘ E\
“Gender
*Highest Education Level | Masters Level Degree V|
Marital Status | Married V| As of |03/24/2022
33. | Click the Contact Information tab.
Biographical Details I Contact Information I Reqgional VA Person Info

Rev 7/15/2026
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Step | Action

The Contact Information page displays.

Eiographical Details Contact Information Regional VA Person Info

Empl ID

Current Addresses

@ 120f2 v | view Al ‘

Address

Type As Of Date Status Address
100 MAIN ST - :

Home 11425/2023 A RICHMOND, TN 99999 View Address Detail E
100 MAIN ST

Mailing 12/05/2023 A RICHMOMND, TH 99999 View Address Detail E
Sullivan

Phone Information

@ 1-20f2 v | view All

*Phone Type Telephone Extension Preferred
| Business " | |555f555—5555 | | | E
| Home v | ‘555;555-5555 | | | O E

Email Option Selection

@ Agency Provided Email C Pending Agency Provided Email C Employee Provided Email

34. | Select the Employee Provided Email radio button in the Email Option Selection section.

I ® Employee Provided Email I

35. | Click the Email Type dropdown button and select “Personal”.

Email Addresses

*Email Type

Business v

Business

Personal
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Step | Action

36. | Enter the retiree’s personal email address (provided by the retiree) in the Email Address field.

Note: This email address will be used when the retiree registers for access to Cardinal. It is
important for this to be populated with the personal email address provided by the retiree.

Email Addresses

*Email Type *Email Address

| Personal v| IJohn_Doe@zmail_com I

37 | Select the Preferred checkbox option for the personal email address.

Email Addresses

*Email Type *Email Address Preferred

| Personal ~ | |John_Doe@zmail_com E

38. Click the Save button.

m[ Return to Search H Motify H Refresh l

39. | Run the Employee Activity Report for the retiree using the following navigation path:

NavBar > Menu > Workforce Administration > Job Information > Reports > Employee
Activity Report

41. | Print the report and place the printed transaction in the retiree’s file for future audit requests.

Note: For additional information on the Employee Activity Report and the steps used to run
this report, refer to the HCM Human Resources Reports Catalog. The HCM Human
Resources Reports Catalog can be found on the Cardinal website under Resources.
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Enrolling the ORP Retiree into a Non-Medicare Medical Plan
The next step is to enroll the retiree into a Non-Medicare Medical Plan. This transaction is completed
by a BN Administrator after the Ben Admin process runs (every 4 hours).

Step | Action

1. Navigate to the Cardinal Homepage.

The Cardinal Homepage displays.

Search in Menu

v S N

Cardinal Homepage v

Cardinal Message Board Benefits Administrator Benefit Details
Message(s) published today

0

Total active message(s)

& D

o i

2. Click the Benefits Administrator tile.

Benefits Administrator

< B

+f

The Update Dependent/Beneficiary Find an Existing Value Search page displays.

Benefits Administrator

s Employee/Dependent

Information Update Dependent/Beneficiary

Update Dependent/Beneficiary Find an Existing Value

Maintain Certifications ~ Search Criteria

Enter any you have and click Search. Leave fields blank for a list of all values.
%= Enrollin Benefits v
) Recent Searches | Choose from recent searches v| # [ saved searches [ Choase from saved searches B4
@ Review Employee Benefits v
EmpI 1D | begins wih ~| |

5 Benefits Management v

Name I begins with VI l

& Benefits Configuration v

Last Name I begins with VI I

Second Last Name l begins with vl l

Alternate Character Name l begins with vl l

l
l
l
l
l
l

Middle Name I begins with vl I

~ Show fewer options

(] Case Sensitive (J Include History ~ (J Correct History
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Step | Action

4. Click the Benefits Management menu item on the left-hand side of the screen.

Benefits Administrator

ss Employee/Dependent
Information

Update Dependent/Beneficiary

Maintain Certifications

*-= Enroll in Benefits ~
@ Review Employee Benefits ~
+a Benefits Management ~
g Benefits Configuration v

The Benefits Management menu expands.

+a Benefits Management ~

Online Confirmation Statements

Review BAS Activity

On-Demand Event Maintenance

Update Event Status

5. Click the On-Demand Event Maintenance menu list item.

+n Benefits Management -~

Online Confirmation Statements

Review BAS Activity

On-Demand Event Maintenance

Update Event Status
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Action

The On-Demand Event Maintenance Find an Existing Value Search page displays.

Benefits Administrator

ﬁ Employee/Dependent
Information On-Demand Event Maintenance

* Enrol in Benefits

<

Find an Existing Value

[ Review Employee Benefits ~ | v Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.
3 Benefits Management ~
) Recent Searches | Choose from recent searches .| Z [ Saved Searches | Choose from saved searches vl 7
Online C
Empl ID ‘ begins with v‘ [
Review BAS Activity

Empl Record ‘: v‘ ‘

©On-Demand Event Maintenance

Update Event Status

Last Name ‘ begins with v‘ ‘
#% Benefits Configuration v

Second Last Name ‘ begins with v ‘ ‘

l
|
Name ‘ begins with v‘ ‘ ‘
\
)
|

Alternate Character Name ‘ begins with v ‘ ‘

A Show fewer options

[ Case Sensitive

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal
website in Job Aids under Learning.

Enter the retiree’s Employee ID in the Empl ID field.

Note: Users can also search by Employee Record or Name using the corresponding fields.
However, it is recommended to use the Employee ID as it is a unique identifier for each
employee.

Empl ID | begins with v |

Click the Search button.

B

If the On-Demand Event Maintenance page does not display, select Empl Record “1” (or
highest Empl Record number) on the On-Demand Event Maintenance Search page

~ Search Results
2results - Empl D™ ”
1-20f2 w I viewan
= Alternate .
Empl First Last Second Middle
Empl 1D Record Name Name Name Last Name ﬁhamcter Name
lame
o|JOHN JOHN DOE (blank) (blank) (blank) >
DCE
I 1| 30HN JOHN DOE (blank) (blank) (blank) > I
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Step | Action

The On-Demand Event Maintenance page displays for the selected retiree.

On-Demand Event Maintenance

JOHN DOE Person ID Ben Record 1
Activity Date  01/15/2026 Source Job Daia Change Empl Record 1
Schedule/Prepare Activity Pending Activities 1 Show Aclivities l Action HIR
Event 1D 1 Event Date  01/5/2026 Status  Prepared Class HR2 l Event Status Update
Prepare Options Event Stat
p 2 ven us Open for Processing
Enroliment Statement Run Date Frequency
Deduction Frequency ' Annual Frequency
Election Entry Entered g of o Show Plans
. S . [ Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date

l Reprocess l Process Indicator
Mormal Processing
[ Retumn te Search l ’ Previous in List ] Mextin List Mofify

8. Click the Show Activities button.

Show Activities

The BAS Activity page displays in a pop-up window.

Help
JOHN DOE Person ID Ben 1
Record
BAS Activity
Select Empl Record gﬁ?;e Event Date Event Effseq E?t'ison COBRA Action

Job Data
1 Change 01152026 0| HIR E
o=
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Step | Action

If the BAS Activity page displays an “HR2” event, the Benefits Administration process has not
0 yet run. In this case, complete the “HR2” event first by clicking the Schedule/Prepare Activity
button to manually run Ben Admin.

BAS Activity
Action BAS o
Select Empl Record Source Event Date Event Effseq Action COBRA Action

Manual

O 1 Event 01/13/2026 0 |HR2 B
Job Data

O 1 Change 01/15/2026 0| HIR E

Schedule/Prepare Activity

If the HR2 event does not go to “Prep None”, select the Finalize/Apply Defaults checkbox
option, and then click the Validate/Finalize button to complete the Ben Admin process.

Show Plans Election Entry Entered g of

ST BT Finalize/Apply Defaults Validate/Finalize Errors o

Confirmation Statement Run Date

9. Click the OK button.
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Action

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

JOHN DOE Person 1D Ben Record 1
Activity Date  01/15/2026 Source Job Data Change Empl Record 1
Schedule/Prepare Activity Pending Activities 1 Show Aclivities l Action HIR
Event ID 1 EventDate 01/M5/2026 Status Prepared Class HR2 [ Event Status Update
Prepare Options
a 2 Event Status Open for Processing
Enrollment Stat it
nrollment Statemen Run Date Frequency
Deduction Frequency - Annual Frequency
Election Entry Entered g of 0 Show Plans
: - . [ Finalize/apply Defaults
Validate/Finalize Errors 0 Show Ermrors
Confirmation Statement Run Date

l Reprocess l Process Indicater
Mormal Processing
’ Retumn to Search l ’ Previous in List ] Mext in List Motify

10.

Click the Schedule/Prepare Activity button to manually run the Benefits Administration
process for this Benefit Event.

Schedule/Prepare Activity

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530) |

:

11.

Click the OK button to close the message.

OK
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Step

Action

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance
JOHN DOE

Activity Date Source

Schedule/Prepare Activity Pending Activities 0

Event ID 2 Event Date  01/15/2026 Status

Prepare Options

[ Enrollment Statement l Run Date

[ Election Entry l Entered 5 of 4

Validate/Finalize Errors o

Confirmation Statement Run Date

[ Reprocess

[ Retum to Search ] l Previous in List l Mext in List

l Process Indicator

Person ID

Show Activities

Prepared Class

Event Status

Frequency

® Deduction Frequency _ Annual Frequency

Show Plans

Show Ermors

Mormal Processing

Motify

Ben Record 1

Empl Record 1]

Action

HIR Event Stafus Updaie

Open for Processing

CFinalize/Apply Defaults

12.

Click the Election Entry button.

Election Entry

If the retiree is waiving coverage, there will be no Election Entry.
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Step | Action

The BenAdmin Data Entry page displays with the Option Election tab displayed by default.

BenAdmin Data Entry ®
Help
Event/ Participant Selection Option Election Dependents / Beneficiaries
Sched ID  EMOOD Empl ID JOHM DDE Ben Record 1 EventiD 1
EventData 01/15/2026 Inilial Enrollment Excess Credit Rollover To  Forfeit Excess Credits
~ Available Plans and Options & @ I [1of1

Plan Type 10 : Medical

o
Option Code E

Health Provider 1D | [ Previously Seen

Special Requirements

Dependents/Beneficiaries

Enroll All

Dependents/Beneficiaries

" Relationship to N Previously Covered
(1] Name Employee Health Provider 1D Seen Person Type Age Limit Flag

—Y —| -
|

Event/ Parficipant Selection | _Option Election | Dependenis / Beneficiaries

13. | Click the Option Code Look up icon in the Plan Type 10: Medical section.

Plan Type 10 : Medical
Option Code || Q

The Look Up Option Code page displays in a pop-up window.

|! Look Up Option Code ® !

Help &
-
Search Resulis
) JOHN 1
View 100 1-49 0749 w orfeit Exc]
Option | Option Benefit | Coverage
Code Type Plan Code
1 Option CHA 1
10 Option CHAZ 2
1 Option CHAZ 3
12 Option CHAZ 4
13 Opticn CHD 1
14 Opticn CHD 2 I Requirer]
15 Option CHD 3
16 Option CHD 4
17 Option CHD1 1
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Step

Action

14.

Select the Benefit Plan and Coverage Code indicated on the enroliment form submitted by the
retiree. For this example, Benefit Plan “CHA2”, Coverage Code “2” is selected.

Note: The Coverage Codes are:

e 1 -Single Coverage
o 2 - Employee + Spouse
¢ 3 — Employee + Child
e 4 — Employee + 2 or More Dependents (Family).
Option | Option Benefit | Coverage
Code Type Plan Code
1 Cplion CHA 1
10 Cplion CHA2 2
1 Cplion CHAZ 3
12 Cplion CHAZ 4

The Plan Type 10: Medical section redisplays with the selected Option Code displayed.

Plan Type 10 : Medical

QOption Code

Health Provider ID | O Previously Seen

COVA HithAwr + Exp Den {CHAZ) (Self + Spouse)

15.

