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Creating and Completing a Life Event on Behalf of an Employee Overview

This Job Aid provides the step-by-step instructions utilized by an Agency Benefits Administrator (BA)
to create and complete a manual Benefit Event (Life Event) on behalf of the employee.

This process is utilized when the employee does not initiate the qualifying Life Event through
Employee Self-Service (ESS).

This Job Aid also contains sections that provide the step-by-step instructions utilized by an Agency
BA to complete the following after the Benefit Event is completed and finalized:

¢ Viewing the employee’s benefits information to validate accuracy
e Viewing/printing the Confirmation Statement for the employee

Navigation Note: Please note that there may be 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

12/8/2025 Notes added in all sections to provide additional information regarding the
Schedule/Prepare Activity button.

Language added regarding the use of special characters in name fields.

3/1/2025 Updated the screenshots of the Search pages (Section 1, after Steps 1 and 12;
Section 2, after Steps 1 and 11; Section 3, after Steps 1, 11, 43, 54, 88, and 98;
Section 4, after Step 1). Added reference information to the Overview of the
Cardinal HCM Search Pages Job Aid.
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Adding Dependent(s)

This section of the Job Aid should be referenced when creating and processing a Life Event on behalf
of the employee wherein one or more dependents is being added to the employee’s coverage
(marriage, birth, adoption, etc.). The steps included in this section of the Job Aid are based on the
following example scenario.

Scenario: An employee got married on 12/16/2022. The employee submitted the appropriate
supporting documentation and a benefits enroliment request form on 12/19/2022 to add their spouse as
a dependent and enroll them in their benefits. Additionally, a stepchild will be added and enrolled in the
employee’s benefits. The employee did not initiate this Qualifying Mid-Year Event through Employee
Self-Service (ESS). As the BN Administrator, you need to create and process this manual Benefit
Event (Life Event).

Note: Generally speaking, the steps in this Job Aid can be used to create and process any manual Life
Event on behalf of an employee wherein dependents are being added to the employee’s coverage. Be

sure to use the actual dates and information provided by the employee when completing this process in
Production.

Step | Action

1. Navigate to the Benefit Event page using the following path:

NavBar > Menu > Benefits > Manage Automated Enroliment > Events > Benefit Event

The Benefit Event Entry Find an Existing Value page displays.

‘ < Cardinal Homepage | Benefit Event Entry

Benefit Event Entry
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‘ / [l Saved Searches | Choose from saved searches V| f

Empl ID ‘ begins with V| ‘

Benefit Record Number ‘ = v‘ ‘

Empl Record ‘ = v‘ ‘

Last Name ‘ begins with V| ‘

Business Unit ‘ begins with V| ‘

|
|
|
First Name ‘ begins with V| ‘ |
|
|
|

Department | begins with +| |

~ Show fewer options

[ Case Sensitive U Include History  [J Correct History
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Step | Action
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 Search by field.

Note: The other search by options available (Search by dropdown button) are Business Unit,

Department, and Name.

Searchby: | Empl ID v| begins with |

3. Click the Search button.

-

The Benefit Event page displays for the applicable employee.
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4. Click the Life Event dropdown button and select the applicable Life Event (“Marriage” in this
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Step

Action

The Benefit Event page redisplays with the selected Life Event.
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Click the Life Event Date Calendar icon and select the applicable date.

Life Event Date

This is the date of the actual event (marriage, birth, divorce, etc.).

Click the Paperwork Receipt Date Calendar icon and select the applicable date.

Paperwork Receipt Date

This is the date that the Benefits Enroliment form was received from the employee.

Click the Health Change Needed dropdown button and select “Yes”.

L

Health Change Meeded:

Even if the Life Event does not require a change in the Health Plan Coverage Code for the
employee, select “Yes” (e.g., this is a birth event, and the employee is already enrolled in
“Family” coverage. However, a new dependent is being added (newborn)). If “Yes” is not
selected, a Benefit Event will not be created.
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Step | Action

The Benefit Event page refreshes.

The Current Cov. Level field auto-populates with the employee’s current Health Plan
0 enroliment coverage level.

8. Click the Future Cov. Level dropdown button and select the applicable coverage level.

Future Cov. Level: bt

The coverage levels available for selection are “Single, Employee”, “Employee + Spouse”,
0 “Employee + CH (Child)”, and “Family”. Please note that this does not actually change the
employee’s enrollment. This will be done when the Life Event is processed.

9. Click the Change dropdown button and select “Existing Health Plan — Adding
Spouse/Children”.

Change: o

0 The selections available will vary based on the type of Life Event previously selected.
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Action

10.

Complete the fields within the FSA Change section if the employee is making any changes to
their Flex Spending Account(s) (Flex Spending Medical or Flex Spending Dependent Care) in
conjunction with the Life Event (no changes to the employee’s FSA elections will be made for
this scenario).

FSA Change
F5A Change Needed: B

Change: o

11.

Click the Save button.

e

After saving, review the messages in the Special Processing Message (Health) and Special
Process Message (FSA) fields. These messages will provide next step instructions.

If an additional Office of Health Benefits (OHB) approval will be required based on the dates
entered or if any other processing guidance is applicable, a comment will display in the Special
Processing Message (Health) field and/or the Special Processing Message (FSA) field.

The manual Benefit Event (Life Event) is now created. Next, this Benefit Event must be
processed.

12.

Navigate to the On-Demand Event Maintenance page using the following path:

NavBar > Menu > Benefits > Manage Automated Enroliment > Events > On-Demand
Event Maintenance
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Step | Action

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

‘ & Cardinal Homepage ‘ On-Demand Event Maintenance

On-Demand Event Maintenance
Find an Existing Value

~ Search 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 V| / [1 Saved Searches | Choose from saved searches V‘ /

Empl ID ‘ begins with V‘ |

Empl Record ‘ = v‘ |

Name ‘ begins with v‘ |

Last Name ‘ begins with v‘ |

Second Last 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
0 Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal
Website in Job Aids under Learning.

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

Searches can also be performed using the employee’s name. However, it is recommended to
use the Employee ID as every employee will have a unique Employee ID.

Empl ID | begrs with « I I

14. Click the Search button.

.
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The On-Demand Event Maintenance page displays for the applicable employee.

|Ce-Demand Evest Manlenance

~~~~~~

Review the Activity Date field.

Activity Date | 01/01/2023

For Life Events, this date will auto-populate based on the coverage begin date for the
applicable type of Life Event (in this scenario, the Life Event is a marriage, so the Activity Date
field defaults to the first day of the month following the date of marriage). Ensure that this date
is accurate.

The Source field will be “Manual Event”. The Action field will default based on the type of Life
Event (“MAR” for Marriage in this scenario).

16.

Click the Show Activities button.

| srowscwives |

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

Person 1D Ben 0
Record
BAS Activity
m qQ
Salect Empl Record ';::JJ?:". Event Date  Event Effaeg ::ﬂiﬁm COBRA Aotlon
[i] Marwial ARl atlria vk 0 MAR e -—

Event

| oK | cancel
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Step | Action

17. | Ensure that the Select checkbox option for the applicable Manual Benefit Event is selected.

Select

18. Click the OK button.

oK Cancel

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maltenance

On-Demand Evest Maintenancs

T o P — Fonshan Apady Gl

19. | If the Benefits Administration process has already run, the Schedule/Prepare Activity button

will be disabled, and the Pending Activities field will display a “0”. In this case, proceed to Step
22.

If the Pending Activities field displays a “1”, click the Schedule/Prepare Activity button.

Note: Clicking the Schedule/Prepare Activity button will launch an automated program that
schedules and prepares the activity.

A Confirmation message displays in a pop-up window once the automated program completes.

Process completed successfully. (3000 530)

Rev 12/8/2025 Page 10 of 113



/ﬂ) Cardinal Benefits Job Aid
Ve

BN361 Creating and Completing a Life Event on Behalf
of an Employee

Step | Action

20. Click the OK button.

...................................

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

€ Cardinal Homspage

On-Demand Event Maintenance
Parson 10 Ben Record o
Activity Data Sourca Empl Racond
8 ehachula'Prapans Astivity Pendlng Acohvimas 0 ShewAcenvities Asen
Event 1D 2 EwentDse DI0VI02) St Prapened Claze WA S
Prepare Options Event $atus .
Oypert fon Provessig
Ensollment Fatement Run Date Frequency
W Deduetlom Frequency [ Annual Fraguancy
Eactlon Eney Emersd  pof Shaw PLas
Valsdate/Finalize Eroes b Show Errors FIERMEARRY DAt
Confiration SLtamant Run Date
Reprocess Process indicater ([N @
Mormal Processing
Sive | | Renumse Search | ity

21. | Confirm that the Status field displays as “Prepared” and the Event Status field displays as
“Open for Processing”.

Status  Prepared Class MAR Evert Status Updats

Event Status for Processing |

If these statuses do not display as indicated, please submit a VCCC Ticket with “Cardinal
Benefits” in the Subject line.

22. | Click the Election Entry button.

Elaction Entry
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Step | Action

The Election Entry page displays in a pop-up window with the Option Election tab displayed by
default.

BenAdmin Data Entry E
Help
‘ Event / Participant Selection | Option Election | Dependents / Beneficiaries
SchedID  EMOO EmplID 0085805400  |homas Jones32 Ben Record 0 EventID 2
Event Data 01/01/2023 Marriage Excess Credit Rollover To  Forfeit Excess Credits
¥ Available Plans and Options (& Q | 1of4 v~

Plan Type 10 : Medical

Esa

Option Code ‘ES Q ‘
- COVA Care + Prev Dental (ACCO) (Single)

Health Provider ID O Previously Seen

Special Requirements

Dependents/Beneficiaries

Enroll All

Dependents/Beneficiaries

Relationship to Health Provider Previously Covered

*ID Name Employee ID Seen Person Type

Age Limit Flag

0o o

23. | Select the applicable Medical Plan based on the employee’s Benefits Enroliment form. Click the
Option Code Look Up icon (magnifying glass) within the Plan Type 10: Medical section and
select the applicable Option Code based on the coverage being elected.

Select the same Benefit Plan that the employee is currently enrolled in but with the new
Coverage Code (based on the employee’s Benefits Enroliment form) by clicking the
corresponding link in the Option Code column (Benefit Plan “ACCO” with Coverage Code “4”
will be selected in this example as this is a marriage and the employee is adding the spouse
and a stepchild).

The Coverage Codes are as follows:

1 — Single

2 — Employee + Spouse

3 — Employee + Child (except for Tricare)

4 — Employee + 2 or More Dependents (Family — except for Tricare)
8 — Employee + Child(ren) (Tricare only)

9 — Family (EE + SP + Child/ren for Tricare only)

Plam Typa 10 ; Medical

C.'pﬂ&"i{d':t
CEONA Care = Prev Dertal (ACSI}H{Single)
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Step | Action

The Option Election tab redisplays.

BenAdmin Data Entry

Evint ! Parliopant Sebcioe Cption Election Dogmridits. | Bevetiianes

Sched ID  Erald Emgpd iD Bien Record o EvemtiD 2
Everd Data 00172007 Mamage Exeess Oredit Rollover To Forlel Excews Crediy
=  Avallable Plans and Options 2 Q

Plan Type 10 : Medical

-
Option Code 285 Q e
GO Care = Preyv Dental (AGED) (Seif + Spoase )
Healih Provider ID O Previously Seen
CependentsBeneficiaties
Erredl All
DependentsBeneficiaries
u Relatonship io Health Provider Previously Covered
= = Empiaven ] Seen Perzon Type Age Limit Flag
Q -

24. | Click the Dependents / Beneficiaries tab to add the new dependent(s).

I Dependents / Beneficiaries I

The Dependent / Beneficiaries tab displays.

BenAdmin Data Entry x
He
Evert/ Parscipant Selection Qpton Election Dependents / Beneficiaries
Schedule ID EMOO Employee ID
EventiD 2 EventData 010172023 Marnage
BenefitRecord 0 Excess Crecit Rollover To  Farfeit Excess Credits
Dependent/Benaficiaries Currently on Record
Name Relationship to Employee Dependent Beneficiary Type Date of Birth
Cha Add( Jen ita
Elections Requiring Supplemental Information
10 Medical Enral Dependents
| oK Cancel | Apply Refresh
Evertt / Partcpant Selection Option Electon Dependents / Beneficanes
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25.

Click the Change/Add Dependent Data link.

| changeiadd Dependent Data

The Dependent/Beneficiary page displays in a pop-up window with the Name tab displayed by default.

Dependent/Beneficiary
Hame Address. Personal Prodie
Person ID
Dependent/Bensficiaries Q o
“DeapendentBaneficiary 1D D1
Mame History Q v
“Effective Date |00012023  [)
“Format Type | English w
Display Hame Edie Name
0K | Cancel Apply
lame Address | Personal Profile

x

For Life Events, the Effective Date field defaults to the date that the coverage will begin (in this
scenario, the Life Event is a marriage, so the Effective Date field defaults to the first day of the
month following the date of marriage). Do not change this date as it must match the Event Date

or the system will not recognize this dependent as eligible for coverage.

The Dependent/Beneficiary ID field will default to the next available Dependent/Beneficiary ID
number (“01” in this scenario) and increment by 1 for each additional dependent subsequently

added.

26.

Click the Edit Name button.

Rev 12/8/2025
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Step | Action

The Name page displays in a pop-up window.

Name x
Help
English Name Format
Name Prefix V[
“First Name
Middle Name
“Last Name
Name Suffix e
Display Name
Formal Name
Name
| OK I‘ Cancel | ‘ Refresh Name

27. | At a minimum, enter the dependent’s first and last name in the corresponding fields. The Name
Prefix, Middle Name, and Name Suffix fields are optional but should be entered as applicable.

Note: Do not use accent marks or special characters in the name fields. These are not
recognized and can cause errors when uploading to the Vendor.

I “First Nama I

Middle Mama

I “Last Mame I

28. Click the Refresh Name button.

v Carel I R#freih Mams I
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Step | Action

The Name page refreshes.

Hame =
Ergligh Hare Form
hars Frwl b
Firsn Pl
Middle Mame
wit P -
Hams $:dfix -
Dinplay M L
F al M i ' w
i
L Cargel Refresh Nams

The Display Name, Formal Name, and Name fields will populate based on the name
ﬂ information entered.

29. Click the OK button.

oK Cancel Refresh Mame

The Name tab redisplays.

Dependent/Beneficiary X
Help
Name Address Personal Profile
Person ID

Dependent/Beneficiaries Q, 1of1 v View All
*Dependent/Beneficiary ID 01 + -

Name History Q of 1 v I WiewAll

“Effective Date | 01/01/2023 +| -

*Format Type | English A
Display Name  Wife Jones32 Edit Name
OK Cancel Apply
Name | Address | Personal Profile
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Step | Action
o The Display Name field auto-populates with the name information previously entered.
31. | Click the Address tab.
Name Address Perscnal Profile
The Address tab displays.
Dependent/Beneficiary x
Help
MName Address Personal Profile
Dependent/Beneficiaries Q » View All
Person ID
DependentBeneficiary ID 01 Name Wife Jones32
Address History Q View Al
*Effective Date |01/01/2023 + -
[ Same Address as Employee Address Type -
Address
Country | USA Q  nited States
Address Edit Address
Phone Information
F Q 1-10f1 »
Same As Employee Phone Type Telephone Extension Preferred
] v (] + -

32. | Click the Same Address as Employee checkbox option (applicable for this scenario).

@ Same Address as Employee

The address information can be completed as applicable for the dependent by either selecting
the applicable Address Type using the dropdown button provided and then clicking the Edit
Address button (the Edit Address page will display in a pop-up window, and the applicable
address information can be entered).

.y

| Edit Address |
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Step | Action

The Address tab refreshes.

Dependent/Beneficiary

HName Address Fersonal Profile

Dependent/Beneficiaries Q

Person ID

DependentBeneficiary ID 01 Name  Wife Jones32

Address History Q

“Effective Date | 01/01/2023

Same Address as Employee Address Type | Home

Employee's Current Address

Country USA United States

Address 100 East Main Street
Richmond, VA 23219

Phone Information

7 Q

Same As Employee Phene Type

-

View All

0 The address information auto-populates in the Employee’s Current Address section.

33. Click the Personal Profile tab.

MName Address Personal Profile

Rev 12/8/2025
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The Personal Profile tab displays.

Dependent/Beneficiary x|
Help
Name Address Parsonal Profile
Person 1D
Personal Profile Q 10f1 v iew Al
| -
Dependent’Beneficiary ID 01 Wife Jones32
“Date of Birth || Birth Location
Birth Country Q Birth State
Date of Death [ Riders/Orders exist
Medicare Entitled Date | -
Personal History Q 1 v View All
*Effective Date |01/01/2023 [553] +*| -
“Relatienship to Employee -
*Dependent Beneficiary Type -
*Gender | Unknown ~
“Marital Status | Single - Asof &
O Student As of B
O Disabled As of ]
O Smoker As of |
Qccupation

The following steps provide instructions for completing the required dependent information. If
any of the other optional information is provided by the employee, it can be entered in the
corresponding fields.

The Student and Smoker checkbox options are not required in Cardinal, and this information is
not transmitted to the Plan Provider (Vendor).

34. | Click the Date of Birth Calendar icon and select the dependent’s date of birth.
“Date of Birth ||
35. | Click the Relationship to Employee dropdown button and select the dependent’s relationship
to the employee (“Spouse” in this scenario).
"Relatienship to Employee I “'I
36. | Click the Dependent Beneficiary Type dropdown button and select “Approved Dependent”.

“Dependent Beneficiary Type I vI