Click the Enroll All button.

Dependents/Beneficiaries

Enroll Al

The retiree’s spouse displays in the Dependents/Beneficiaries section.

Dependents/Beneficiaries

[ Enroll All ]

Dependents/Beneficiaries

10 Name Eﬂ:}g’yﬁhip 1o Health Provider ID Pre;;&;:sly g:::‘;ﬁque

0z Q JO DOE Spouse \:I (] Spouse E’

Age Limit Flag
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Action

16.

Click the OK button.

’_ﬁl Cancel H Apply ]

The On-Demand Event Maintenance page redisplays.

JOHN DOE

Activity

On-Demand Event Maintenance

Date  01/15/2026

SchedulefPrepars Activity

Event 1D

Source Manual Event

Pending Activities 1

1 Event Date  01/15/2026 Status

Prepare Options

l Enrollment Statement

Election Entry

Validate/Finalize

Confimafion Statement

l'

l Run Date

l Entered q of 1

l Errors V]

Run Date

Reprocess l Process Indicator

Person D Ben Record 1
Empl Record 1
Show Activities ] Action HR2
Entered Class HIR l Event Status Update
Event Status Open for Processing
Frequency

® Deduction Frequency ' Annual Frequency

Show Plans

Show Errors

Mormmal Processing

’ Retumn to Search l [ Previous in List ] Mext in List Maotify

O Finalize/Apply Defaults

17. | Confirm that the Status field is “Entered” and that the Event Status field is “Open for
Processing”.
IStatus Entered I Class HIR Event Status Update
Event Status Open for Processing
18. Click the Validate/Finalize button.
Validate/Finalize
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Step | Action

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530)

19. | Click the OK button to close the message.

OK

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

JOHN DOE Person 1D Ben Record 1
Activity Date Source Empl Record o
Schedule/Prepare Activily Pending Activities 0 Show Activities Action
Event ID 2 EventDate 01/15/2026 Status Finalized - Enrolled ~ Class  HIR Event Status Update
Prepare Options

Event Stat
ven us Clozed fo Processing

Enrollment Statement Run Date

Frequency
Deduction Frequency ' Annual Frequency
Election Entry Entered 0 of 0 Show Plans
0 =T " Finalize/Apply Defaults
Validate/Finalize Errors o Show Errors
Confirmation Sfatement Run Date
Reprocess Process Indicator |

Mormal Processing

’ Retum to Search l [ Pravious in List Next in List HMofify

20. Confirm that the Status field is “Finalized — Enrolled” and the Event Status field is “Closed to
Processing”.
Status Finalized - Enrolled | Class  HIR Event Siatus Updale
Event Status Clozed to Processing
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Scenario 2: Employee Retires (over 65) with Family Coverage

In this scenario, the employee is over 65 and the spouse is not. If the employee turns 65 with family
coverage, hire the youngest dependent as an employee, add the other dependents to the youngest
dependent’s record, and enroll all in benefits.

Note: The process is similar when an employee over 65 retires, but the spouse is not over 65.

Retirement Process
First, the employee must be retired. This transaction is completed by an HR Administrator.

Step | Action

1. Navigate to the Job Data page using the following path:
NavBar > Menu > Workforce Administration > Job Information > Job Data

The Job Data Find an Existing Value Search page displays.

Job Data
Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

T) Recent Searches | Choose from recent searches v‘ f [l saved Searches | Choose from saved searches v| /

Empl ID ‘ begins with V‘ [\

Empl Record ‘ = v| |

Last Name ‘ begins with V‘ |

Second Last Name ‘ begins with V‘ |

Alternate Character Name | begins with v | |

I
|
Name ‘ begins with V‘ | ‘
|
\
|
|

Micdle Name | begins witn | |

~ Show fewer options

[) Case Sensitive O Include History

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
0 Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal
website in Job Aids under Learning.

2. Enter the employee’s Employee ID in the Empl ID field.

Note: Users can also search by Employee Record or Name using the corresponding fields.
However, it is recommended to use the Employee ID as it is a unique identifier for each
employee.

Empl ID | begins with ~
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Step | Action

3. Click the Search button.

0O Case Sensitive U Include History  (J Correct History

.

The Job Data page displays for the applicable employee with the Work Location tab displayed by
default.

{ Work Location ‘ Job Information ‘ ‘ Payroll ‘ ‘ Salary Plan ‘ ‘ Compensation |
Empl ID
Employee Empl Record 0
Work Location Details @ @ | 10f1 v

*Effective Date |07/12/2024 E
Effective Sequence E <Action l Hire vl

HR Status  Active Reason l New Hire "l
Payroll Status ~ Active *Job Indicator [ Primary Job vl
Current ]

Position Number |CJSTRNO1 Q
Analyst

Override Position Data

Position Entry Date
07/12/2024

Position Management Record

4. Click the Add a New Row icon (+) to add a new effective dated row.
|_ Go To Row 1=
*Action | Fire v
Reason | New Hire v
*Job Indicator | Primary Job v

The Job Data page refreshes with the new effective dated row displayed.

[ ‘Work Location ‘ Job Information ‘ ‘ Payroll ‘ ‘ Salary Plan ‘ ‘ Compensation |
Empl ID
Employee Empl Record 0

Work Location Details (% @ ‘ @ @

“Efecive Date [o11672025 oe
Effective Sequence [j] *Action l Hire VI

HR Status  Active Reason l New Hire "l

Payroll Status  Active *Job Indicator [ Primary Job vl

Position Number [CJSTRNO1 Q
Analyst

Override Position Data

Current

Position Entry Date 07TM212024

Position Management Record
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Step | Action

When a new row is created, the row count increases by one and the Effective Date field
0 displays the current date.

5. Update the effective date as needed using the Effective Date Calendar icon.

*Effective Date J01/15/2026

Set the effective date to be one day after the employee’s last day worked. The effective date for
0 Termination transactions is generally the day immediately following last day worked (or the day
after the employee’s last day on the payroll).

If an employee’s last day worked is “1/14/2026”, the effective date of the termination should be
“1/15/2026”. For further information on effective dating, see the Job Aid titled HR351 Overview
of Effective Dating. This Job Aid can be found on the Cardinal website in Job Aids under

Learning.
6. Click the Action dropdown button and select “Retirement”.
“Action IRetirement vI
Reason | ""|

7. Click the Reason dropdown button and select “Retirement-ORP”.

Retirement w
*Action | |

Reason || Retirement-ORFP » I

For further information on Action Reasons, see the Job Aid titled HR351 Action Reason
0 Codes. This Job Aid can be found on the Cardinal website in Job Aids under Learning.
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The Job Data page refreshes.

Note: After selecting the Action and Action Reason, the HR Status and Payroll Status fields

automatically update.

Work Location Job Inforrnation Payrall

Salary Plan Compsnesation

Employee

Waork Location Details (&)

*Effective Date | 01/16/2025
Effective Sequence Ij

HR Status  Inactive

Payroll Status  Retired

Position Mumber |CJs00348 Q

Position Entry Date I —
Regulatory Region USA
Company  CJIS
14000
10220
11/25/2023
CENT1
OGS o

Business Unit
Departrment
Department Entry Date
Location

Establishment I3

Empl ID
Empl Record 0

]

y Retirement
*Action |

Go To Row
[ = I
v

Reason | Retirement-ORF

v]

*Job Indicator | Primary Job

v

Grant Fiscal Monior

Override Position Data

Position Management Record

United States
Dept of Criminal Justice Sves
Dept of Criminal Justice Sves

Grants Administration

Washington Building

Dept of Criminal Justice Sen.

Date Created D1/15/20268

- Current

8. Validate that the HR Status displays as “Inactive” and the Payroll Status displays as “Retired”.

HR Status Inactive

Payroll Status  Retired

9. Click the Save button.

[ Retum to Search H Motify ” Refresh l
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ORP Retiree New Hire
Next, the retiree is hired into the ORP Retiree position using a new employment instance. This
transaction is completed by an HR Administrator.

Step | Action

1. Navigate to the New Employment Instance page using the following path:

NavBar > Menu > Workforce Administration > Personal Information > Organizational
Relationship > New Employment Instance

The Add Employment Instance Find an Existing Value Search page displays.

Add Employment Instance
Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

{T) Recent Searches | Choose from recent searches ~ ‘ f [ saved Searches | Choose from saved searches v‘ /

Searchby: [EmplID | beginswih :

“ Show more options

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
0 Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal
website in Job Aids under Learning.

2. Enter the employee’s Employee ID in the begins with field.

Search by | Empl ID v | begins with

3. Click the Search button.

) Case Sensitive U Include History (J Correct History

N - =

A Confirmation message displays in a pop-up window.

T T T T

I| Do you wish to open the Job Data associated to this emplid: 00861328000 Employee Record: 0 (25101,91)
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Step | Action

4. Click the No button to open a new employment instance.

Yes No

The New Employment Instance page displays.

New Employment Instance

EmplID 00861328000

Empl Record 1

Add Relationship

5. Click the Add Relationship button.

Add Relationship

The Job Data page displays with the Work Location tab displayed by default.

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Empl ID
Employee Empl Record 1
Work Location Details & E | 10f1 v
nsctvs oo BT
Effective Sequence III <Action | Hire v‘
HR Status  Active Reason | “"
Payroll Status  Active “Job Indicator | Primary Job ~|
I Calculate Status and Dates
Current 0
Override Position Data
Fostion Eniy oo

6. The Effective Date field defaults to the current system date. Click the Calendar icon to
change the effective date to be the same date as the retirement action previously completed
by the HR Administrator in the Retirement Process section of this Job Aid, or the first of the
month following the termination date.

*Effective Date |p1/15/2026
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Step | Action

7. Verify that the Action field has populated to “Hire” by default.

“Action Lire |

Reason | v ‘

8. Click the Reason field dropdown button and select “Hir ORP Ret”.

*Action | Hire v

Reason | Hir ORP Ret v|

A Confirmation message displays in a pop-up window to ensure the effective date matches the Job
Begin Date on the New Hire paperwork.

 E— | S—

Canfirm that the effective date maiches the Job Begin Date on the New Hire paperwork. (25101,148)

Confirm that the efiective date maiches the Job Begin Date on the New Hire paperwork. Otherwise, comection by the Cardinal PPS Team

would be required

9. Click the OK button.

OK

The Work Location page refreshes with the selected effective date and reason.

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Empl ID
Employee Empl Record 1
Work Location Details @ @ | 101 v
“Effective Date |01/15/2025
Effective Sequence III ~Action ‘ Hire v|
HR Status  Active Reason \ Hir ORP Ret V|
Payroll Status ~ Active *Job Indicator ‘ Primary Job v|

I Calculate Status and Dates

Current ]
Position Number

D

Override Position Data

Position Management Record

9 Ty Reg United States

*Company

I
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Step | Action

10. | Enter the Agency’s ORP Retiree Position in the Position Number field.

Note: The Position Number is the Company Code + “ORP” + “00”. For example, “DLIORP00”.

Position Number Q

The Work Location page refreshes and the position-related information auto-populates.

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Empl ID
Employee Empl Record 1

Work Location Details

*Effective Date |01/15/2026

[ ot~
Go To Row
S

i Hire ~
Effective Sequence E “ction ‘ |
HR Status Active Reason \ Hir ORP Ret V|
Payroll Status  Active “Job Indicator | Primary Job v|
l Calculate Status and Dates
- current o

Position Number | DLIORPOO Q

Override Position Data

ORP Retiree Position

Position Entry Date
01/15/2026

Position Management Record

Regulatory Region USA United States
Company DLI Dept of Labor and Industry
Business Unit 18100 Dept of Labor and Industry
Department 99999 Agency Wide
Department Entry Date  01/15/2026

Location

Establishment ID

RICH

DOLI Q

Dept of Labor and Industry

Dept of Labor and Industry

Date Created 01/15/2026

11.