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Step | Action
“Approved Dependent” is selected once the applicable supporting documentation has been
0 provided by the employee. The coverage for the dependent is not reported to the Vendor until

the dependent is in this approved status.

37. | Click the Gender dropdown button and select the dependent’s gender (“Unknown”, “Male”, or
“Female”) (“Female” in this scenario).
“Gender | Unknown "'I

38. | The Marital Status field defaults to “Single”. Update as needed for the dependent (“Married” in
this scenario).

“Marital Status | Mammied B As of 12162022 H

If any status other than “Single” is selected, select the applicable date using the Marital Status
as of Calendar icon (“12/16/2022” in this scenario).

39. | Click the vertical scrollbar to scroll down on the page to the National ID section.

40. | Enter the dependent’s Social Security Number (SSN) in the National ID field.

* National ID

H Q 1ol 1 w | View Al
“Country “Mational ID Type Description Natignal ID Primary ID

USA, Q PR Q  Social Security Mummber I I o+ -—

If the employee did not provide the dependent’s SSN, this field can be left blank for now.
However, as soon as the SSN is obtained, it should be entered as soon as possible by re-
opening and reprocessing the Benefit Event.

Dependent SSNs are necessary for accurate ACA reporting. Agency BAs can use the Base
Benefits Consistency Audit report to monitor dependents with a missing SSN.

41.

Click the OK button.

oK Cancal Apply
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Action

The Dependents / Beneficiaries tab redisplays.

BenAdmin Data Entry X
) ) Help
| Event / Participant Selection | | QOption Election ‘ [ Dependents / Beneficiaries I
Schedule ID  EMO0 Employee ID
EventlD 2 EventData 01/01/2023 Marriage
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits
Dependent/Beneficiaries Currently on Record
Name Relationship to Employee Dependent Beneficiary Type Date of Birth
Jones32, Wife Spouse Approved Dependent 05/05/1997
Change/Add Dependent Data
Elections Requiring Supplemental Information
10 Medical Enroll Dependents
oK | Cancel | | Apply | Refresh
Event / Participant Selection | Option Election | Dependents / Beneficiaries

The add dependent displays in the Dependent/Beneficiaries Currently on Record section. If
additional dependents need to be added (e.g., birth of twins, adding stepchildren as a result of

marriage, etc.), proceed with Step 42.
If no additional dependents need to be added, skip to Step 44.

42.

In this scenario, a stepchild will be added. Click the Change/Add Dependent Data link.

|'l$ha|'g-&.-'a'-'-.dd Dependent Datal
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The Name tab redisplays.

Dependent/Beneficiary ®

Name Address Personal Profile

Person ID

Dependent/Beneficiaries Q 1of1 v View All
"Dependent’'Beneficiary ID |01

Name History Q 10f1 » View All

“Effective Date | 01/01/2023 [i] +
*Format Type = English ~

Dizplay Mame Wife Jones32 Edit Name

OK | Cancel Apply

Personal Profile

MName | Address

43. | Click the Add a New Row icon (+) within the Dependent/Beneficiaries section.

| -

The page refreshes with a new row.

Dependent/Beneficiary b
Help

Name Address Persaonal Profile

Person ID

Dependent/Beneficiaries Q 14 4 2afd View All

*Dependent/Beneficiary ID |2

Mame History

“Effective Date |01/01/2023

*Fermat Type | English

Display Mame

(], l Cancel Apply

Mame | Address | Personal Profile

+| -

Q 10f1 » Vie

+

Edit Name

oy All
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The Dependent/Beneficiary ID field increments by “1” (“02” in this scenario as this is the
second dependent being added). Dependent/Beneficiary IDs do not need to be sequential and
0 should never be manually updated for existing records.

Repeat Steps 23 - 36 to complete the data entry for the next dependent and then repeat Steps
23 — 38 as needed until all dependents have been added.

The Dependent/Beneficiaries tab displays after all dependents have been added.

BenAdmin Data Entry x
Help|
Event / Participant Selection ‘ ‘ Qption Election | Dependents / Beneficiaries
Schedule ID  EMO0 EmployeelD . . __ I
EventlD 2 EventData 01/01/2023 Marriage
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits

Dependent/Beneficiaries Currently on Record

Name i ip to ploy De Beneficiary Type Date of Birth
Jones32 Wife Spouse Approved Dependent 05/05/1997
Thomas54, Stepchild Stepchild Approved Dependent 056/22/2015

Elections Requiring Supplemental Information

10 Medical Enroll Dependents

OK Cancel Apply Refresh
| | |

Event / Participant Selection | Option Election | Dependents / Beneficiaries

All dependents that have been added display in the Dependent/Beneficiaries Currently on
0 Record section (spouse and a stepchild in this scenario).

44. | Click the Option Election tab.

Event / Parficipant Selection Option Election Dependents / Beneficiaries
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The Option Election tab redisplays.

Event | Pasticipant Selaction Option Election
Sched ID  EMDG Empl ID
EventData (MAONR2023 Marmage

~ Avallable Plans and Options @

Flan Type 10 : Medical

Opticn Code PE Q

Health Provider ID

Dependents/Beneficiaries

Enrall All

Dependents/Beneficiaries

Relationship to

o Name Emplayss

Plan Type 60 : Flex Spending Medical

BenAdmin Data Entry

Dependents /| Benehcianmes

Ben Record

Excess Credit Rellover To

COVECare + Prev Dental (ACCO) (Family)

O Previously Seen

Covered

Health Provider
{[x] Person Type

Previousiy
Seen

Q EventlD 2

Feefest Expess Credils

Age Limit Flag

45.

| Enrell All |

Next, enroll the dependent(s) in the previously selected Medical Plan by Clicking the Enroll All
button if all dependents will be enrolled (applicable for this scenario).

User can also enroll the dependent(s) in the previously selected Medical Plan by adding the
applicable dependents individually using the ID Look Up icon within the
Dependents/Beneficiaries section.

Additional rows can be added in this section by clicking the Add Multiple Rows icon (+...).
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The page refreshes.

BenAdmin Data Entry "
Help
Event | Participant Selection Option Election Dependents | Benaficiaries
Sched D EMDD Emgl 1D B&n Recard 0 EventiD 2
Event Data  (MA02023 Mariage Excess Credit Rellover To  Farfeil Extess Cradils
> Available Plans and Optisns (3 Q, [4 =
Plan Type 10 ; Medical
]

Option Code | 28 Q
O, Care + Prév Dental (ADCO) (Family)

Health Provider ID I Pravioutly Seen

Dependents/Beneficiaries

Enroll All

Depandents/Benaficlarias

Relationship to Health Provider Previously Covered

1D HName Employes D Sean Farscn Type #Auge Limit Flag

(13} Q Wite Jones32 Sponise O Spouse -

0z Q, | Sepchild Thomasss Saepchild 1 Chald -
+

The dependents enrolled display in the Dependents/Beneficiaries section. Validate for
0 accuracy and ensure that all applicable dependents are listed.

46. | Click the vertical scrollbar to scroll down on the page.

Rev 12/8/2025 Page 25 of 113



'Cardinal Benefits Job Aid

V4 BN361 Creating and Completing a Life Event on Behalf

of an Employee

Step | Action

The FSA Elections section of the Option Election page.

BenAdmin Data Entry x
Plan Type 60 : Flex Spending Medical =

Y

Option Code |1
Medical Flex Spending Account (FLXMED)
Annual Pledge $1,000.00

Employee Contribution Override
Monthly

{¥:Contribution Worksheet (@)

Special Requirements

Plan Type 61 : Flex Spending Dependent Care

Y

Option Code (W ~ Q
Waive Coverage

Annual Pledge $0.00

Employee Contribution Override

» Contribution Worksheet (3

Special Requirements

Plan Type AZ : Flex Spending Admin Fee

o

Option Code |1
Flex Spending Admin Fee (FLXFEE)

Special Requirements

[ OK H Cancel H Apply ‘ ‘ Refresh ‘_
>

47. | Review the employee’s FSA elections and make updates as needed based on the information
provided by the employee (in this example, the employee is not making any updates to their

FSA elections).

48. | Click the OK button at the bottom of the page once all elections have been made/updated.

I QK I Cancal

Apply

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

Prepare Optons.

Encsliment Statemert

Persen 1D Ben Record
Actviy Date Source g Record
ScreduePrepare Acovity Pending Activites ¢ Show Acovites Acson

Evaet 10 SventOste 010172023 P — s AR Event Status Update

Fraquency
# Deduction Frequency (0 Annual Freguency
Rocsen B, tesd g0t Show Plans
Vandat¥insize B Shom Parors Finalizethppty Defautts
Confimmation Statament fun Date
Reprocess Proc
Norad Processing

Save || Reewn o Search Notty

e Opens S Processing
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for Processing”.

0 The Status field will now display as “Entered”. The Event Status field will still display as “Open

49. Click the Validate/Finalize button.

I ‘alid abaFinaline I

the Base Benefits Tables.

0 This process will validate that all of the elections are valid, close the Benefit Event, and update

A Confirmation message displays in a pop-up window once the process completes.

Process completed successfully. (3000,530)

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

Process completed successfully. (3000,530)

The On-Demand Event Maintenance page redisplays.

< Cardinal Homepage On-Demand Event Maintenance

On-Demand Event Maintenance

Source

Run Date

as “Closed to Processing”.

0 The Status field will now display as “Finalized-Enrolled”. The Event Status field will still display
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51. Click the Save button.

Il Save I Rutumn to Search Moify

This process is now complete. Refer to the Viewing the Employee’s Benefit Information section
0 of this Job Aid for instructions on how to validate accuracy.

Refer to the Viewing/Printing a Confirmation Statement for instructions on how to print the
Confirmation Statement for the employee.
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Removing Dependent(s)

This section of the Job Aid should be referenced when creating and processing a Life Event on behalf
of the employee wherein one or more dependents is being removed from the employee’s coverage
(divorce, death, etc.). The steps included in this section of the Job Aid are based on the following
example scenario.

Scenario: An employee got divorced on 6/21/2024. The employee submitted the appropriate
supporting documentation and a benefits enroliment request form on 6/21/2024 to remove their ex-
spouse from enrollment in their Health Plan. The children from the marriage are going to remain
enrolled in the employee’s Health Plan. The employee did not initiate this Qualifying Mid-Year Event
through Employee Self-Service (ESS). As the BN Administrator, you need to create and process this
manual Benefit Event (Life Event).

Note: Generally speaking, the steps in this Job Aid can be used to create and process any manual Life
Event on behalf of an employee wherein dependents are being removed from the employee’s
coverage. Be sure to use the actual dates and information provided by the employee when completing
this process in Production.

Step | Action

1. Navigate to the Benefit Event page using the following path:
NavBar > Menu > Benefits > Manage Automated Enroliment > Events > Benefit Event

The Benefit Event Entry Find an Existing Value page displays.

| & Cardinal Homepage ‘ Benefit Event Entry

Benefit Event Entry
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‘ 4 [l saved Searches | Choose from saved searches V‘ V4

Empl ID | begins with V‘ |

Benefit Record Number | = v| |

Empl Record | = v| |

Last Name | begins with V‘ |

Business Unit | begins with V‘ |

|
|
|