Click the Job Information tab.

Work Location

Job Information

Job Labor

Payroll

Salary Plan

Compensation
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Step | Action

The Job Information page displays.

Work Location Job Information Job Labor Payroll Salary Plan Compensation

Empl ID
Employee Empl Record 1

Job Information Details @

Q] T |

Effective Sequence 0 Action Hire
HR Status  Active Reason Hir ORP Ret
Payroll Status  Active Job Indicator  Primary Job =
]
Current
Job Code ORPHBO ORP Retiree
Entry Date  01/15/2026 SOC Code  11-1011
Supervisor Level E Employee Supervisor Name
Reports To View Current Incumbents
Regular/Temporary Regular Full/Part Part-Time
Empl Class ~ *Officer Code
Regular Shift Mot Applicable Shift Rate | ‘
Classified Ind  Classified Shift Factor | ‘
Standard Hours @
Standard Hours Work Period
12. | Click the Empl Class dropdown button and select “OPRRetiree”.
Empl Class | ORPRetiree vl
13. | Click the Payroll tab.
Work Location Jab Information Job Labor | anro]] I §alar}r Flan Qompensation
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The Payroll page displays.

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Empl ID
Employee Empl Record 1
Payroll Information & @ | 0 ‘
Effective Date  01/15/2025
Effective Sequence 0 Action  Hire
HR Status Active Reason Hir ORP Ret
Payroll Status  Active Job Indicater  Primary Job o
Current
“Payrell System ‘ Payroll for North America v|
Absence System ‘ Other v|

Payroll for North America &

raxtosatonCode [ Q]
FICA Status r——
Combination Code I ariFields

0 The Payroll System field defaults to “Payroll for North America”. Do not change.
The Absence System field defaults to “Other”. Do not change.

*Payroll System I Payroll for North America vI

Absence System | Other v

14. | Click the Pay Group Look up icon and select the “MNP” menu list item.
Note: This is the Non-Payroll Group.

Pay Group | MNP Q Non-Payrol

15. | Click the Tax Location Code Look up icon and select the applicable tax location code. For
this example, “075” (Goochland) has been selected.

Tax Location Code | 075 Q

Goochland
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Step | Action

Payroll for North America &

The Payroll for North America section refreshes with additional information auto-populated based
upon the selected Pay Group and Tax Location Code.

Pay Group |MNP Q Non-Payroll
Employee Type . Holiday Schedule |NOHOL Q | LOCALITY
Salaried
Tax Location Code | 075 Q
Goochland
crmee [ [ere 7
FICA Status ——
Combination Code It Chartrields
16. | Click the Compensation tab.
Work Location Job Information Job Labor Payroll Salary Plan Compensation
The Compensation page displays.
‘Work Location Job Infermation Job Labor Payroll Salary Plan Compensation
Empl ID
Employee Empl Record 9
Compensation Details & E 10f1 v
Effective Sequence 0 Action  Hire
HR Status  Active Reason Hir ORP Ret
Payroll Status  Active Job Indicator  Primary Job &)
Current
Compensation Rate 0.00000070 “Frequency Annual
> Comparative Infermation &
> Pay Rates (@
[ Default Pay Components
Pay Components &
[4] =
Amounts Controls Changes Conversion (3
*Rate Code Seq Comp Rate Currency Frequency Percent
il a] Lo | | al || al| | [+
[ Calculate Compensation ]

17.

Monthly

The Frequency field defaults to “A” for Annual. Click the Frequency Look up icon and select
“M” to update the pay frequency to Monthly.
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Step | Action

18. | Click the Default Pay Components button.

Default Pay Components

19. | Click the Rate Code Look up icon in the Pay Components section.

Amounts Controls

*Rate Code

d a]

The Look Up Rate Code page displays in a pop-up window.

Look Up Rate Code X

Help

Search by: ‘ Comp Rate Code V| begins with

Search Results

View 100 1-5of 5

Comp | pescript Base Pay |Code | Co
NAANML | COVA Benefits Only Y Flat Amt (blank)
NAHRLY | Hourly for wage employees | Y Hrly Rate | (blank)
NONST Naon-State Salary Y Flat Amt (blank)
SPPRAY Special Rate Compensation | Y Flat Amt (blank)
STATE State Salary Y Flat Amt (blank)

Click the applicable Comp Rate Code link based upon Agency policy. In this example,
0 “STATE” was selected.

Note: No Comp Rate is associated with the selection.

Pay Components (&

=]

Amounts Controls Changes Canversion (3

*Rate Code Seq Comp Rate Currency Frequency Percent

IiSTATE al | n‘ | |3 §|USD Q| |A Q E

[ Calculate Compensation ]
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Step | Action

20. | Click the Calculate Compensation button.

Calculate Compensation

This process refreshes displays on the page and updates tables within the Cardinal system
0 leveraged by Payroll and other modules.

21. | Click the Benefits Program Participation link at the bottom of the page.

Job Data Employment Data Earnings Distribution Benefits Program Participation

The Benefit Program Participation page displays.

Benefit Program Participation

Empl ID
Employee Empl Record 1

Benefit Status &) @ | of 1 w

L4
Benefit Record Number 4 v

Effective Date  g4;15/2026

Effective Sequence 0 Action  Hire
HR 5tatus  Active Reason  Hir ORF Ret
Payroll Status  Active Job Indicator  Primary Job
Current 0
*Benefits System | Benefits Administration - Benefits Employee Status Acive

Annual Benefits Base Rate : = USD ACA Eligibility Details

Benefits Administration Eligibility &

For information pertaining to the configuration of Eligibility Fields, see the Job Aid titled BN361
0 Overview of the Eligibility Configuration Fields located on the Cardinal website in Job Aids

under Learning.
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Action

22.

Click the Elig FIld 2 Look up icon and select “007008000” (the ORP Retiree value).

Elig Fld 2 Q

Note: If the retiree is selecting to decline medical coverage permanently, users must click Elig
Fld 5 and select “TERM-RET".

EligFld5 [TERM-RET Q

23. | Click the Elig Fid 3 Look up icon and select “N”.
Elig Fid 3 [N Q
24. | Click the Elig Fid 8 Look up icon and select the applicable value for the retiree. Example: “12-
12,
25. | Click the Elig Fid 9 Look up icon and select the applicable value for the retiree. Example:
‘RR-DB”.
Elig Fid 9 Q
26. | Click the OK button.

DK l Cancel l

ApDly ]

A Warning message displays in a pop-up window.

Warning -- Head count of 8 exceeds maximum head count of 1 for position. {1000, 158}

When Posilion Management is installed, head counis for each position are compared fo the maximum head count on the Specific Infermation
page. Comect position number, change maximum fo allew an additional incumbent, or leave as is.

OK I [ Cancel ]

27.

Click the OK button.

OK ’ Cancel ]
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Another Warning message displays in a pop-up window.

Waming — Compensation Frequency has been updated. (1010,264)

Compensation Frequency has been updated.

OK ” Cancel l

I M| I I

28. Click the OK button.

0K [ Cancel ]

Another Warning message displays in a pop-up window.

\Warning -- Compensation Rate is zero. (1000,31)
Either the action is Hire er the Compensaticn Rate has been changed to zero.

If zero is correct. leave as is. Otherwise, enier a Compensation Rate.

OK ] l Cancel ]

29. Click the OK button.

0K [ Cancel ]

Another Warning message displays in a pop-up window.

Warning -- You have updated job information that is relevant to compensation defaulting on job row 1. (10008107

“ou have updated job information that is relevant fo compensation defaulting without updating the employee’s compensation. If you would like to
update the employee's compensation now bazed on the new information, then go o the Compensation page. You can select the Compenszation
Defaulting button in crder to re-default any defaulted pay components. You can also manually adjust the pay eomponents.

OK I ’ Cancel I

30. Click the OK button.

0K [ Cancel ]

Rev 7/15/2026 Page 48 of 111



//;/ Cardinal

Benefits Job Aid

BN361 ORP Retiree Guide

Step
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The New Employment Instance page redisplays.

New Employment Instance

Empl ID

Empl Record

1

31. | The retiree’s email address must be updated to the personal email address.
Navigate to the Modify a Person page using the following path:
NavBar > Menu > Workforce Administration > Personal Information > Modify a Person
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The Modify a Person page displays for the retiree with the Biographical Details tab displayed by
default.
Biographical Details Contact Information Regional VA Person Info
;I_Q_E_!b_l_ p_Q_E_ Person 1D
Name @ | Tof1 w | View All
Effective Date 03/24/2022 E\
Format Type Engligh
Display Name JOHN DOE View Name ]
Biographic Information
Date of Birth 0211811957 El| vears s Months 0
Date of Death | |
Birth Country |U3'“ cQ | United States
Birth State | Q |
Birth Location | | D Exclude Contact Information?
Biographical History @ I 1of1 w | View all
*Effective Date | 032472022 | E\
*Highest Education Level | Doclorate {Academic) V|
Marital Status | MaTed v] As of
32. | Click the Contact Information tab.
Biographical Details I Contact Information I Begional
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The Contact Information page displays.

Eiographical Details Contact Information Regional VA Person Info

Empl ID

Current Addresses

@ 120f2 v | view Al ‘

Address

Type As Of Date Status Address
100 MAIN ST - :

Home 11425/2023 A RICHMOND, TN 99999 View Address Detail E
100 MAIN ST

Mailing 12/05/2023 A RICHMOMND, TH 99999 View Address Detail E
Sullivan

Phone Information

@ 1-20f2 v | view All

*Phone Type Telephone Extension Preferred
| Business " | |555f555—5555 | | | E
| Home v | ‘555;555-5555 | | | O E

Email Option Selection

@ Agency Provided Email C Pending Agency Provided Email C Employee Provided Email

33. | Select the Employee Provided Email radio button in the Email Option Selection section.

I ® Employee Provided Email I

34. | Click the Email Type dropdown button and select “Personal”.

Email Addresses

*Email Type

Business v

Business

Personal
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35. | Enter the retiree’s personal email address (provided by the retiree) in the Email Address field.

Note: This email address will be used when the retiree registers for access to Cardinal. It is
important for this to be populated with the personal email address provided by the retiree.

Email Addresses

*Email Type *Email Address

| Personal v| IJohn_Doe@zmail_com I

36. | Select the Preferred checkbox option for the personal email address.

Email Addresses

*Email Type *Email Address Preferred

| Personal ~ | |John_Doe@zmail_com E

37. Click the Save button.

m[ Return to Search H Motify H Refresh l

38. | Run the Employee Activity Report for the retiree using the following navigation path:

NavBar > Menu > Workforce Administration > Job Information > Reports > Employee
Activity Report

39. | Print the report and place the printed transaction in the retiree’s file for future audit requests.

Note: For additional information on the Employee Activity Report and the steps used to run
this report, refer to the HCM Human Resources Reports Catalog. The HCM Human
Resources Reports Catalog can be found on the Cardinal website under Resources.
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Set Up Medicare for the ORP Retiree

The next step is to set up Medicare for the ORP Retiree. This transaction is completed by a BN
Administrator after the retiree has been hired into the ORP Retiree Position, the Ben Admin process
has run (every 4 hours), and the retiree has a Benefit Program of “RET” or a TLC Program.

Before enrolling the retiree in Medicare Benefits, the BN Administrator must complete the information
shown on the Benefits Personal Data page. If the retiree is waiving coverage, the process in this
section is not necessary.

Step | Action

1. Navigate to the Benefits Personal Data page using the following path:
NavBar > Menu > Benefits > Employee/Dependent Information > Benefits Personal Data

The Benefits Personal Data Search page displays.

| & Cardinal Homepage | Benefits Personal Data 0O o )
New Window | Hel

Benefits Personal Data
Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

{-J_) Recent Searches | Choose from recent searches - ‘ / [1 Saved Searches | Choose from saved searches ~ | /

Search by: ‘ Empl ID ~| begins with :]

v Show more options

[ Include Histery [ Correct History

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
0 Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal
website in Job Aids under Learning.