First Name | begins with V‘ | ‘
|
|
|

Department | begins with v‘ |

 Show fewer options

O Case Sensitive (J Include History (] Correct History
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Action

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

Enter the employee’s Employee ID in the Search by field.

The other search by options available (Search by dropdown button) are Business Unit,
Department, and Name.

Search by: | Empl ID

L

begins with

Click the Search button.

=

Clear

The Benefit Event page displays for the applicable employee.

Bt Evert Decail

Benefit Evenl

Paparwork Azceips Oat

FEA Change

54 Chargs Mesded

the corresponding list item (“Divorce” in this scenario).

Click the Life Event dropdown button and select the applicable type of Life Event by clicking

Life Event I
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The Benefit Event page redisplays with the selected Life Event.

£ Cardinal Homepage Benefit Event
Baenefit Event Datail
Emplayee (1] Banefit Record Number ¢
Life Event a| @ || 4 |[20r2 v View A
Life Event | Divorce i +
Life Event Date = Paperwark Receipt Date | )
Huwalth Change FSA Change
Health Change Needed: hd F54 Change Needed: h
Current Cov. Level: Future Cov. Laval: -
Change: v Change:
Speclal Processing Message (Health)
Special Frecessing Message (F5A)
Pre 1

5. Click the Life Event Date Calendar icon and select the applicable date (“6/21/2024” in this
scenario).

Life Event Date :|

0 This is the date of the actual event (marriage, birth, divorce, etc.).

6. Click the Paperwork Receipt Date Calendar icon and select the applicable date
(“6/21/2024” in this scenario).

Paperwork Receipt Date IDE-‘E“IJ?{IH -_::.'I

0 This is the date that the Benefits Enrollment form was received from the employee.
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7. Click the Health Change Needed dropdown button and select the applicable answer based
on the following:

o If the Life Event does require a change in the Health Plan Coverage Code for the
employee, select “Yes” (e.g., this is a divorce event, and the employee will still cover
two children dependents (no change from “Family” coverage))

o Even if the Life Event does not require a change in the Health Plan Coverage Code,
but it will require changes to the covered dependent(s), select “Yes”. If “Yes” is not
selected, a Benefit Event will not be created

Health Change Needed: || “l

The Benefit Event page refreshes.

£ Cardinal Homepage Benefit Event

[ Benefit Event Detail

Emplayes [} Benefit Record Number 0

Life Event Q 4| 4]|2002 ¥ iew All
Life Event | Divorce el _""_
Life Event Date |0B21/2024 [E] Paperwork Recaipt Date |0621/2024 [=]

Health Change FSA Change

Health Change Needed: Yes v FSA Change Needed: hd

Curent Cov. Level: Family Future Cov. Leval: |

Change: v Change:

Spacial Processing Message (Health)

Spacial Processing Mossage (FSA)

The Current Cov. Level field auto-populates with the employee’s current Health Plan
0 enroliment coverage level.

8. Click the Future Cov. Level dropdown button and select the applicable coverage level.

Future Cow, Lewal: | wl
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@

“Family”

The coverage levels available for selection are:

“Single, Employee”
“Employee + Spouse”
“Employee + CH (Child)”

Please note that this does not actually change the employee’s enroliment. This will be done
when the Life Event is processed.

Click the Change dropdown button and select the applicable list item (“Existing health plan —
remove spouse/ineligible dependents” in this scenario).

Change:

v|

.y

The selections available will vary based on the type of Life Event previously selected.

Benefit Event Datail

Completed Benefit Event Entry page.

Life Event

Life Event

Life Event Date  0B21/2024

Health Change

Health Change Neaded:
Current Cov. Level:

Change;

m Retum lo Saarch

Family

Specinl Processing Message (F5A)

Pravious in Li

Speclal Processing Message (Health)

Employes D Benefit Record Number 0

E:l:i|i|?nl’2v

Paperwork Receipt Date  DE2172024
FS5A Change

b FSA Change Needed:
Future Cov. Level: Famiy e

w Changa:

Use DIV event 1o remove spouse from health coverage. Required Documentation: Divorce Decres
signed by judge. 1§ updating both Health coverage and FSA, please process the DIV event first bafore
lunaL nrannss tha EX t Drolend Cinsumantstian: Ok Dines

List N in List

View Al

10.

Click the Save button.

E Raturn ta Search Previous in List Mecet in List
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The page refreshes once the save is complete.

< cardinal Homepage Benefit Event
Benefit Event Detail
Employes 1%} Benefit Record Number 0
Life Event [a] i [u][«][zorz~ View A4
Life Event | Divar Y +
Life Event Date  06/21/2024 Paperwork Receipt Date | 06/21/2024
Health Change F5A Change
Health Change Needed: L o FS5A Change Needed: o
Current Cov. Level: Family Future Cov. Level: F w2
Change: Existing health pla NOVE S afinglig v Change: ~
Special Processing Message (Health) | Use DIV event 1o remove spouse from health coverage. Required Documentation; Divorce Decree = |
b h signed by judge. If updating both Health coverage and FSA, please procass the DIV evant first before
s renease tha EEA +" Dmmuirnd O Amkinn: i n
Spe ssing Message (FSA) ‘ |
m Raturn to Search Previous in List

After saving, review the messages in the Special Processing Message (Health) and
Special Process Message (FSA) fields. These messages will provide next step instructions.

Note: If an additional Office of Health Benefits (OHB) approval will be required based on the
o dates entered or if any other processing guidance is applicable, a comment will display in the

Special Processing Message (Health) field and/or the Special Processing Message
(FSA) field.

The manual Benefit Event (Life Event) is now created. Next, this Benefit Event must be
processed.

11. Navigate to the On-Demand Event Maintenance page using the following path:

NavBar > Menu > Benefits > Manage Automated Enroliment > Events > On-Demand
Event Maintenance
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The On-Demand Event Maintenance Find an Existing Value page displays.

‘ & Cardinal Homepage ‘ On-Demand Event Maintenance

On-Demand Event Maintenance
Find an Existing Value

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

D) Recent Searches | Choose from recent searches V| V4 [l saved Searches | Choose from saved searches V‘ Vi

Empl ID ‘ begins with V| |

Empl Record ‘ = v| |

Last Name ‘ begins with V| |

Second Last Name ‘ begins with v| |

|
|
Name ‘ begins with V| | ‘
|
|
|

Alternate Character Name ‘ begins with v| |

~ 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.

12. Enter the employee’s Employee ID in the Empl ID field.
Searches can also be performed using the employee’s name. However, it is recommended to
use the Employee ID as every employee will have a unique Employee ID.
Empl ID | begins with « I I
13. Click the Search button.

Search ‘ Clear
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The On-Demand Event Maintenance page displays for the applicable employee.

< Benefit Event Detail On-Demand Event Maintenance

On-Demand Event Maintenance

Parson 1D Ben Record (]
Activity Date  07/01/2024 Source Manual Event Empl Record 0
Schedule/Prepare Activity Pending Activities 1 } Show Activiies I Action bV
Event ID 0  EventDate Status Class l Event Status Update
Event Status
Run Date Frequency

Deduction Frequency  Annual Frequency

Emered 0 of 0

Finalize/Apply Defaults
Errors 0

Run Date

Process Indicator N

Normal Processing

P ——
lm‘ Return to Search \ Notify

Review the Activity Date field. For Life Events, this date will be auto-populated based on the
coverage begin date for the applicable type of Life Event (in this scenario, the Life Event is a
0 divorce, so the Activity Date field defaults to the first day of the following month). Ensure that
this date is accurate.

The Source field will be “Manual Event”. The Action field will default based on the type of
Life Event (“DIV” for Divorce in this scenario).

14. Click the Show Activities button.

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

®
Help
Person 1D Ben o
Record
BAS Activity
=AY o
Select Empl Record Action Event Date  Ewvent Effseq EA§ COBRA Action
Source Action
Manual
0 Eent oTi01/2024 o o oIV -|-| -
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15. Ensure that the Select checkbox option for the Manual Benefit Event is selected and then
click the OK button.

Select Empl Recor

The On-Demand Event Maintenance page redisplays.

< Benefit Event Detail On-Demand Event Maintenance

On-Demand Event Maintenance

Person 1D Ben Record 0
Activity Date  07/01/2024 Source Manual Event Empl Record 0
Schadula/Prepare Activity Pending Activities 1 | Show Activities | Action
Event ID 0 EventDste Status Class | Event Status Update
Event Status
S Run Date Frequency

Deduction Frequency  Annual Frequency
Entered g of 0
Finalize/Apply Defaults
Run Date

Process Indicator N
Normal Procassing

16. If the Benefits Administration process has already run, the Schedule/Prepare Activity button
will be disabled, and the Pending Activities field will display a “0”. In this case, proceed to
Step 19.

If the Pending Activities field displays a “1”, click the Schedule/Prepare Activity button.

Note: Clicking the Schedule/Prepare Activity button will launch an automated program that
schedules and prepares the activity.

Schadula/Prepara Aclivily II
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A Confirmation message displays in a pop-up window once the automated program completes.

Process completed successfully. (3000 530)

17.

Click the OK button.

[_OK |

The On-Demand Event Maintenance page redisplays.

< Benefit Event Detail = On-Demand Event Maintenance

On-Demand Event Maintenance

Person ID Ben Record 4 0

Activity Date Source Empl Record 0

Pending Activities 0 Show Activitie Action

Event ID 8  EventDate 07/01/2024 Status  Prepared Class DIV Event Status Update

Event Stat
vent SIS oan for Processing

‘ Enroliment Statement | Run Date Frequency

® Deduction Frequency O Annual Frequency

‘ lection Entr | Entered pof Show Plans y ‘
Eioni 3 (O Finalize/Apply Defaults
‘ Reprocess | Process Indicator ‘ﬁi y
18 Confirm that the Status field displays as “Prepared” and the Event Status field displays as
“Open for Processing”.
Status  Prapared I Class DIV | Evan
Itwm Status Open far Processing
If these statuses do not display as indicated, please submit a VCCC Ticket with “Cardinal
Benefits” in the Subject line.
19. Click the Election Entry button.

‘l Election Entry I‘
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The Election Entry page displays in a pop-up window with the Option Election tab displayed by
default.

BenAdmin Data Entry x

Event/ Participart Selaction | Option Election Dependents / Beneficiaries

Sched I EMOD Emp D BenRecord 0 Evant D &
EventData  O7/01/2024 Divorce Excess Credit Rollover To  Forleit Excess Credits
= Avallable Plans and Options & Q

Plan Type 10 : Medical

Option Code |40 @,

Health Provider 1D

Dependents/Beneficiaries
Enroll All
Dependents/Beneficiaries
" o Relationship o Hsalth Provider Proviously | Covered. Age Limit Flag
o (=% Curtis Gilmare Chid Child -
% & MARGARET spouse spouse -
03 Q TYLER GILLMORE Chid Chid -
et e
Event { Participant Salec peican El Dap Banafi
20. Select the applicable Medical Plan based on the employee’s Benefits Enroliment form as

needed by clicking the Option Code Look Up icon (magnifying glass) within the Plan Type
10: Medical section and then selecting the applicable Medical Plan/Coverage Code (in this
scenario, the employee has three children dependents that are not being removed and
therefore, the Medical Plan coverage code does need to be updated).

The Coverage Codes are as follows:

1 — Single

2 — Employee + Spouse

3 — Employee + Child (except for Tricare),

4 — Employee + 2 or More Dependents (Family — except for Tricare)
8 — Employee + Child(ren) (Tricare only)

9 — Family (EE + SP + Child/ren for Tricare only)

Plan Type 10 : Medical

Option Code

COVA Cr+Exp Den+Out-ofnbwk (ACC3I) (Family)
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21. Click the Dependents / Beneficiaries tab to update the applicable dependent being removed

from coverage.

Event | Participart Sedacion Option Election || Dependents  Baneficiaries I

The Dependents / Beneficiaries tab displays.

BenAdmin Data Entry x
Help
]
Event / Participant Selection Qption Election Dependents | Beneficiaries ‘
Schedule ID  EMO00 Employee ID .
EventiD 8 Event Data  07/01/2024 Divorce
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits

Dependent/Beneficiaries Currently on Record

Name Relationship to Employ Dependent Beneficiary Type Date of Birth

Gillmore, Curtis Child Approved Dependent 08/05/2014

GILLMORE MARGARET J Spouse Approved Dependent 08/19/1971

GILLMORE TYLERD Child Approved Dependent 08/08/2004

Gillmore, Happy Child Approved Dependent 011772024

Change/Add Dependent Data

Elections Requiring Supplemental Information

10 Medical Enroll Dependents
“| Cancsl | | Apply ‘ Refresh l
Event/ Participant Selection | Option Election | Dependents / Beneficiaries >4

22. Click the Change/Add Dependent Data link.
‘l Change/Add Dependent D .11a|
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The Dependent/Beneficiary page displays with the Name tab displayed by default.

Dependent/Beneficiary x
Help
| Name || Address | Parsonal Brofile |
Person ID
Dependent/Beneficiaries Qi tora v|| » || 2] 1 viewan
*Dependent/Beneficiary ID |01 | +| _|
Name History Qll 1of1 View Al
“Effective Date |U‘I|’EIif1§Di r"|| +| _|
*Format Type | English ~
Display Name Curtis Gillmore l Edit Name
B ] )
Mame | Address | Personal Profile N

23. Click the Personal Profile tab to locate the dependent being removed.

| Name || Address I| Parzonal Profile

The Personal Profile tab displays.

Dependent/Beneficiary x
Help
Name | Address Personal Profile
Person 1D
Personal Profile Q| [ W[ 4][zetav] [ |[¥]1 viewan
[+
Dependent/Beneficiary 1D 02 MARGARET GILLMORE —
“Date of Birth |08/19/1971 iR | Birth Location

Birth Country |

Birth State Q

Dato of Doath | Riders/Orders exist

Medicare Entitled Date |

Riders/Orders
Personal History Q| | Tof1 v View All
*Effective Date |[01101/1901 [ + || -
“Relationship 10 Employee | Spouse v
‘Dependent Beneficlary Type | Approved Dependent v
“Gender | Female v
“Marital Status. | Marrid v Asef [ouoitsor fm)
C Student As of
Disabled As of
O Smoker

As of

Occupation |
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When removing dependents from coverage due to a Life Event, do not remove the
dependent from Cardinal entirely as this will remove important audit history information from
the system.

The Delete icon (-) would delete the dependent from Cardinal. Do not use this icon. Complete
the following steps to correctly remove the no longer eligible dependent from coverage.

BE

24.

Click the Add a Row icon (+) within the Personal History section.

+]-

The page refreshes with a new row.

Dependent/Beneficiary ®
Help =
| Namea | Addrass | Personal Profile
Person 1DV
Personal Profile Q 4 4 2ofd w» » | M| Wiew Al
*+|| =
Depandent/Banaficiary ID 02 MARGARET GILLMORE
“Date of Birth 081911571 [i] Birth Location |
Birth Country | Q Birth State | Q |
Date of Death | n Riders/Orders axist
Medicare Entitled Date | [ .
Ride [c
Personal History Q| 1af2 || b | b View Al
“Effective Date |07/0172024 r"‘ ""| '-|
“Relationship to Employee | Spouse vl
*Dependent Beneficiary Type | Approved Dependant V|
"Gender | Famale vl
“Marital Status | Marred vl
Student
ClDisabled
Smoker
Occupation

The Effective Date field defaults to the date on which coverage for the dependent will be
stopped based on the Life Event being processed (first day of the following month in this
scenario due to a Divorce event being processed).
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25. Click the Relationship to Employee dropdown button and select the applicable list item
(“ExSpouse” in this scenario).

“Relationship to Employee I Spousa vI

The page refreshes based on the relationship to employee selection.

Dependent/Beneficiary *
) . Help
Name | Address | Personal Profile
Parson (1]
Personal Profile a| || 4| [zora || » || w |1 viewan
+|-
Dependent/Beneficiary ID 02 MARGARET GILLMORE
*Date of Birth [08/1911971 [ Birth Location |
Birth Country | a| Birth State Q
Date of Death =] Riders/Orders exist
Medicare Entitled Date Riders/Orders
Personal History Q 102 v | » 3 View All
“Effective Date | 07/01/2024 |i| |;|
ip to Employee | Exsp vl
Dy Beneficiary Type | L Dapendant Vl
“Gender | Female |
“Marital Status | Marded |
[ Student
[ Disabled
[ Smoker
Oceupatio

The Dependent Beneficiary Type field updates to “Unapproved Dependent” based on the
0 relationship to employee selection.

"Dependent Beneliciary Type I Unappraved Dependent VI|

26. Click the Marital Status dropdown button and select the applicable list item (“Divorced” in
this scenario).

*Marital Status l Marred VI

27. Scroll down to the bottom of the page as needed and click the OK button.
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The BenAdmin Data Entry page redisplays.

BenAdmin Data Entry

Dependents / Beneficiaries

Event / Participant Selection Option Election
Schedule ID  EMO0 Employee ID
EventiD 8 Event Data  07/01/2024 Divorce
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits

Dependent/Beneficiaries Currently on Record

Name if ip to Employ D dent Beneficiary Type Date of Birth
Gilimore.Curtis Child Approved Dependent 08/0572014
GILLMORE MARGARET J ExSpouse Unapproved Dependent 08/19/1971
GILLMORE TYLER D Chitd Approved Dependent 08/0872004
Gillmore Happy Child Approved Dependent 0111772024
Change/Add Dependent Data
Elections Requiring Supplemental Information

10 Medical Enroll Dependents

Event / Participant Selection | Option Election | Dependents / Beneficiaries

Cancel

=

Help

‘ Refresh

0 The applicable dependent is updated to an unapproved dependent in the

Dependent/Beneficiaries Currently on Record table.

28. Click the Option Election tab to update the enrolled dependents.

Event / Participant Selection I DOption Election I Dependents | Beneficiaries
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The Option Election tab redisplays.

BenAdmin Data Entry x

Help
Event / Particpart Selection | Optian Election

Dependents | Beneficiaties

Sched ID EMOO EmpliD BenRecord 0 EvemiD &
EventData  07/01/2024 Dhorcs Excess Credit Rollover To  Forfeit Excess Credits
= Avallable Plans and Options (@ Q -

Plan Type 10 : Medical

@

Option Code [#1 Q@
COVACr+Exp Den Out-of atwic (ACC3) Family)

Health Provider ID OPrevicusly Seen
Special Requirements
Dependents/Beneficiaries

Dependents/Bansficiaries

" Relationship 1o Health Pravider Proviously  Coversd X

o LD Employee ) Seon Person Type Age Limit Flag

o1 Q| Curtis Gilmare Child r Child -
. MARGARET - -

o2 Q| GuLMORE Spouse [ Spouse -

03 Q| TYLER GILLMORE Child C Chikd -
+

B | ] Rarean

Event/ Participant Selection | Option Election | Dependes

29. Click the Enroll All button.

I Enrrall All I

A message displays in a pop-up window indicating that all dependents will be removed in order to re-
enroll the eligible dependents. This is an expected message and not an error.

All existing enrollments for this Plan will be deleted to make room for the new entries. (4000,60)

'You have selected to mass enroll all eligible Dependents or Beneficiaries. To make room for these automatic enrollments, all existing individual enrollments will first
be removed, along with any current election information.

[ o [ crer |

30. Click the OK button to close the message.

OK Cancel

Rev 12/8/2025 Page 45 of 113



,xﬂj Cardinal Benefits Job Aid
y 4

BN361 Creating and Completing a Life Event on Behalf
of an Employee

Step | Action

The Option Election tab redisplays.

BenAdmin Data Entry *

Help
Evwent ! Participant Selection l ‘Dption Ebection l Dependents ! Benaficiardes

Sched 1D EMOD Empl 1D Ben Record L] Event D &
Event Data  @7012024 Divarcs Encess Credit Rollower To  Fordell Excess Credits
~ Available Plans and Options (7 Q F1 w

Plan Type 10 : Medieal

L
Optlon Code (40 @, -
COVA Cr+ Exp Dan+ Out-of-ntwk (ACCI) (Family)
Health Provider 1D Freviousty Jeen
Spaclal Requiramants
Dependents/Beneficlaries
Ernircd All
Dependents/Baneficlaries
. Relationship to Healih Provider Previously Covered .
(] Hame Employes 0 == Parson Type Age Limit Flag
o Q|  Curis Gilmara Child Child -—
03 Q| TYLER GILLMORE Child Chid -
04 Q, | Happy Gilmore Child Chid -

OK Canees | Apply Retresh
=7

Event/ Participant Selaction | Option Elaction | Dependents / Bansficiaras

0 The removed dependent no longer displays in the Dependents/Beneficiaries section.

31. Click the OK button at the bottom of the page once all elections have been made/updated..
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The On-Demand Event Maintenance page redisplays.

< Benefit Event Detail On-Demand Event Maintenance

On-Demand Event Maintenance

Person ID Ben Record 0
Activity Date Source Empl Record 0
ula/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 8 EventDate 07/01/2024 Status  Entered Class DIV EventStatus Updela

Evant Statiss Open for Processing

‘ Enroliment Statement | Run Date op—
® Deduction Frequency O Annual Frequency
‘ Election Entry |Entered  qof Show Plans
[ Validate/Finakze [ Finalize/Apply Defaults
| Errors 0
tation Statemant Run Date
‘ Reprocess | Process Indicator jN Q

|
Normal Processing

—_—
Save Retumn to Search ‘| Notify '

The Status field will now display as “Entered”. The Event Status field will still display as
“Open for Processing”.

o Status Entered Class DIV Event

Event Status

Open for Processing

32. Click the Validate/Finalize button.

‘l Validate/Finalize

This process will validate that all of the elections are valid, close the Benefit Event, and
0 update the Base Benefits Tables.

A Confirmation message displays in a pop-up window once the process completes.

Frocess completed successfully. {3000, 530)
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33. Click the OK button.

The On-Demand Event Maintenance page redisplays.

< Benefit Event Detall On-Demand Event Maintenance

On-Demand Event Maintenance

Person ID Ben Record 0
Activity Date Source Empl Record 0
Schadule/Propare Activity Pending Activities 0 Show Activities Action
Event ID 8  EventDate 07/01/2024 Status Finalized - Enrolled  Class DIV | Event Statis Updats
repata Options Event Status

Closed to Processing
Run Date Frequency

Deduction Frequency  Annual Frequency

Entered o of 0

ow Plans

Finalize/Apply Defaults

Errors 0

' Run Date

Process Indicator N

mi Return to Search | Notify |
L

Normal Processing

The Status field will now display as “Finalized-Enrolled”. The Event Status field will still
0 display as “Closed to Processing”.

34. Click the Save button.

‘m[ Return to Search ” Motify ]

This process is now complete. Refer to the Viewing the Employee’s Benefit Information
0 section of this Job Aid for instructions on how to validate accuracy.

Refer to the Viewing/Printing a Confirmation Statement for instructions on how to print the
Confirmation Statement for the employee.
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Creating a Birth Event on Behalf of an Employee (with a tag along dependent)