2. Enter the retiree’s Employee ID in the Empl ID field.

Note: Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with +

3. Click the Search button.

J Case Sensitive O Include HlStOI’y O Correct Hlstory

e
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The Benefits Personal Data page displays for the selected employee.

JOHN DOE

Benefits Personal Data

Benefits Personal Data

*Highly Compensated Last Year | Mot Eligible for the Plan

Benefits Personal Data - Date Sensitive @ I

*Effective Date |01/1512025 ]

Medicare Number | |

Person ID

Highly Compensated Employee

1of1 w I View Al

Alternate Medicare Number l:
[ Medicare A Indicator Medicare Reason A I:I
[ Medicare B Indicator Medicare Reazon B I:I
[ Medicare D Indicator Medicare Reason D l:l

HIPAA Medicare Elig Reason | v|

l Retum to Search H Previous in List l Mextin List l Motify l

[ Update/Display ” Include History l Comect H

Click the Effective Date Calendar icon in the Benefits Personal Data — Date Sensitive

section and select the first day of the month in which the employee is retiring. In this example,
“01/01/2026” is used.

*Effective Date

Medicare Number

01/01/2026 |

The Medicare Number field will be entered by the Agency BA when received, and dashes are
0 not accepted in the field.

Note: Prescription coverage may be delayed until Medicare Number is provided.

*Effective Date

Medicare Number

01/01/2026 |
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5. Select both the Medicare A Indicator and the Medicare B Indicator checkbox options.

Note: The Medicare D Indicator is not used in Cardinal and should not be selected.

B Medicare A Indicator

B Medicare B Indicator

O Medicare D Indicator

For End Stage Renal Disease, the Medicare A, B, and/or D Indicator checkbox options will
0 not be checked. OHB is establishing the record for End Stage Renal Disease (ESRD).

6. Click the HIPAA Medicare Elig Reason dropdown button and select either “Age” or
“Disability” as the applicable HIPPA Medicare eligibility reason.

Note: The HIPAA Medicare eligibility reason of “End Stage Renal Disease” is only to be used
by OHB when the employee is in a Non-Medicare Plan and Medicare is Primary.

HIPAA Medicare Elig Reason

Upd Age

Disability

End Stage Renal Disease

7. Click the Save button.

[ Return to Search H Motify ]
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Enrolling the ORP Retiree into a Medicare Medical Plan
The next step is to enroll the retiree into a Medicare Medical Plan. This transaction is completed by a
BN Administrator after the Ben Admin process runs (every 4 hours).

Step | Action

1. Navigate to the Cardinal Homepage.

The Cardinal Homepage displays.

Search in Menu

v S N

Cardinal Homepage v

Cardinal Message Board Cardinal Portal Benefits Administrator Benefit Details
Message(s) published today

0

Total active message(s)

& D

o i

2. Click the Benefits Administrator tile.

Benefits Administrator

- O

+ fi

The Update Dependent/Beneficiary Search page displays.

Benefits Administrator

s Employee/Dependent

Information Update Dependent/Beneficiary

Update Dependent/Beneficiary Find an Existing Value

Maintain Certifications ~ Search Criteria

Enter any you have and click Search. Leave fields blank for a list of all values.
%= Enrollin Benefits v
) Recent Searches | Choose from recent searches v| # [ saved searches [ Choase from saved searches B4
@ Review Employee Benefits v
EmpI 1D | begins wih ~| |

5 Benefits Management v

Name I begins with VI l

& Benefits Configuration v

Last Name I begins with VI I

Second Last Name l begins with vl l

Alternate Character Name l begins with vl l

l
l
l
l
l
l

Middle Name I begins with vl I

~ Show fewer options

(] Case Sensitive (J Include History ~ (J Correct History
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Step | Action

3. Click the Benefits Management menu item on the left-hand side of the screen.

Benefits Administrator

ss Employee/Dependent
Information

Update Dependent/Beneficiary

Iaintain Certifications

= Enraoll in Benefits ~
@ Review Employee Benefits v
+a Benefits Management ~
EI Benefits Configuration v

The Benefits Management menu expands.

+a Benefits Management ~

Online Confirmation Statements

Review BAS Activity

On-Demand Event Maintenance

Update Event Status

4. Click the On-Demand Event Maintenance menu list item.

+a Benefits Management ~

Online Confirmation Statements

Review BAS Activity

On-Demand Event Maintenance

Update Event Status
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The On-Demand Event Maintenance Find an Existing Value Search page displays.

Benefits Administrator

=+ Employee/Dependent

v
€ Information On-Demand Event Maintenance
%= Enrell in Benefits ~ | Find an Existing Value

¥ Review Employee Benefits ~ | v Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

+n Benefits Management ~

|
D) Recent Searches | Choose from recent searches \“ / [ saved Searches | Choose from saved searches "| /‘

Online Confirmation Statements.

Empl ID ‘ begins with v‘ l

Review BAS Activity

On-Demand Event Maintenance

Name ‘ begins with V‘ ‘

Update Event Status

Last Name ‘ begins with v‘ ‘

¥ Benefits Configuration ~

Second Last Name ‘ begins with v‘ ‘

J
Empl Record ‘: v‘ ‘ ‘
)
|
)
)

Alternate Character Name ‘ begins with v‘ ‘

~ Show fewer options

[0 Case Sensitive

5. For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal
website in Job Aids under Learning.

6. Enter the retiree’s Employee ID in the Empl ID field.

Note: Users can also search by Employee Record or Name using the corresponding fields.
However, it is recommended to use the Employee ID as it is a unique identifier for each
employee.
Empl ID | begins with v |
7. Click the Search button.
[
8. If the On-Demand Event Maintenance page does not display, select Empl Record “1” (or

highest Empl Record number) on the On-Demand Event Maintenance Search page.

~ Search Results
2results - EmplID™ »
1-20f2 | view Al
= Alternaie .
Empl First Last Second Middle
Empl 1D Record Name Name Name Last Name ﬁhamcter Name
ame
JOHN
0o JOHH DOE (blank) (blank) (blank) >
I 1) jon JOHN DOE (blank) {blank) {blank) > I
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The On-Demand Event Maintenance page displays for the selected retiree.

On-Demand Event Maintenance

JOHN DOE Person ID Ben Record 1
Activity Date  01/15/2026 Source Job Daia Change Empl Record 1
Schedule/Prepare Activity Pending Activities 1 Show Aclivities l Action HIR

Event 1D 1 Event Date  01/5/2026 Status  Prepared Class HR2 l Event Status Update

Prepare Options Event Status Open for Processing
Enroliment Statement Run Date Frequency
Deduction Frequency ' Annual Frequency
Election Entry Entered 5 of Show Plans
aiato e fros o P O Finalize/Apply Defaults
Confimation Statement Run Date

l Reprocess l Process Indicator
Mormal Processing
[ Retumn te Search l ’ Previous in List ] Mextin List Mofify

9. Click the Show Activities button.
I Show Activities I

The BAS Activity page displays in a pop-up window.

Help
JOHN DOE Person ID Ben 1
Record
BAS Activity
Select Empl Record gﬁ?;e Event Date Event Effseq E?t'ison COBRA Action

Job Data
1 Change 01152026 0| HIR E
o=
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If the BAS Activity page displays an “HR2” event, the Benefits Administration process has not
0 yet run. In this case, complete the “HR2” event first by clicking the Schedule/Prepare Activity
button to manually run Ben Admin.

BAS Activity
HQ
Action BAS -
Select Empl Record Source Event Date Event Effseq Action COBRA Action

Manual

O 1 Event 01/15/2026 0 |HR2 E
Job Data

O 1 Change 01/15/2026 0 | HIR E

Schedule/Prepare Activity

10. Click the OK button.

The On-Demand Event Maintenance redisplays.

On-Demand Event Maintenance

JOHN DOE Person ID Ben Record 1
Activity Date  01/15/2026 Source Job Dala Change Empl Record 1
Schedulz/Prepare Activity Pending Activities 1 Show Activities l Action HIR
EventID 1 Event Date  01/15/2026 Statuz  Prepared Clagss HR2 l Event Status Update
Prepare Options Event Status

Open for Processing

Enrollment Statement Run Date Frequency

Deduction Frequency - Annual Frequency

Election Entry Entered g of 0 Show Plans
i - . O Finalize/Apply Defaults
Validate/Finalize Errors o Show Ermrors
Confirmation Statement Run Date

l Reprocess l Process Indicater
Mormal Processing
[ Retum te Search l ’ Previous in List ] Mextin List Mofify
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11.

Click the Schedule/Prepare Activity button to manually run the Benefits Administration

process for this Benefit Event.

Schedule/Prepare Activity

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits

Administration process has been completed successfully.

Process completed successfully. (3000,530)

12. Click the OK button to close the message.
OK
13. Select the Finalize/Apply Defaults checkbox option.
Show Plans
e BT E Finalize/Apply Defaults
14. Click the Validate/Finalize button.

Election Entry

Entered

Validate/Finalize

Errors i)

Confirmation Statement

Run Date

pof g

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits

Administration process has been completed successfully.

Process completed successfully. (3000,530)
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15. Click the OK button to close the message.

OK

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

JOHN DOE Person ID Ben Record 1
Activity Date  01/15/2026 Source  Job Data Change Empl Record 1
Schedule/Prepare Activity Pending Activities 1 Show Activities ] Action HIR
Event ID 1 EventDate 01/15/2026 Status Finalized - Enrolled  Class HR2 l Event Stalus Updale
Prepare Options Event Status Closed to Processing
Enrollment Statement Run Date Frequency

Deduction Frequency  Annual Frequency

Election Entry Entered g of 0 Show Plans
. N o FinalizefApply Defaults
Validate/Finalize Errors 0 Show Ermors
Confirmafion Stalement Run Date
Reprocess Process Indicator ([N

Hormal Processing

[ Retum to Search l [ Previous in Lisi l Mext in List Mofify

16. Click the Schedule/Prepare Activity button to manually run the Benefits Administration
process for this Benefit Event.

Schedule/Prepare Activity

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530) |

:
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17. Click the OK button to close the message.

OK

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

JOHN DOE Perzon ID Ben Record 1
Activity Date Source Empl Record i)
Schedule/Prepare Activity Pending Activities 0 Show Activities Action

Event 1D 2 Event Date  01/15/2026 Status  Prepared Class HIR Event Status Update

Prepare Options Event Status -
Cpen for Processing

Enrollment Statement l
l Run Date Frequency

® Deduction Frequency O Annual Frequency

l Election Entry ] Entered 0 of 1 Show Plans

Show Errars I Finalize/Apply Defaults

Validate/Finalize Errors 0

Confirmation Statement Run Date

l Reprocess l Process Indicator
Mormal Processing
m l Return to Search ] l Previous in Lisi l Mext in List Mofify

18. Click the Election Entry button.

Election Entry

0 If the retiree is waiving coverage, there will be no Election Entry.
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The BenAdmin Data Entry page displays with the Option Election tab open by default.

BenAdmin Data Entry

Event/ Participant Selection Option Election

Dependents / Beneficiaries

EventData 01/15/2026 Initial Enrollment

SchedID  EMOO EmplID 00156754800 JOHN DOE

Excess Credit Rollover To  Forfeit Excess Credits

Ben Record 1

EventiD 2

v Available Plans and Options @

[a] 1 (et~

Plan Type 10 : Medical

Option Code E

o

Health Provider ID |

O Previously Seen

Dependents/Beneficiaries

Special Requirements

Enrall All l

Dependents/Beneficiaries

P Relationship to : Previously Covered e
1D Name Employee Health Provider ID Seen Person Type Age Limit Flag
Y | I

Plan Type 10 : Medical

Option Code || Q

19. Click the Option Code Look up icon in the Plan Type 10: Medical section.

The Look Up Option Code page displays in a pop-up window.

View 100

Option
|| Code

104
57
96
97

W

Look Up Option Code

Cancel

| search Results

Option Benefit
Type Plan
Option MODV
Option 65DV
Option 65MO
Option ABS
Waive Optn | (blank)

Help

Coverage

Code
1
1
1
1

(blank)

*
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If the Over 65 Benefit Plans do not populate, ensure the Medicare information was accurately

entered.

If the information is incorrect, update as needed and then complete an “Open” / “Assign Benefit
Program” to the HIR Event to pick up the change.

For additional information on re-opening and reprocessing Benefit Events, see the Job Aid
titted Re-opening and Reprocessing a Benefit Event located on the Cardinal website in Job

Aids un

der Learning.

20.

Select the applicable Option Code. In this example, Option Code “57” is selected.

Option | Option Benefit | Coverage
Code Type Plan Code

104 Option MODV |1

57 Option 65DV 1

96 Option 65MO |1

97 Option ABS 1

W Waive Optn | (blank) | (blank)

The Plan Type 10: Medical section redisplays with the selected Option Code displayed.

Plan Type 10 : Medical

Option Code

Health Provider ID |

Advan6h + RX + Den&Vision (650V) (Single)

O Previously Seen

21. Click the OK button.
| -
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The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

JOHN DOE Person ID Ben Record 1
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 2 EventDate 01/15/2026 Status Entered Class HIR Event Status Update
Prepare Options Event Status -
Open for Processing
Enroliment Statement l
I Run Date Frequency
® Deduction Frequency O Annual Frequency
I Election Entry l Entered J of ; Show Plans
i ; O Finalize/Apply Defaults

I validate/Finalize l Erors o Show Errors PRl

Confirmation Statement Run Date
I Reprocess l Process Indicator |N Q |

Normal Processing

[ Retumn to Search ] l Previous in List l Next in List

22. Click the Validate/Finalize button.

Validate/Finalize

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530)

23. Click the OK button to close the message.

OK
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The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

JOHN DOE

Person ID

Een Record 1

Activity Date Source

Schedule/Prepare Activity Pending Activities 0

Show Activities

Empl Record 0

Action

Class HIR Event Status Update

Closed to Processing

‘ Deduction Frequency ' Annual Frequency ‘

Event ID 2 Event Date  01/15/2026 Status Finalized - Enrolled
Prepare Options Event Status
Enroliment Statement Run Date Frequency
Election Entry Entered 0 of 0 Show Plans
Validate/Finalize Errors 0 Show Errors
Confirmation Statement Run Date

Finalize/Apply Defaults

Reprocess Process Indicater |N

Normal Processing

l Return to Search H Previous in List ] Next in List

24,
Processing”.

Confirm that the Status field is “Finalized — Enrolled” and the Event Status field is “Closed to

Class Event Status Update

5tatus  Finalized - Enrolled HIR

Event Stat
vent Status Closed fo Processing

The process is now complete for the ORP Retiree.
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Hire the Youngest Dependent as an Employee

The next step is to hire the youngest dependent as an employee. Prior to hiring, the BN Administrator
must gather the personal information (e.g., Social Security number, date of birth, etc.) for the youngest
dependent from the Update Dependent/Beneficiary page of the retired employee and provide it to the
HR Administrator. The HR Administrator can also gather this information with the BN Read-only Role.
During this process, the personal information for all additional dependents must be gathered for use
later when enrolling in benefits.

Note: The same steps can be taken if the employee has “Self + Spouse” coverage and the employee is
over age 65 and retires. Hire the under-65 spouse as an employee and enroll in benefits.

Step | Action

1. Navigate to the Update Dependent/Beneficiary page using the following path:

NavBar > Menu > Benefits > Employee/Dependent Information > Update
Dependent/Beneficiary

The Update Dependent/Beneficiary Find an Existing Value Search page displays.

Update Dependent/Beneficiary
Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

'2) Recent Searches | Choose from recent searches v| / [] Saved Searches | Choose from saved searches V| /

Empl ID | begins with V| | |

Name | begins with V| | |

Last Name | begins with v

Second Last Name | begins with V| | |
Alternate Character Name | begins with v
Middle Name | begins with v

-~ Show fewer options

[ Case Sensitive O Include History [ Correct History

m Clear

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal
website in Job Aids under Learning.
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Step | Action

2. Enter the retired employee’s Employee ID in the Empl ID field.

Note: Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with |

3. Click the Search button.

T [

The Update Dependent/Beneficiary page displays for the retired employee with the Name tab
displayed by default.

Name Address Personal Profile
JOHN DOE Person ID
Dependent/Beneficiaries @ | | ViewAll ‘
*Dependent/Beneficiary 1D E
Name History @ I 10f1 v | View Al ‘

Effective Date  01/01/1901 E

Format Type English

l Return to Search H Previous in List l Next in List Update/Display l Include History H Correct History l

Mame | Address | Personal Profile

4. Click the Personal Profile tab.

Mame Address Personal Profile
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The Personal Profile page displays.

Personal Profile

Dependent’'Beneficiary 1D 01 JO DOE

*Date of Birth | 11/04/2003
Birth Country

Date of Death

H

Medicare Entitled Date

Personal History

*Effective Date |01/01/1801

*Relationship to Employee | Child

*Dependent Beneficiary Type | Approved Dependent

*Gender | Femals

*Marital Status | Single

O student
[ Dizabled

O Smeker

o] 1G] ween

[+][=]

Riders/Orders exist

RidersfOrders

1of1 w | Wiew All

Occupation |

[+][=]

Click the Show Next Row arrow or View All link to locate the youngest dependent on the

retiree’s family coverage plan.

(o3 ][ > ][ or] of viewan
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Step | Action

Example of the Personal Profile page of the youngest dependent on a retiree’s family coverage.

Mame

Address

FPersonal Profile

JOHN DOE

Person ID

Personal Profile

&

Dependent’Beneficiary ID 05

JASON DOE

[+][-]

*Date of Eirth
Birth Country E
Date of Death
Medicare Entitled Date

Eirth Location | |

RidersiOrders exist

Riders/Orders

Personal History

I View Al

*Effective Date | 01/01/1001

*Relationship to Employee | Child

*Dependent Beneficiary Type | Approved Dependent

*Gender | Male

*Marital Status | Single

[ student
[ Disabled

[ Smoker

[+][=]

As of
As of
As of

As of

Cccupation

" Eysa

~ National 1D

[][a]

1-10f1 W | wiew A
*Country |’Naﬁonal D Type ‘ Description Mational ID ‘ Primary D ‘
|USA Q| |F'F{ Q| ‘SmalEenurﬂyNumbw “ | ‘ |E
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hire process for the youngest dependent:

e Person ID of the retiree

Capture the following information to provide to the HR Administrator in order to complete the

Mame Address Personal Profile

JOHN DOE

I Person D

¢ Name of the youngest dependent

Personal Profile

I JASON DOE I

Dependent/Beneficiary ID 03

=]

| WiewAll

[+][=)

¢ Date of Birth of youngest dependent

Dependent’Beneficiary I 03 JASON DOE

*Date of Birth J0&17/2010

Social Security Number (SSN) from National ID field of the youngest dependent

~ National ID
HEY

*Country *National ID Type Description

|USA Q| |PR Q| ‘Social Security Number

National ID

of 1 W

Primary ID

—-

| viewas

[+

The same process would apply when a spouse that is under 65 and requires medical coverage
and completing for an over-65 retiree who previously had “Self + Spouse” coverage.

7. Click the Address tab to review the Address information for the youngest dependent.
Name | Address Personal Profile
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The Address page for the youngest dependent displays.

Mame Address Personal Profile
Dependent/Beneficiaries @ | | View Al
(-]
JOHN DOE Person ID
Dependent/Beneficiary ID 03 Name JASON DOE
Address History @ | 1of1 » | View Al
*Effective Date | 01/01/1901 EI
Same Address as Employee Address Type

Employee's Current Address

Country USA United States

Address 100 MAIN 5T
RICHMOND, VA 99999
Montgomery County

Phone Information

@ 1-10f1 v

Same As Employee Phone Type Telephone Extension | Preferred
Email

8. Confirm that the information on this page is accurate for the youngest dependent.
Note: This information will be used to hire the dependent as an employee.
9. Repeat Steps 4 — 8 to gather the same information for all dependents on the retiree’s record.
This information will be used later when enrolling the dependents in benefits.
The next step is to hire the youngest dependent as an employee. This transaction is completed
0 by the HR Administrator.
Note: The process would be similar when hiring an under-65 spouse as an employee.
10. Navigate to the Add a Person page using the following path:

NavBar > Menu > Workforce Administration > Personal Information > Add a Person
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The Add a Person page displays.

Add a Person

Person D |M

Add Person

Search for Matching Persons

11. Click the Add Person button.

Add Person

The Modify a Person page displays with the Biographical Detail tab displayed by default.

Biographical Details Contact Information

Regional

Organizational Relationships & Person Info

Name

*Effective Date 01162028

*Format Type | English

Display Name

Biographic Information

Person D MEW

1 w | Wiewr all

[+]-]

@ !

Add Mame |

Date of Birth Years O Momths 0O
Birth Country |USA United States
Birth 5tate
Birth Losation | [ Exclude Contact Information?

Biographical History

*Effective Date |01ME&2028

[ ol |E

*Gender | Unknown

| Wiew Al

[+][=]

(4]

*Highest Education Lewvel | Mot Indicatad

*Marital Status | Unknawin

Language Code

I

Alternate 1D

[ Full-Time Student
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12. The Effective Date field defaults to the system date. Update to the hire date, which should
match the retirement date of the retiree.

Note: The system will not allow a future Effective Date on the Modify a Person page.
However, this can be done on the Job Data page.

For further information on Effective Dating, see the Job Aid titted HR351 Overview of
Effective Dating. This Job Aid can be found on the Cardinal website in Job Aids under
Learning.

*Effective Date |01/16/2028 =)

13. Click the Add Name button.

Add Name

The Name page displays in a pop-up window.

Name X
Help
English Name Format
Name Prefix | A
“First Name | ‘
Midclle Name | |
“Last Name | ‘
Name Suffix | v
Display Name
Formal Name
Name
I OK H Cancel ] [ Refresh Name ]

14. Optionally, click the Name Prefix dropdown button and select the applicable prefix.

Name Prefix hd

15. Enter the dependent’s first name in the First Name field (required).

*First Name
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16. Optionally, enter the dependent’s middle name in the Middle Name field.

Middle Name

0 Do not add a period behind the middle initial.

17. Enter the dependent’s last name in the Last Name field (required).

*Last Name

0 Do not include suffixes (Jr, Sr, or IV) in the Last Name field.

18. Click the Name Suffix dropdown button and select the applicable suffix as needed.

Name St |

19. Click the OK button.

QK | Cancel ‘ | Refresh Name

The Modify a Person page refreshes.

Biographical Details Contact Information Reqgional Organizational Relationghips VA& Perzon Info

Jo Doe PersonID  MNEW

Name @ | Tof1 w | View All

*Effective Date |m:3m202e | E\
*Format Type | English W

Display Name Edit Mame ]
Jo Doe

Biographic Information

Date of Birth ‘ | Years 0 Months O
Birth Country ‘USA Q | United States
Birth State ‘ Q |
Birth Location ‘ [ Exclude Contact Information?
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20. Scroll down to the Biographic Information section.

Biographic Information
Date of Birth ‘ | Years 0 Months 0
Birth Country ‘u| United States
Birth State | Q|
Birth Location ‘ ‘ CExclude Contact Information?

21. Click the Date of Birth Calendar icon and select the dependent’s date of birth (required).

Note: the Birth Country field defaults to “USA”. This can be updated but is not required as this
data is not reported.

Biographic Information

Date of Birth | =

Birth Country | USA Q |

22. Scroll down to the Biographical History section.

Biographical History IEI | 1of1 v | Wiew All

*Effective Date |01/30/2028 EI

*Highest Education Level | Mot Indicated V|

*Marital Status

Language Code

c

=]

5
<

Alternate ID

I Full-Time Student

The Effective Date field within this section defaults to the effective date selected above. Do
0 not change.