This section of the Job Aid should be referenced when creating and processing a Birth Event on behalf
of the employee wherein one or more tag along dependents will also be added to the employee’s
coverage. The steps included in this section of the Job Aid are based on the following example
scenario.

Scenario: An employee had a child born on 6/21/2024. This employee is currently enrolled in a
“Single” coverage code Health Plan. The employee submitted the appropriate supporting
documentation for the birth and a benefits enroliment request form on 6/24/2024 to add their new child
as a dependent and enroll them in their benefits. Additionally, the employee now wants to add their
spouse to their coverage as a tag along dependent (eligible based on the qualifying birth event).
Finally, the employee also now wants to enroll in the Flex Spending Dependent Care plan. The
employee did not initiate this Qualifying Mid-Year Birth Event through Employee Self-Service (ESS).
As the BN Administrator, you need to create and process multiple Benefit Events for this employee
based on the following guidelines:

e Separate Benefit Events must be created for each of these enrollment changes as they will
have different coverage begin dates

e The Health Plan coverage begin date for the newborn child will be immediate on the child’s
date of birth (6/21/2024 in this scenario)

¢ The Health Plan coverage begin date for the employee’s spouse will be the first of the month in
which the paperwork was received (6/1/2024 in this scenario)

o The enroliment in the Flex Spending Dependent Care plan will be effective as of the first of the
month following the employee’s enrollment (7/1/2024 in this scenario)

o These Benefit Events must be processed in the correct order (based on the coverage begin
and effective dates). Specifically in this scenario, the tag along dependent must be enrolled first
because that Benefit Event has the earliest coverage begin date. Subsequently, the newborn
child can be enrolled next (separate Benefit Event being processed), and finally, the Flex
Spending Dependent Care Plan Benefit Event can be processed

o After the Benefit Event is processed to add the tag along dependent, the dependent’s
enrollment will be transmitted to the Health Vendor in the evening interface file. This must be
completed before the Benefit Event to add the newborn child is processed. Therefore, the first
Benefit Event to add the tag along dependent must be processed on one day (enrollment
transmitted to the Health Vendor on that evening’s interface file) and the Benefit Event to add
the newborn child can be processed the next day (enrollment transmitted to the Health Vendor
on that evening’s interface file). These Benefit Events must be processed one day apart so that
the Health Vendor is notified as of each effective date
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1. Navigate to the Benefit Event page using the following path:

NavBar > Menu > Benefits > Manage Automated Enroliment > Events > Benefit Event

The Benefit Event Entry Find an Existing Value page displays.

‘ & Cardinal Homepage | Benefit Event Entry

Benefit Event Entry
Find an Existing Value

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

¥7) Recent Searches | Choose from recent searches v‘ / [1 Saved Searches | Choose from saved searches V| /

Empl ID ‘ begins with V| ‘

Benefit Record Number ‘ = v‘ ‘

Empl Record ‘ = v‘ ‘

Last Name ‘ begins with V| ‘

Business Unit ‘ begins with v| ‘

|
|
|
First Name ‘ begins with v| ‘ |
|
|
|

Department ‘ begins with V| ‘

~ Show fewer options

[ Case Sensitive [J Include History  [J 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 employee’s Employee ID in the Search by field.

Searchby:  Empl ID w | begins waith

The other search by options available (Search by dropdown button) are Business Unit,
0 Department, and Name.

3. Click the Search button.

Search ‘ Clear
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The Benefit Event page displays for the applicable employee.

Bt Evist Dol

Bamafs Record Humsar [

Life Dvent

Lits Bewen

Paparaces Rece ot Date =

lllllll Change FEA Change

Haalin Crangs Hesdee F5A Crongs Hesdas
Cumern Con Lt
& Erange:

Spacial Pracensing Messsge (Haakh]

Spwcial Proseasing Nessage (F54)

Save | | Retamin Search

Click the Life Event dropdown button and select the applicable type of Life Event
(Birth/Adoption in this scenario).

Lidu Evaint I 1""I

Although this Benefit Event is being utilized to add the tag along dependent and not the

newborn child, “Birth/Adoption” is still the correct selection here as this is the Life Event that
0 opened up the employee’s eligibility to add the tag along dependent.

The appropriate change reason associated with this selection will be made later in this
process (Step 9).

The Benefit Event page redisplays with the selected Life Event.

¢ Ccardinal Homepage Benefit Event

| Bonofit Event Dotail |

Employes D Benefit Rocord Humber 1§
Life Event Q 10f1 w Vigwr All
Life Evant | BithiAdeption - +
Life Event Date = Paperwork Receipt Date ]
Heaith Change FSA Change

Health Change Needed: v FSA Chango Hoeded: -

Currant Cov, Level: Future Cov. Level:

Change: Change:

Special Processing Message (Health]

Specinl Processing Message (F SA)
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Click the Life Event Date Calendar icon and select the applicable date (“6/21/2024” in this
scenario).

This is the date of the actual birth.

Lile Event Date "'l

Click the Paperwork Receipt Date Calendar icon and select the applicable date
(“6/24/2024” in this scenario).

This is the date that the Benefits Enrollment form was received from the employee.

Paperwork Recelpt Date | 0B/2412024 :]

Click the Health Change Needed dropdown button and select “Yes”.

Health Change Needed: I ~ I

@

Even if the Life Event does not require a change in the Health Plan Coverage Code for the
employee, select “Yes”. If “Yes” is not selected, a Benefit Event will not be created.

The page refreshes.

< Cardinal Homepage Benefit Event
I Benefit Event Detail l
Emgluoyes ] Benefit Record Number 0
Life Event Q 1af1 « View All
Life Event | BirthiAdaplicn hd i
Life Event Date | 0672172024 r'i Paperwork Recelpt Date |0624/2024  [i2)
Health Change FSA Change
Health Change Neaded: as - FSA Change Neaded: hd
Current Cov, Level: Single Future Cov. Leval: -
Change: | - Change:
Special Processing Message (Health) |
Special Processing Message (F 54) |
Relur to Search

The Current Cov. Level field auto-populates with the employee’s current Health Plan
enrollment coverage level.
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8. Click the Future Cov. Level dropdown button and select the applicable coverage level.

Future Cov, Lewel: I """I

The coverage levels available for selection are:

“Single, Employee”
“Employee + Spouse”
“Employee + CH (Child)”
“Family”

©

Please note that this does not actually change the employee’s enroliment. This will be done
when the Life Event is processed. For this Benefit Event, only select the applicable coverage
code based on the tag along dependent(s) being added. The coverage code will be changed
again as needed when the Birth Event to add the newborn is created.

9. Click the Change dropdown button and select “Enroll/change health plan or add tag along
dependent (1st of the month)”.

The selections available will vary based on the type of Life Event previously selected.

Change: il

Do not enter any information in the FSA Change section. Even though the employee is also
o electing to enroll in the Flex Spending Dependent Care plan for this scenario, the effective
date for that enroliment will be different and therefore, will be created later in this process as
a separate Benefit Event.

10. Click the Save button.

m Retm 1o Search
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The page refreshes after the save action completes.

¢ Cardinal Homepage Benefit Event
I Benefit Event Detail l
Employes i Benefit Record Number 0
Life Evert Q v View All
Life Event . F bl +
Life Event Date  06/21/2024 FPaperwork Receipt Date  D6/2472024
Health Change F5A Change
Health Change Needed: ¥ o FSA Change Needed:
Current Cov. Leval: Singhe Future Cov, Level: ¥ P >
Change: ! g v Change: v
Special Processing Message [Health) | AFSC event will b created to add the tag along dependents or change the heakh plan, DONOTADD 2
THE NEW BABY TO THIS EVENT. This will allow you 1o update the plan or add dependants as of the
tet alandae das of tho month The sinndar il sacabe tha dan slonn dancndond an she saasinn ok
Special Pracessing Message (FSA)
m [ Retum to Search 1

After saving, review the messages in the Special Processing Message (Health) and
Special Process Message (FSA) fields. These messages will provide next step instructions.
If an additional Office of Health Benefits (OHB) approval will be required based on the dates
entered or if any other processing guidance is applicable, a comment will display in the
Special Processing Message (Health) field and/or the Special Processing Message

0 (FSA) field.

In this scenario, an FSC Benefit Event has been created solely for the purpose of adding and
enrolling the employee’s tag along dependent. This Benefit Event has a coverage begin date
of the first of the current month (“6/1/2024” in this scenario). Do not utilize this Benefit
Event to add and enroll the newborn child dependent.

The first Benefit Event (Life Event) is now created. Next, this Benefit Event must be
processed.

11. Navigate to the On-Demand Event Maintenance page using the following path:

NavBar > Menu > Benefits > Manage Automated Enroliment > Events > On-Demand
Event Maintenance
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The On-Demand Event Maintenance Find an Existing Value page displays.

‘ < Cardinal Homepage ‘

On-Demand Event Maintenance
Find an Existing Value

~ Search Criteria

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

On-Demand Event Maintenance

@) Recent Searches | Choose from recent searches

v‘ V4 [ Saved Searches

Choose from saved searches

| &

Empl ID ‘ begins with v| |

Empl Record ‘ = v| |

Name ‘ begins with V| |

Last Name ‘ begins with V| |

Second Last Name ‘ begins with v| |

Alternate Character Name ‘ begins with v| |

- 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.

12. Enter the employee’s Employee ID in the Empl ID field.
Searches can also be performed using the employee’s name. However, it is recommended to
use the Employee ID as every employee will have a unique Employee ID.
EmplID | hegins vath ~ l I ‘
13. Click the Search button.

eneh ‘

Clear ‘
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The On-Demand Event Maintenance page displays for the applicable employee.

< Cardinal Homepage On-Demand Event Maintenance

On-Demand Event Maintenance

Person ID Ben Record 0
Activity Date  06/01/2024 Source  Manual Event Empl Record 0
Schedule/Prepare Activity Pending Activities 1 Show Activities Action Lo
Event 1D Event Date Status Class Upda!
Event Stastus
Run Date Frequency

n Enty Entered o of

Errors 0

Run Date

Process Indicator N

Deduction Frequency  Annual Frequency

Finalize/Apply Defaults

Normal Processing

Pctivity Date

OB0172024

Source IManuaI Evant

Review the Activity Date field. For Life Events, this date auto-populates based on the
coverage begin date for the applicable type of Life Event (in this scenario, the Benefit Event
is being processed to add a tag along dependent based on a Birth Life Event. Therefore, the
Activity Date field defaults to the first day of the month wherein the birth took place
(“6/1/2024” in this scenario). Ensure that this date is accurate.

The Source field will be “Manual Event”. The Action field will default based on the type of
Life Event (“FSC” in this scenario).

14.

Click the Show Activities button.

‘l Show Activilies I‘

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

BAS Activity
GIEY
Salact Empl Record Action
Source
Manual
e 0 Event
=

EventDate  Ewvent Effseq g:t?on

06012024 0 FSC

Person D

COBRA Action

[+
(1]

*

Help

Ben 0
Record
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15.

OK button.

Selact

Empl Racord

Cancel l

Ensure that the Select checkbox option for the Benefit Event is selected and then click the

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

Activity Date  06/01/2024 Source Manual Event

Schedule/Prepare Activity Pending Activities 1

Event 1D 0 Event Date Status

Run Date

Entered g of 0

Errors 0

Run Date

Reproce Process Indicator N

— —

Person ID

£ Cardinal Homepage On-Demand Event Maintenance

Ben Record

Empl Record 0

Show Activities

I Action FSC

Class

Event Status

Frequency

Deduction Frequency

Normal Processing

0

’ Event Status Update

Annual Frequency

Finalize/Apply Defaults

16.

Step 19.

If the Benefits Administration process has already run, the Schedule/Prepare Activity button
will be disabled, and the Pending Activities field will display a “0”. In this case, proceed to

If the Pending Activities field displays a “1”, click the Schedule/Prepare Activity button.

Note: Clicking the Schedule/Prepare Activity button will launch an automated program that
schedules and prepares the activity.
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A Confirmation message displays in a pop-up window once the automated program completes.

Process completed successfully. (3000 530)

17. Click the OK button.

...................................

The On-Demand Event Maintenance page redisplays.

< Cardinal Homepage On-Demand Event Maintenance

On-Demand Event Maintenance
Person 1D Ben Record ]
Activity Date Source Empl Record 0
Pending Activities 0 Action
Event 10 4 EventDate 06/01/2024 Stats  Prepared Class FSC | Event Status Update
Exmot et Open for Processing
ment St I | Run Date Frequency
® Deduction Frequency O Annual Frequency
lection fEntered pof 5 Show Plans
(O FinalizelApply Defaults
Emors @
Run Date
Rep Process Indicator [N Q
Normal Processing
Save Retu a Notif

18.
“Open for Processing”.

Class FSC Evanl 5ty

IEvani Status

Status  Prepared

Qpen for Procassing I

Benefits” in the Subject line.

Confirm that the Status field displays as “Prepared” and the Event Status field displays as

If these statuses do not display as indicated, please submit a VCCC Ticket with ‘Cardinal
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19. Click the Election Entry button.

I Election Entry I

The Election Entry page displays in a pop-up window with the Option Election tab displayed by
default.

BenAdmin Data Entry x
p
Evant ! Parbspant Sulsctizn Optian Elsction Dapandents | Benahcanies
Schad ID  EM0 Empl ID Ben Record (] EwentID 4
Event Dsta  JA01Z024 Benaft Chisge (BA Use) Excess Credit Rollover To  Forfelt Ewcess Credis
= pwailable Plans and Optians (7 Q

Flan Type 10 : Medical

Optlon Code |25 Q
COMA Care + Prov Distal (ACCD) (Singhe)

Pravioe "
Health Provider ID Praviously Seen

DependentsBeneficiaries
Dépendenti/Beneficiaries

- Balationship to Heahth Prowlder Previously  Coversd .
o Home Employes D Seen Pason Type Age Limi Fleg

Plan Type AY : Health Premium Fewand

Optiea Code [W 0
Wakve Covarage
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20. Select the applicable Medical Plan based on the employee’s Benefits Enroliment form. Click
the Option Code Look Up icon (magnifying glass) within the Plan Type 10: Medical section
and select the applicable coverage code.

The Coverage Codes are as follows:

1 — Single

2 — Employee + Spouse

3 — Employee + Child (except for Tricare)

4 — Employee + 2 or More Dependents (Family — except for Tricare)
8 — Employee + Child(ren) (Tricare only)

9 — Family (EE + SP + Child/ren for Tricare only)

Plan Type 10 : Medical

Opstion Code | 25 G,

For this Benefit Event, only select the applicable coverage code based on the tag along
0 dependent(s) being added. The coverage code will be changed again as needed when the
Birth Event to add the newborn is processed.

The Option Election tab redisplays.

BenAdmin Data Entry x
Helg
Event | Pasticipant Selection Option Election | Dependents ! Beneficiaries
Sched ID EM00 Empl ID BenRecord 0 EventiD 4
EventData  0GM01/2024 Banafit Changa (BA Usa) Excess Credit Rollover To  Forfsit Excass Cradits
~ Available Plans and Options (3 Q

Plan Type 10 : Medical

Option Code |26 @
COVA Cara + Prav Dandal (ACCO) (Self + Spousa)

Health Provider ID Previously Seen
Special Requirements

DependentsBeneficiaries

Dependents/Beneficiaries

‘0 Mams Relationship to :‘lljnallh Provider Pmu'i‘ﬁsly Covered

By Age Limit Flag

21. Click the Dependents / Beneficiaries tab to add the tag along dependent(s).

Event ! Pasticipant Selection Option Election

Dependents ! Beneficiaries I|
|
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The Dependent / Beneficiaries tab displays.

BenAdmin Data Entry X

J Event ! Parficipant Selaction

Option Elaction Depandents | Beneficiaries

Schedule ID  EMOO Employee ID
EventiD 4 Evant Data 0812024 Banefit Change (BA Usa)
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits

DependentBeneficiaries Currently on Record

Mame Relationship to Employee Dependant Benaficiary Type Date of Birth

ChangefAdd Dependent Data

Elections Requiring Supplemental Information

10 Medical Enroll Depandants

“ Cancal ” Apply l I Refresh l

Event/ Parlicipan Selection 1 Oolion Election | Decendents / Beneficiaries

22. Click the Change/Add Dependent Data link.

I Change/Add Dependent Data I

The Dependent/Beneficiary page displays in a pop-up window with the Name tab displayed by default.

Dependent/Beneficiary *
Halp
[ Name Address Personal Profile
Person 1D
Dependent/Beneficiaries Q 1of1 v | View Al
“Dependent/Beneficiary ID |01 | + | -
Name History Q. 10f1 » | Wiew Al
"Effective Date |06/01/2024 -1 |+ —|
"Format Type | English w |
Disiay N
Mame | Address | Personal Profile

Rev 12/8/2025 Page 61 of 113



/’) Cardinal Benefits Job Aid
Ve

BN361 Creating and Completing a Life Event on Behalf
of an Employee

Step

Action

@

For Life Events, the Effective Date field defaults to the date that the coverage will begin (in
this scenario, a tag along dependent is being added based on a Birth event. Therefore, the
Effective Date field defaults to the first day of the month wherein the birth took place). Do not
change this date as it must match the Event Date, or the system will not recognize this
dependent as eligible for coverage.

The Dependent/Beneficiary ID field will default to the next available Dependent/Beneficiary
ID number (“01” in this scenario) and increment by 1 for each additional dependent
subsequently added.

23.

Click the Edit Name button.

Edit Mame

The Name page displays in a pop-up window.

Name x

Help

English Name Format

Name Prefix V[

*First Name
Middle Name

“Last Name

Name Suffix

Display Name
Formal Name

Name

| OK | ‘ Cancel | ‘ Refresh Name |

24.

At a minimum, enter the dependent’s first and last name in the corresponding fields. The
Name Prefix, Middle Name, and Name Suffix fields are optional but should be entered as
applicable.

Note: Do not use accent marks or special characters in the name fields. These are not
recognized and can cause errors when uploading to the Vendor.

“First Nama

Middle Hame

“Last Name

25.

Click the Refresh Name button.

Refresh Name
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The Name page refreshes.

Name

Help
English Name Format

Name Prefix

“First Name |Sausage |

Middle Name | |

*Last Name | Biscuit |

Name Suffix

Display Name Sausage Biscuit

Formal Name  Sausage Biscuit

Name Biscuit,Sausage

[ oK H Cancel H Refrash Name l

The Display Name, Formal Name, and Name fields will populate based on the name
0 information entered.

26. Click the OK button.

I 0K I| Cance “ Refresh Name

The Name tab redisplays.

Dependent/Beneficiary *x
Help 1
[ Name l Address Personal Profile
Person ID
Dependent/Beneficiaries O.| f1 | View All
: [+]=
DependentBeneficiary ID | 01 i s
Mame History | Q 10f1 w | View All
“Effective Date |06/01/2024 | | + |_
*Format Type | English ~
Display Name  Sausage Biscuit | Edit Name ‘
Cancel Apply
Name | Address | Personal Profile
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o The Display Name field auto-populates with the name information previously entered.

27. Click the Address tab.

[ Name | Address Personal Profile
The Address tab displays.
Dependent/Beneficiary ®
Help
Name | Address Personal Profile
Dependent/Beneficiaries Qfl v View Al
(+][=]
Person 1
DependentBeneficiary ID 01 Name  Sausage Biscuit
Address History 3| 10f1 v Vigw All
“Effective Date |06/01/2024 [zl ‘T|_
O same Address as Employee Address Type |7\4
Address
Country ‘ USF\°—|Unirad States
Address Edit Address
28. Complete the address information as applicable for the dependent by clicking the Same

Address as Employee checkbox option (applicable for this scenario).

Dﬂﬂmn Address as Employee

Users can also complete the address information as applicable for the dependent by
0 selecting the applicable Address Type using the dropdown button provided and then clicking
the Edit Address button (the Edit Address page will display in a pop-up window, and the
applicable address information can be entered).
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The Address tab refreshes.

Dependent/Beneficiary %

Help

Hame || Address l Personal Profile

Dependent/Beneficiaries Q 1of1 ~ View All

Person ID

DependentiBeneficiary ID 01 Name  Sausage Biscuit

Address History 0.| 1of1 v | View All

"Effective Date |06/01/2024 E | + | - |

E Same Address as Employee Address Type | Homea v
Employee's Current Address

Country USA United States

Address 400 South Main S1
Richmond, VA 23232

o The address information auto-populates in the Employee’s Current Address section.

29. Click the Personal Profile tab.

Hame || Address ] Personal Profile

The Personal Profile tab displays.

Dependent/Beneficiary *|
. Help
Mame | Address [ Personal I Profile
Person 1D
Personal Profile a v View Al
[+)[=]
DependenuBeneficiary ID 01 Sausage Biscult
“Date of Birth | =] Birth Location
Birth Country | Q| Birth State Q
Date of Death | = Ridars/Orders exist
Medicare Entitiad Date | )| —
Persanal History Y| oft v View All
*Effective Date (060172024 [0 ‘+ |-
*Relationship to Employee | ™
*Dependent Bansficiary Type | -
“Gendar [ Unknown v
“Marital Status | v As of
=] As of
Obisabled As of =
O Smoker Asef =]
Occupation ‘
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The following steps provide instructions for completing the required dependent information. If
any of the other optional information is provided by the employee, it can be entered in the
o corresponding fields.
The Student and Smoker checkbox options are not required in Cardinal, and this information
is not transmitted to the Plan Provider (Vendor).
30. Click the Date of Birth Calendar icon and select the dependent’s date of birth.
*Date of Birth =]
31. Click the Relationship to Employee dropdown button and select the dependent’s
relationship to the employee (“Spouse” in this scenario).
*Relationship to Employee I hd I
32. Click the Dependent Beneficiary Type dropdown button and select “Approved Dependent”.

"Dependent Beneficiary Type I *-I

“Approved Dependent” is selected once the applicable supporting documentation has been
provided by the employee. The coverage for the dependent is not reported to the Vendor until