23. Click the Gender dropdown button and select the dependent’s gender.

Note: This field is a required field for benefits and payroll purposes and must provide the
dependent’s legal gender. This is not to be confused with the optional Preferred Gender field
located on the VA Person Info page.

*Gender l Unknown VI

Rev 7/15/2026 Page 77 of 111



4/ Cardinal

Benefits Job Aid

BN361 ORP Retiree Guide

Step | Action
24. Click the Marital Status dropdown button and select the dependent’s legal marital status.
*Marital Status I Single vl
The Language Code, Alternate ID, and Full-Time Student fields are not currently tracked or
used in Cardinal.
25. Scroll down to the National ID section.
National ID
|E;| ‘E‘ 11 0f1 v | ViewAl
*Country *National ID Type National ID Primary ID
‘USA Q | | Social Security Number V| ‘ | |E| ‘E‘
26. Enter the employee’s Social Security Number (SSN) in the National ID field.

Note: It is not necessary to enter dashes. When tabbing out of the field, the applicable format

will auto-populate.

¥ National ID
|E;‘ |E| 110f1 v | ViewAl
*Country *Naticnal ID Type National 1D Primary 1D
‘USA Q | | Social Security Number V‘ || I |E‘ ‘E|

27. Click the Contact Information tab at the top of the page or the Contact Information link at
the bottom of the page.
Biographical Details I Qontacilnformatl’onl Regional Organizational Relationships VA Person Info
Biographical Details Contact Information Reqional | Organizational Relationships | VA Persoen Info
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Biographical Details

The Contact Information page displays.

Contact Information ‘Organizational Relaticnships

WA Person Info

Jason Doe

Current Addresses
#‘f;’f“ As Of Date Status
Home 0141852025 &

Phone Information

*Phone Type Telephone

EmplID NEW

Wi All

Add Address Detsil E’

Wiew All

Extension Preferred

| v

Email Option Selection

- ][]

Add Address Detail

28. Click the Add Address Detail link.

The Address History page displays.

Address History
Address Type Home

Address History

*Effective Date |01/18/202G
Country |USA Q

*Gtatus | A

Add Addrass

| Cancel | | Refrash |

0 The Effective Date field within this section defaults to the date previously selected. Do not
change.
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address and the home address are the same, only enter the home address. Do not duplicate

0 An Address Type of “Home” is required for healthcare extract file requirements. If the mailing
the same address information.

29. Click the Add Address link.

*Status ‘A Q ‘

Add Address

The Edit Address page displays.

Edit Address

Country  United States

Address 1 i I

Address 2 | |

Address 3 | |

City ‘ ‘ State ‘ Q
Postal | |
County | ‘
I oK H Cancel l
30. | Click the OK button.
I‘ oK Cancel

The Address History page refreshes.

Address History

Address Type Home

Address History @ | A
o i =)
*Effective Date |01/18/2026 Address 100 Main St
Rizhmond, W4 80202

Update Addresses

| Cancel || Refrash |
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31.

Click the OK button.

- s

The Contact Information page redisplays.

Phone Information

*Phone Type Telephone Extension Preferred

| |l |l 0

Email Option Selection

Biographical Details Contact Information Regional ‘Qrganizational Relationships W& Person Info
Jason Doe EmplID  NEW
Current Addresses
1-10f1 Wiewr &ll
Address Type |As Of Date Status Address
. 100 Main S5t — . .
Home MAG2026 A Richmand, W& 00003 Edit"iew Address Detail E

iew All

[

Click the Phone Type dropdown button and select the type of phone.

32.

*Phone Type Telephone Extension Preferred

[ ] | | | 5 [+ -]
33. Enter the applicable telephone number in the Telephone field.

*Phone Type Telephone Extension Prefermred

| Mobile v| || 55515555555 | |l | 0

+][=]

format will auto-populate.

It is not necessary to enter dashes. When tabbing out of the field, the applicable phone number
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34. Click the Preferred checkbox option to identify the dependent’s preferred phone number.
Phone Information
@ 10f1 v | View Al
*Phone Type Telephone Extension Preferred
| Mobie v| | [585i5555555 | || | [/} E
35. | Add additional phone numbers for the employee as needed by clicking the Add a New Row
icon (+) and then repeating Steps 31 — 33.
Phone Information
@ 10f1 v | view Al
*Phone Type Telephone Extension Preferred
| Mobile v| | [555/555-5655 | || | E
36.

Scroll down to the Email Option Selection and Email Addresses sections.

I Email Option Selectionl

@ Agency Provided Email O Pending Agency Provided Email

O Employee Provided Email

1. Agency Provided Email and Employee Provided Email must be avalid email address that is unique to the employee, except:
2. When no email address is available, select applicable email option and ALWAYS use noemail@virginia.gov

Email Addressesl

*Email Type *Email Address Preferred
| o | 0 4 (-]
37. Select the Employee Provided Email radio button option in the Email Option Selection
section.
Email Option Selection
 Agency Provided Email © Pending Agency Provided Email ® Employee Provided Email
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38. Compilete the following information for the dependent:

e Click the Email Type dropdown button and select “Personal”
e Enter the email address in the Email Address field
e Select the Preferred checkbox option

Email Addrezzes

*Email Type *Email Address Preferred

| Personal w | | Jason Dos@zmail.com | E\

When no email address is available, use noemail@virginia.gov. This can be replaced with a
0 personal email address once it is obtained.

39. Click the Regional tab at the top of the page or the Regional link at the bottom of the page.

Biographical Details Contact Information Regipnal Drganizational Relationships VA Person Info

lEﬁographicaI Details | Cnn".ac’[infcrmatiunl Regipnal |I Organizational Relationships | VA Person Info

The Regional page displays.

Biographical Details ‘Coniact Information Regional Organizational Relationships W& Person Info
Jason Doe Person D MEW
“Husa
Ethnic Group @ 1af 1 W | View a1l
- ]
Regulatory Region |USA Q United Siates
O Primary
History @ | 1of1 W | Wiswr Al
=
Effective Date |01/168/2026 Drate Entitled to Medicare
Citizenship (Proof 1) I:I Citizenship {Proof2) I:I
Eligible to Work in U.5.
Veteran
*Military Status | Mot indicatzd W
Military Discharge Date Edit Discharge Date

Rev 7/15/2026 Page 83 of 111



4/ Cardinal Benefits Job Aid

BN361 ORP Retiree Guide

Action

The Ethnic Group field is optional, but can be entered if provided by the dependent. It may
also be filled out by the dependent in Employee Self-Service.

The Regulatory Region field defaults to “USA”. Do not change.

The Veteran field is also optional and can be entered if the dependent provided their military
service and service documentation.

This information is used for reporting purposes and should be entered if provided.

40.

Click the VA Person Info tab at the top of the page or VA Person Info link at the bottom of the
page.

Biographical Details Contact Information Regional Organizational Relationships | VA Perzon Info l

Biographical Details | Contact Infformation | Regional | Organizational Relationships WA Person Info

The VA Person Info page displays.

Biographical Details Contact Information Regional Qrganizational Relationships VA Person Info

Jo Doe Person ID  MEW

Power OF Attormey | Linked Participant EmpllD E
Preferred Pronoun Preferred Gender

[ Notify H Refresh I [ Add H Update/Display

Biographical Details | Contact Information | Regional | Organizational Relationships | VA Persen Info

41.

Enter the Employee ID of the retiree to be linked to the dependent in the Linked Participant
EmplID field and tab out of the field.

Linked Participant EmpliD Q
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The VA Person Info page redisplays with the Click here to add Other Linked Participant Details link
displayed.

Biographical Details Contact Infermation Regional Organizational Relationships VA Persen Info

Jo Doe Person 1D NEW
Power Of Attorney | Linked Participant EmplID \:\ Click here to add Other Linked Parficipant Details
Preferred Pronoun Preferred Gender

[ Add ” Update/Display H Include History H Correct History I

Biographical Details | Contact Information | Regional | Organizational Relatienships | VA Person Info

If more than one dependent needs to be linked, refer to the Job Aid titled BN361 Linking
0 Dependents and Retirees, located on the Cardinal website under Job Aids in Learning.

42. Click the Organizational Relationships tab.

Eiographical Details Contact Information Regional QOrganizational Relationships VA Person Info

The Organizational Relationships page displays.

Biographical Details Contact Information Eegional Organizational Relationships WA Person Info

Jason Doe Person D KNEW

Choose Org Relationzhip to Add

O Employee
[ Contingent Worker
[l Person of Interest
]
Select Checklist Code ol B
Add Relationship
m | Motify | | Refrash | | Add | | Updat=/Display | | Inclede History | | Correct History

Biographical Detgils | Contact Information | Regional | Jrganizational Relationships | WA Person Info
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43. Select the Employee checkbox option.

Note: The Hire list item appears in the Select Checklist Code field after selecting the
Employee checkbox option.

Biographical Details Contact Information Eegional Organizational Relationships WA Person Info

Jason Doe Person D NEW

Choose Org Relationship to Add

Employee
Contingent Worker
[ Persan of Interest

Empl Record a

-
W

5 e
Select Checklist Code I Hire hd I

| Add Relationship ‘

44, Click the Add Relationship button.

Note: Clicking the Add Relationship button validates all the dependent’s personal data. If any
required information is missing, Cardinal will generate an alert.

Add Relationship |‘

IMPORTANT: Do not click the Back button in the browser to go back, as all information that
0 has been entered will be lost.

Review missing information alert message, and go to the tab where the missing information is
captured. Reenter the information before coming back to the Organizational Relationships
tab and click the Add Relationship button again.
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The Job Data page displays with the Work Location tab displayed by default.

Work Location Details ()

*Effective Date |01/15/2028

Effective Sequence E

HR Status  Active

Fayroll Status  Active

Work Location Job Information Job Labar Payrall Salary Plan Compensation
Jason Doe Empl 1D
Employes Empl Record 0

| Caloulate Status and Dates

Fosition Number

U

*Company
*Business Unit | 15100

*Department

I}

Department Entry Date

*Action [ Hie |
Reason | Vl

*Job Indicator | Frimary Job vl
- Current D

Override Position Data

Position Management Record

Unitzd States

Department of Accounts

Cardinal will auto-assign the Employee ID Number for the dependent. Make note of the
Employee ID Number in the Empl ID field for future use.

‘Work Location Job Information Job Labor Payrall Salary Flan Compensation
Jason Doe Emgl ID
Employes Empl Record 0

45. | The Effective Date field defaults to the date entered on the Personal Information page.
Update to the first of the month of eligibility.

*Effective Date |02/01/2026

If a warning message displays, review for accuracy and click the OK button.

Warning — date out of range. (15,9

The date entered is either more than 30 days in the past or 30 days in the future. This is not
normally true for this date. Either acknowledge that the date is OK, or comect the entered date.
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46. The Action field defaults to “Hire” and no other selections are available.

“Action I allc VI
Reason ‘ "‘
*Job Indicator | Primary Job V|

47. Click the Reason dropdown button and select the applicable retiree type.

In this example, “Hire ORP Ret” has been selected.

*Action | Hire v |

Reason | Hir ORP Ret v|

0 If a warning message displays, review for accuracy and click the OK button.

Warning — date out of range. (15,9)

The date entered is either more than 30 days in the past or 30 days in the future. This is not
normally true for this date. Either acknowledge that the date is OK, or comect the entered date.

OK

48. Enter the retiree Position Number in the Position Number field (‘Company Code + Retiree
Type + 00”).

In this example, “CWMORPO00” has been selected.

Position Number ICWMORPU{I Q I

The remaining position related fields on this page will auto-populate once the Position Number
0 is entered and tab out of the Position Number field.

49. Click the Job Information tab.

Work Location Job Information Job Labor Eayrall Salary Plan Compensation
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The Job Information page displays.

Work Location Job Information Job Labor Bayrall Salary Flan Compensation
Jason Doe Empl 1D
Employes Empl Record O
Job Information Details (2 I ~

Effective Sequence 0 Action  Hire
HR Status  Active
Payroll Status  Active

Reason  Hir ORP Ret

Job Indicator  Primary Job

[
Current
Job Code  QRFPHBO ORP Retiree
Entry Date 02/01/2023 S0C Code

Supervisor Level E Employes Supervisor Name

Reports To

iews Current Incumbents

RegularTemporary  Regular Full/Part Part-Time

Empl Class b *Officer Code | Mon= V|
Shift Rat | |
Regular Shift Mot Applicable et
Shift Factar | |
Classified Ind ~ Classified

Standard Hours &

50. Click the Empl Class dropdown button and select the applicable Employee Class. In this
example “ORPRetiree” has been selected.

Empl Class I CRPRetiree VI

51. Click the Payroll tab.

Work Location Job Information Joh Labor Payroll Salary Flan Compensation
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The Payroll page displays.

Work Location Job Information Job Labar Payroll Salary Plzn Compenszation
Jason Doe Empl 1D
Employes Empl Record 0O
Payroll Information &) @ | 1of1 W
Effective Sequence 0 Action Hire

HR Status  Active Reason  Hir ORP Ret
Payroll Status  Active Job Indicator  Frimary Job a)
Currant
*Payroll System | Payroll for Morth America vl
Absence System | Other Vl

Payroll for Morth America &

Employes Type E
Tax Location Code E
GL Pay Type :

Combination Code

| Exempt V|

FICA Status
Edit ChartFizlds

Job Data Employment Data

Earnings Distribution Benefits Program Participation

52.

Click the Pay Group Look up icon and select “MNP” (Non-Payroll).

53.

Tax Location Code E

Enter the applicable Tax Location Code in the Tax Location Code field.

Pay Group. Do not change.

Other fields in the Payroll for North America section auto-populate based upon the selected

Payroll for North America &

Combination Code

Pay Group |MNP Q Non-Payroll
Employee Type Salaried Holiday Schedule |NCHOL Q| LOCALITY
Tax Location Code |760 Q
Richmond {City)
FICA Status — -
Edit ChartFields
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54. Click the Compensation tab.

Work Location Job Information Job Labor Payroll Salary Plan Compensation
The Compensation page displays.
Wiork Location Jab Information Joh Labor Eayroll Salary Flan Compensation
J2son Dos Empl 1D
Employes Empl Record D
Compensation Details (& \EI 1 Tof1 w
Effective Sequence 0 Action Hire

HR Status  Active
Payroll Status  Active

Compensation Rate

Reason  Hir ORP Rt
Job Indicator  Primary Job

Current

,t

0.000000%
» Comparative Information (&)
> Pay Rates ()
| Default Pay Components
Pay Components &
[a] S
Amounts Controls Changes Conversion b
*Rate Code Seq Comp Rate Currency Frequency Percent
1l a] |9 | |l al | a] |l =

| Calculata Compensation |

55. Click the Frequency Look up icon and select “M” (Monthly).

*Frequency Monthly

56. Click the Default Pay Components button.

Default Pay Components

57. Click the Rate Code Look up icon and select “State”.

*Rate Code

1 ISTATE Q, I
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58. Click the Calculate Compensation button.

Calculate Compensation

This process refreshes displays on the page and updates tables within the Cardinal system
leveraged by Payroll and other modules.

@

59. Click the Benefit Program Participation link at the bottom of the page.

Employment Data Eamings Distribution Benefits Program Farticipation

‘ Job Data

The Benefit Program Participation page displays.

Benefit Program Parficipation

Jason Doe Empl ID

Employes Empl Record 0

Benefit Status @

Benefit Record Number

L)

Effective Date  pounq2028
Action  Hire

Reason Hir ORP Ret

Effective Sequence O
HR Status  Active
Payroll Status  Active Job Indicator  Primary Job

a

Current

*Benefits System | EBanefis Administration b

Annual Benefits Ease Rate \:l =2
uso

Benefits Administration Eligibility &

Benefits Employee Status Active

ACA Eligibility Details

Elig Fid 1

Benefit Program Participation Details &

Effective Date  02/01/2025
Benefit Program  PSX

|

Currency Code USD

Sys defvered empty Ban Pgm

Elig Fid &

1 % Wiew Al
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60. Scroll down to the Benefits Administration Eligibility section and complete the following
fields:

e Elig FId 2 (e.g., “007008000” for ORP)
e Elig FId 3 (“N”)
e Elig FId 8 (“12-12")
e EligFIld9 (e.g., “LS-GB”)

sighas [ Q] Elig FId 6

61. Click the OK button.
Kl -
62. Multiple Warning messages appear in a pop-up window. Click the OK button for each.

0K l Cancel l

The Organizational Relationships page redisplays.

Biographical Detzils Contact Information Regional Organizational Relationships WA Person Info

Jason Doe Person 1D

Chooze Org Relationship to Add

Employee
Contingent Worker
Person of Interest

Empl Record o

Select Checklist Code | Hire

Add Relationship

| Refrash | | Add || Updste/Display || Inclede History || Correct History

Biographical Details | Contact Information | Regional | Qnganizational Relationships | Wia Parson Info

As a reminder, Cardinal has auto assigned the Employee ID Number for the dependent. Make
note of the Employee ID Number in the Empl ID field for the next steps.
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63. Navigate to the Modify a Person page using the following path:

NavBar > Menu > Workforce Administration > Personal Information > Biographical >
Modify a Person

The Personal Information Find an Existing Value Search page displays.

Personal Information

Find an Existing Value

~ Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

) Recent Searches ‘ Choose from recent searches v| / [ saved Searches | Choose from saved searches V| /
Search by: | Empl ID ~| begins with :

~ Show more options

[ Include History [0 Correct History

D - [

0 If the Modify a Person page displays, skip to Step 65.

64. Enter the Employee ID for the dependent in the begins with field.

Search by: | Empl 1D V| beqins with I I

65. Click the Search button.

[ Clear l [ [-] Save Search
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The Modify a Person page displays with the Biographical Details tab displayed by default.

Biographical Details Contact Information Regional WA Person Info

Jason Doe Person ID

Name E | 10f1 w Wiew Al
Effective Date 011672025 El

Format Type English

Wiew Mame
Jason Doz

Display Mame

Biographic Information
Date of Birth |06(17/2010 Years 15 Months &

Date of Death

Birth Country |USA

United States

Birth 5tate

| D Exelude Contact Information?

IEI | 1of1 w | Wisw All
*Effective Date |01/18/2026 B

*Gender | Male

Birth Location

Bicgraphical History

bR

*Highest Education Level | Mat Indicatad Vl

Singl A 01162028

Language Code

II

Alternate ID

[ Full-Time Student

66. Click the VA Person Info tab.

Biographical Details Contact Information Redgional VA Perzon Info

The VA Person Info page displays.

Biographical Details Contact Information Eegional VA Person Info

Jason Doe Person ID

Power Of Attorney | Linked Participant EmpllD |00155754800 Q) | Click here to add Cther Linked Participant Details

Preferred Pronoun Prefarred Gender

| Return to Search || Muofify || Refrash | | Add || Update/Display Include History Coy
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67. Validate that the retiree’s Employee ID is populated in the Linked Participant EmplID field. If
not, enter the retiree’s Employee ID and click the Save button.

Power Of Attorney | | Linked Participant EmplID E Click here to add Other Linked Participant Details
Preferred Pronoun Preferred Gender

ﬁl Return to Search ” Motify ” Refresh ] Add Update/Display Include History Col

68. Click the Save button.

l Retum to Search ” MNotify ” Refresh ]
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Enrolling the Dependent(s) in Benefits

The next step is to enroll the newly hired, youngest dependent in benefits, and add the retiree’s spouse
and any other eligible dependents. This transaction is completed by a BN Administrator after the Ben
Admin process runs (every 4 hours).

Step | Action

1. Navigate to the Cardinal Homepage.

The Cardinal Homepage displays.

Cardinal Message Board Cardinal Portal Benefit Details

0

|

Message(s) published today
0

Total active message(s)

2. Click the Benefits Administrator tile.

Benefits Administrator

< B

+-f

The Update Dependent/Beneficiary Find an Existing Value Search page displays.

Benefits Administrator

s+ Employee/Dependent

4 ~ .
£ information Update Dependent/Beneficiary
Update Dependent/Beneficiary Find an Existing Value
Maintain Certifications v Search Criteria
Enter any i you have and click Search. Leave fields blank for a list of all values.
%= Enroll in Benefits v |
) Recent Searches | Choose from recent searches v| #  Rsavedsearches | Choose from saved searches V|7
[E% Review Employee Benefits v
EmplID [ begins wih ~| |
%4 Benefits Management v
Name l begins with VI [
g Benefits Configuration v

Second Last Name [ begins with vl

l
l
Last Name [ begins with v] [ l
l
l
l

[
Alternate Character Name l begins with vl [
[

Middle Name [ begins with v]

~ Show fewer options

[ Case Sensitive (J Include History [ Correct History
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Step | Action

3. Click the Benefits Management menu item on the left-hand side of the screen.

Benefits Administrator

ss Employee/Dependent
Information

Update Dependent/Beneficiary

Maintain Certifications

*-= Enroll in Benefits ~
@ Review Employee Benefits ~
+a Benefits Management ~
g Benefits Configuration v

The Benefits Management menu expands.

+n Benefits Management -~

Online Confirmation Statements

Review BAS Activity

On-Demand Event Maintenance

Update Event Status

4. Click the On-Demand Event Maintenance menu list item.

+n Benefits Management -~

Online Confirmation Statements

Review BAS Activity

On-Demand Event Maintenance

Update Event Status
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The On-Demand Event Maintenance Find an Existing Value Search page displays.

Benefits Administrator

&+ Employee/Dependent
¥4 Information

* Enroll in Benefits

[ Review Employee Benefits

s Benefits Management

~

Online C

On-Demand Event Maintenance
Find an Existing Value

“ 8earch Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

{0 Recent Searches | Choose from recent searches

o/

[ Saved Searches

Choose from saved searches ~| V4

Review BAS Activity

On-Demand Event Maintenance

Update Event Status

#% Benefits Configuration

Empl ID ‘ begins with v‘ [

Empl Record ‘: v‘ ‘

Name ‘ begins with V‘ ‘

Last Name | begins vith | |

Second Last Name ‘ begins with v‘ ‘

Alternate Character Name ‘ begins with v‘ ‘

l
|
|
|
|
|

A Show fewer options

[ Case Sensitive

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
0 Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal website
in Job Aids under Learning.

employee.

5. Enter the dependent’s Employee ID in the Empl ID field.

Empl ID | begins with v |

Note: Users can also search by Employee Record or Name using the corresponding fields.
However, it is recommended to use the Employee ID as it is a unique identifier for each

0. Click the Search button.

B
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The On-Demand Event Maintenance page displays for the newly hired, youngest dependent.

On-Demand Event Maintenance

Jason Doe Person D Ezn Record o
Activity Date  02/01/2028 Source  Job Diata Change Empl Record a
Schedule/Prepare Activity Pending Activities q Show Activities. | Pction R
Event ID 1 Event Date  02/01/2026 Status  Prepared Class HRZ | Ewent Status Update
Prepare Options Event Status a for B N
pen for Processing
Enrcliment Statement Run Date Freguency
Deduction Frequency  Annual Frequency
Election Entry Entered o of o Show Plans
alidate/Finalize @i B [ Finalize/Apply Defaults
Errors 1}
Confarnation Staterment Run Date

| Reprocess | Frocess Indicator
Mormal Processing
| Feturn to Search | | Motify |

7. Click the Show Activities button.

Show Activities

The BAS Activity page displays in a pop-up window.

Hzlp

Jason Doe Person ID Ben g
Record

BAS Activity
=[] e
Action BAS .
Select Empl Record Source Event Date Event Effseq Action COBERA Action

Job Data .
e i
B o205 oo 0| HR B
-:anxl
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Action

button to manually run Ben Admin.

If the BAS Activity page displays an “HR2” event, the Benefits Administration process has not
yet run. In this case, complete the “HR2” event first by clicking the Schedule/Prepare Activity

BAS Activity
5] T
Action BAS o
Select Empl Record Source Event Date Event Effseq Action COBRA Action
Manual
O 1 Event 01/13/2026 0 |HR2 B
Job Data
O 1 Change 01/15/2026 0| HIR E
Schedule/Prepare Activity

If the HR2 event does not go to “Prep None”, select the Finalize/Apply Defaults checkbox
option, and then click the Validate/Finalize button to complete the Ben Admin process.

Show Plans

Election Entry

Entered 0 of 0

Show Ermrors

& Finalize/Apply Defau|t4 |

Validate/Finalize

I| Errors 1]

Confirmation Statement

Run Date

8. Click the OK button.
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The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

Jason Doe Person ID Een Record o
Activity Date  02/01/2026 Source  Job Data Change Empl Record o
Schedule/Prepane Activity Pending Activiies 1 Show Activities | Bction IR
Event ID 1 Event Date  02/01/2025 Status  Prapared Class HRZ | Event Status Update

Prepare Options. Event Stat
i Vent status Qpen for Processing

Enrollment Statemant Run Date

Frequency
Deduction Frequency — Annual Frequency
Elzctian Eniry Entered pof g Show Plans
‘alidate/Finalize Show Errors [ Finalize/Apply Defaults
Errors [H]
Confirmation Statement Run Date

| Reprocess | Frocess Indicator
Mormal Processing
E | Return to Search | | Matify |

9. Click the Schedule/Prepare Activity button to manually run the Benefits Administration process
for this Benefit Event.

Schedule/Prepare Activity

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530) |

|

10. | Click the OK button to close the message.

OK

Rev 7/15/2026 Page 102 of 111



/7

Cardinal

Benefits Job Aid

BN361 ORP Retiree Guide

Step

Action

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

Jason Doe

Activity Date Source

‘Schedule/Frepare Activity Pending Activities a

Event ID 2 Event Date  02/01/2025 Status
Prepare Cptions
| Enroliment Statemant | Run Date
| Election Entry Entered o of 1
R S
\Validata/Finalize Errors o
Confirrnation Statement Run Date

| Feprocess

‘ Return to Search H Muotify |

| Process Indicator

Person D
Showr Activities
Prepared Class
Event Status
Frequency

® Deduction Frequency ‘= Annual Frequency

Show Plans

Show Ermors

Momal Processing

Ben Record o

Empl Record o

Action

HIR Event Status Update

Open for Processing

[ FinalizefApply Defaults

11.

Click the Election Entry button.

Election Entry
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The BenAdmin Data Entry page displays with the Option Election tab displayed by default.

BenAdmin Data Entry b4

Event / Participant Selection Option Election

Dependents / Beneficiaras

Help

Sched ID EMOC Empl ID Jason Doe Ben Record 0 EventID 2
EventData 02i01i2026 Initial Enrolimant Excess Credit Rollover To  Forfeit Excess Cradits
~ Available Plans and Options & IEI 1|1 ~
Plan Type 10 : Medical
L
Health Provider ID | [ Previously Seen
Special Requirements
Dep B
Dependents/Beneficiaries )
D Name ?ﬂﬁﬁ?ip o Health Provider ID ‘ S g::;‘}yw Age Limit Flag ‘
|

12.

Plan Type 10 : Medical

Option Code || Q

Click the Option Code Look up icon in the Plan Type 10: Medical section.

The Look Up Option Code page displays in a pop-up window.

Help &
i
Search Resulis
JOHM 1
View 100 1-4¢ ] W orfeit Exc|
Option | Option Benefit | Coverage
Code Type Plan Code
1 Oplicn CHA 1
10 Option CHA2 2
1 Option CHAZ 3
1z Option CHA2 4
13 Option CHD 1
14 Option CHD 2 I Require|
15 Ciplion CHD 3
16 Ciplion CHD 4
17 Option CHD1 1

X!

Look Up Option Code
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Action

13.

Select the Benefit Plan and Coverage Code indicated on the enroliment form submitted by the
retiree. For this example, Benefit Plan “CHA2”, Coverage Code “4” is selected.

Note: The Coverage Codes are:

e 1 -Single Coverage
o 2 - Employee + Spouse
¢ 3 — Employee + Child,
e 4 — Employee + 2 or More Dependents (Family).
Option | Option Benefit | Coverage
Code Type Plan Code
1 Cplion CHA 1
10 Cplion CHA2 2
1 Cplion CHAZ 3
12 Cplion CHAZ 4

The Plan Type 10: Medical section redisplays with the selected Option Code displayed.

Plan Type 10 : Medical

Option Code

Health Provider ID | [ Previously Seen

COWE HithAwr + Exp Den (CHAZ) {Family)

14.

Click the Dependents / Beneficiaries tab.

Ewent/ Participant Selection Option Election Dependents [ Beneficiaries
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The Dependents / Beneficiaries page displays.

BenAdmin Data Entry

Ewent/ Participant Selection Opfion Election Dependents / Beneficiaries
Schedule I EMOO Employee ID Jazan Dos
EventlD 2 Ewvent Data  02/01/2028 Initial Enrcllment
Bensfit Record 0 Excess Credit Rollover To  Forfeit Excess Gredits

Dependent/Beneficiaries Currently on Record

MName Relationship to Employee Dependent Eeneficiary Type Date of Birth

{Changeifdd Depandent Data

Elections Requiring Supplemental Information

1 hbedical Enroll Dependants

Ewvent/ Participant Selection Oiption Election Depsndents | Beneficiares

15. | Click the Change/Add Dependent Data link.

Dependent/Beneficiaries Currently on Record

MHame Relationship to Employes Dependent BEeneficiary Type Date of Birth

Change'Add Dependent Datz

The Dependent/Beneficiary page displays in a pop-up window.

Dependent/'Beneficiary *

Mame Address Perzonal Profile

Jason Doe Person ID

Dependent/Beneficiaries I 1af1 W | Wiew A
*Dependent/Beneficiary 1D

Name History @ I 1af1 W Wiew All

*Effective Date |[02/01/2025 EI
*Format Type | English LY

Apply

ama | Address | Personzl Profile

OK Cancel

=
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16. | Add all applicable dependents to the youngest dependent’s record with the information gathered
previously in Step 9 of the Hire the Youngest Dependent as an Employee section of this Job
Aid.

Be sure to visit all three tabs — Name, Address, and Personal Profile.

For this scenario, the youngest dependent’s parent (spouse of the retiree) and older sibling are
added.

When entering dependents in this scenario, the youngest dependent’s parent must be entered
0 as a “Spouse”, and the sibling entered a “Child” in the Relationship to Employee field. The
Dependent/Beneficiary Type must be changed to “Approved Dependent” for each dependent.

A Warning message appears when entering the National ID of the dependents because they were
previously associated with the retiree’s record.

Waming — Mational ID 175534506 is already used for dependent 0015567542300/03. {1000,683)

A Mational ID cannot be used within the same country for two different individuals. The Mational |0 you entered is already in use by another employee, dependent, or applicant.

17. | Click the OK button to close the message.

OK
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Once the dependent(s) information is entered, the BenAdmin Data Entry page redisplays.

BenAdmin Data Entry

Event [ Participant Selection Option Election Dependents ! Beneficiaries.
Schedule I EMOQ Employee D Jason Dos
EventID 2 Event Data  02/01/2028 Initial Enrolliment
Bensfit Record 1 Excess Credit Rollover To Forfeit Excess Credits

DependentiBeneficiaries Currently on Record

MName Relationship to Employes Depandent Beneficiary Type Date of Birth
Dio=,Jane Spouse Approved Dependent 03121878
Do=,Jo Child Approved Dependant 0311242008

Change’Add Depandent Data

Elections Requiring Supplemental Information

10 Medical Enrall Dependants

Event/ Parizipant Selection Option Election Cependents | Beneficiares

18. | Review the Dependent/Beneficiaries Currently on Record section for accuracy.
Dependent/Beneficiaries Currently on Record
Mame Relationship to Employee Dependent Eeneficiary Type Date of Birth
Doe, Jane Spouse Approved Dependent 03121878
Dioe, Jo Child Approved Dependent 031 2020056
19. | Click the Option Election tab.

Ewent ! Paricipant Selection Option Election Dependents ¢ Bensficiarias
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The Option Election page displays.

BenAdmin Data Entry
Event/ Participant Selection Owption Election Dependents / Beneficiaries
Sched ID  EMOD Empl ID Jason Do Ben Record o EventiD 2
EventData 02012026 Initial Enrollmant Excess Credit Rollover To  Forfeit Exeass Cradits
~ Awvailable Plans and Options (@ @ I [1of1 w
Plan Type 10 : Medical
w
Option Code 12 Q
COVA HithAwr + Exp Den (CHAZ) (Family)
Health Provider ID ‘ D Previcusly Seen
Special Requirements
Dep B
Enrall All ‘
Dependents/Beneficiaries
“D Name Eﬁ:;,":;ihip L3 Health Provider ID ‘ (RELTE] gz:;‘ﬁ.ype Age Limit Flag ‘
|
Ewent/ Participant Selection Option Election Dependents [ Beneficiares
20. | Click the Enroll All button.
Dependents/Beneficiaries
Enroll Al
The enrolled dependents display in the Dependents/Beneficiaries section.
Dependents/Beneficiaries
Relationship to o Previously Covered -
D Mame Employes Health Provider ID ‘ Seen Person Type ‘ Age Limit Flag ‘
01 Q Jane Dos Spouse ‘: ‘ [m} Spouse | | El
[ a] woe one ] o | | =
21. | Click the OK button.
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The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

Jason Doe Person 1D Ben Record o
Activity Date Source Empl Record o
Schedule/Prepare Activity Pending Activities i} Shoner Activities Bction
Event I 2 Event Date  32701/2025 Status  Entered Class HIR Ewent Status Update
Prepare Options Ewvent Status

‘Open for Processing

Enrclment Statement |
‘ Run Date Frequency

® Deduction Frequency O Annual Frequency

‘ Election Entry Entered 1 of 1 Show Plans
‘ alidata/Finalize | Emors g Show Errors C Finalize/Apply Defaults
Confirmation Statement Run Date

‘ Reprocess | Process Indicator
Mormazl Pracessing
| Feturn to Search | | Motify |

22. | Confirm that the Status field is “Entered” and that the Event Status field is “Open for
Processing”.

Istatus Entered I Class HIR Event Status Update

Event Stat
ven us Open for Processing

23. Click the Validate/Finalize button.

Validate/Finalize

A Confirmation message displays in a pop-up window to acknowledge that the manual Benefits
Administration process has been completed successfully.

Process completed successfully. (3000,530)
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24. | Click the OK button to close the message.

OK

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

Jason Doe Person ID EBen Record a
Activity Date Source Empl Record ¥]
Schedule/Prapare Activity Pending Activities 0 Show Acthities Action

Ewvent ID 2 EventDate 02i01/2026 Status Finalized - Enrolled = Class  HIR Event Status Update

Prepare Cptions Ewvent Status
il - Clozed to Processing

Enrcliment Statement Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Entry Entered o of o Show Plans

Finalize/Apply Defaults

\alidate/Finalize EShow Errors
Ermors [¥]
Confarnation Staterment Run Date
Feprocess. Process Indicator | M

Mormal Processing

| Feturn to Search || Motify |

25. Confirm that the Status field is “Finalized — Enrolled” and the Event Status field is “Closed to
Processing”.

Status Finalized - Enrolled | Class  HIR Event Stalus Updale

Event Stat
vent status Clozed to Processing
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