the dependent is in this approved status.

33. Click the Gender dropdown button and select the dependent’s gender (“Unknown”, “Male”, or
“Female”) (“Female” in this example).
[Gendar IUnkrbwm 1.‘..I

34. The Marital Status field defaults to “Single”. Update as needed for the dependent (“Married”

in this scenario).

“Marital Status I Single VI

If any status other than “Single” is selected, select the applicable date using the Marital
Status As of Calendar icon (“4/22/2020” in this scenario).

35.

Click the vertical scrollbar to scroll down on the page to the National ID section.
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36.

Enter the dependent’s Social Security Number (SSN) in the National ID field.

~ National ID

| w5 | a 14 0f1 v View Al
*Country “National ID Type Description Hational [D Primary ID

Usa [+] |F'R Q | Social Security Number I I - | -

If the employee did not provide the dependent’s SSN, this field can be left blank for now.
However, as soon as the SSN is obtained, it should be entered as soon as possible by re-
opening and reprocessing the Benefit Event.

Dependent SSNs are necessary for accurate ACA reporting. Agency BAs can use the Base
Benefits Consistency Audit report to monitor dependents with a missing SSN.

37.

Click the OK button.

The Dependents / Beneficiaries tab redisplays.

BenAdmin Data Entry x
Help
Evant / Participant Selection Option Election | Dependents | Beneficiaries
Schedule ID  EMOD Employee ID

Event Data 060172024

Excess Credit Rollover To  Forfeit Excess Cradits

EventiD 4 Benefit Change (BA Use)

Benefit Record 0

DependentiBeneficlaries Currently on Record

Name i ip to Employ D dent Beneficiary Type Date of Birth
Biscuit, Sausage Spousa Approved Depandent 0GA0M991
Change/Add Dependent Data
Elections Requiring St tal Information
10 Madical Enroll Dapendants.
“ Cancal Apply Refrash

Event/ Participant Selection | Opfion Election | Dependenis / Benefidaries

The dependent just added displays in the Dependent/Beneficiaries Currently on Record
section.

If additional tag along dependents needs to be added, repeat Steps 22 — 40 for each
additional tag along dependent (in this scenario, no additional tag along dependents are
being added).

38.

Click the Option Election tab.

| Event / Participant Selection I Option Election I| Dependents /| Beneficiaries
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The Option Election tab redisplays.

BenAdmin Data Entry ®

Event / Paricipant Selection l Option Ebection Dependants | Benaficiaries

Sched 1D EM00 Empl 1D Ben Recond [} Ewent I 4
Event Data  0EQ1/2024 Benefit Change (BA Use) Excess Credlt Rollover To  Forfelt Excess Credits
* Available Plans and Options (3 =} -

Plan Type 10 : Medical

Option Code |26 Q B
CONA Cars + Prav Dantal (ACCD) (Self + Spouse)
Health Provider ID LI Praviously Seen
Spaclal Reguismants
Dependents/Beneficiaries
Enecll Al
Dependents/Beneficiaries
D Mams g;l.;:i;?nlhip to I}'Iljulth Provider P!e;i;z:ﬂy S::::dhpe Age Limit Flag
a -
+.
39. Next, enroll the dependent(s) in the previously selected Medical Plan by clicking the Enroll
All button if all dependents will be enrolled (applicable for this scenario).
I Enecdl Al I

Users can also enroll the dependent(s) in the previously selected Medical Plan by adding the
0 applicable dependents individually using the ID Look Up icon within the
Dependents/Beneficiaries section.

Additional rows can be added in this section by clicking the Add Multiple Rows icon (+...).
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The page refreshes.

BenAdmin Data Entry

EventData 06/0172024 Bensfit Change (BA Use) Excess Credit Rollover To  Forfeit Excess Credits

~ Available Plans and Options

Plan Type 10 : Medical
Option Code (26 Q|
COVA Care + Prev Dental (ACCO) (Self + Spouse)

Health Provider 1D | Previously Seen

Dependents/Beneficiaries

Dependents/Beneficiaries

0 Nais Relationship to Health Provider Previously  Covered Age Limit Flag
Employee D n Person Typ
o1 Q| Sausage Biscult Spouse Spouse
[+
Plan Type AY : Health Premium Reward
Option Code (W~ Q
Waive Coverage

Apply

===

Event/ Participant Selection | Option Election | Dependents / Beneficiaries

Refresh

The enrolled dependents display in the Dependents/Benefici
accuracy and ensure that all applicable dependents are listed.

@

aries section. Validate for

40. Click the OK button.

— e

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

< Cardinal Homepage On-Demand Event Maintenance

Person ID Ben Record 0
Activity Date Source Empl Record 0
Pending Activities 0 Action
EventID 4 EventDate 0512024 Status  Entered Class FSC v Senis Upidate

Event Status
Open for Processing

Run Date

Frequency
Deduction Frequency  Annual Frequency
Elaction Entry \ Entered qof 2 Show Plans
ValidateFinalize [ [ Finalize/Apply Defaults
Errors 0
% Run Date

Reprocess | Process Indicator (N Q|

Normal Processing

Return to Search H Notify ‘
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The Status field will now display as “Entered”. The Event Status field will still display as
0 “Open for Processing”.
41.

Click the Validate/Finalize button. This process will validate that all of the elections are valid,
close the Benefit Event, and update the Base Benefits Tables.

A Confirmation message displays in a pop-up window once the process completes.

Frocess completed successtully. {3000,530)

42. Click the OK button.

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance
Person 1D

Activity Date Source

chedule/Prepare Activit Pending Activities 0

Event ID 4 Event Date  06/01/2024 Status Finalized - Enrolled Class FSC

Event Status

Run Date Frequency

Deduction Freq

< Cardinal Homepage On-Demand Event Maintenance

Empl Record 0

Ben Record 0

Action

Event Status Update

Closed to Processing

Entered oof 0 Show Plans

Errors 0

| Run Date

Reproces Process Indicator N
Normal Processing

y  Annusl Freq

Finalize/Apply Defaults

@

display as “Closed to Processing”.

The Status field will now display as “Finalized-Enrolled”. The Event Status field will still
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43. Click the Save button.
‘ Raturn 1o Search || Matify |

This Benefit Event to add the tag along dependent(s) is now complete. Refer to the Viewing
the Employee’s Benéefit Information section of this Job Aid for instructions on how to validate
accuracy.

0 Refer to the Viewing/Printing a Confirmation Statement for instructions on how to print the
Confirmation Statement for the employee. This information will be transmitted to the Health
Vendor in the evening interface file. On the next business day, proceed with Step 44.

Next, the Benefit Event must be created in order to add the newborn child dependent.

44. Navigate to the Benefit Event page using the following path:

NavBar > Menu > Benefits > Manage Automated Enroliment > Events > Benefit Event

The Benefit Event Entry Find an Existing Value page displays.

‘ £ Cardinal Homepage | Benefit Event Entry

Benefit Event Entry
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‘ / [l Saved Searches | Choose from saved searches V| f

Empl ID ‘ begins with V| ‘

Benefit Record Number ‘ = v‘ ‘

Empl Record ‘ = v‘ ‘

Last Name ‘ begins with V| ‘

Business Unit ‘ begins with V| ‘

|
|
|
First Name ‘ begins with v| ‘ |
|
|
|

Department | begins with v| |

~ Show fewer options

[ Case Sensitive U Include History  [J Correct History

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

The other search by options available (Search by dropdown button) are Business Unit,
Department, and Name.

Empd ID | begns wih l I ‘

46. Click the Search button.

. -

The Benefit Event page displays for the applicable employee.

£ Cardinal Homepage Benefit Event

Benefit Event Detail

Employee 11} Banelit Recond Number 0

Life Event Q, 1od1 w Vi All
Life Event

Lile Event Date 06212024 Paperwork Receipt Date | DG24/2024

Health Change

FSA Change
Health Change Heeded: o FSA Change Needed: o
Cumrent Cov. Level: Single Future Cov. Level: ¥ e
Change: Change: bl

Special Processing Message (Health) A FSC gvent will be created to add the tag along dependants or changs the haakh plan, DO NOTADD
THE NEW BASY TO THIS EVENT. This will allow you to update tha plan or add dependants as of the
et mmlnmdor dnu ok she manesh, The ssndsr sl enes b shi tan slann dossndne an the, ssnlen nanefans 5

Special Processing Message [F5A4)

m Raturn to Search

47. Click the Add a new row icon (+).

]
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The page refreshes and the new row displays.

£ Cardinal Homepage Benefit Event

| Eenefit Event Detail

Employes
Life Event
Life Evant | ~|
Life Event Date |7:||
Haalth Change
Health Change Necded: | v

Current Cov, Level: Future Cov. Level:

Change:

Special Procassing Message (Health) |

Special Pracessing Message (FSA) |

m Returr 1o Search

e} Benefit Record Number 0

q|: | 4 || 20f2 WViaw Al

Paperwark Receipt Date
FSA Change

FSA Change Needed: ~

Change:

48. Click the Life Event dropdown button and select the applicable type of Life Event

(Birth/Adoption in this scenario).

Life Evant l "' I

The Benefit Event page redisplays with the selected Life Event.

< Cardinal Homepage Benefit Event

Banafit Event Datail

Employes

Life Event

Life Event | Birth/Adoption v

Life Event Date |
Health Change
Health Change Needed: h
Current Cov, Levek: Future Cov. Lavel:
Change:
Special Processing Message [Health) |

Special Pracessing Message {F 5A) |

o Beneflit Record Number 0
|a o[ «|[2er2 ¥ Visw Al
3
Paperwork Recaipt Date :ll
F5A Change
FSA Change Needed: | v
Change: v

[ soe [
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49, Click the Life Event Date Calendar icon and select the applicable date (“6/21/2024” in this
scenario).

This is the date of birth for the newborn dependent.

LHa Event Date E
50. Click the Paperwork Receipt Date Calendar icon and select the applicable date

(“6/24/2024” in this scenario).

This is the date that the Benefits Enroliment form was received from the employee.

51. Click the Health Change Needed dropdown button and select “Yes”.

Haalth Change Neaded: I "I

o Even if the Life Event does not require a change in the Health Plan Coverage Code for the
employee, select “Yes”. If “Yes” is not selected, a Benefit Event will not be created.

The page refreshes.

< Cardinal Homepage Benefit Event
Banafii Event Deiail
Ermplayes L1} Benefit Record Number 0
Life Event o 44| 3ed3 e View Al
Lify Event | BirhiAdopsion v +
Life Event Date | 0642172024 ﬁ Paparwork Receipt Date | 06240024 ,.i?
Health Change FSA Change
Health Change Needed: Yas w FSA Change Needed: ~
Currant Cov, Lavak Sell + Spouss Futurs Cov, Laval: bl
Change: - Change: il
Specisl Processing Messsge (Health)
Special Processing Messaga (F5A}
m Return to Ssarch

0 The Current Cov. Level field auto-populates with the employee’s current Health Plan
enrollment coverage level.
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52. Click the Future Cov. Level dropdown button and select the applicable coverage level.

Futura o, Laval: | ko I ‘

The coverage levels available for selection are:
o “Single, Employee”

o “Employee + Spouse”

0 e “Employee + CH (Child)”

e “Family”

Please note that this does not actually change the employee’s enroliment. This will be done
when the Life Event is processed. For this Benefit Event, select the applicable coverage code
based on the newborn dependent being added.

53. Click the Change dropdown button and select “Add newborn”.

The selections available will vary based on the type of Life Event previously selected.

Change: I ""I

Do not enter any information in the FSA Change section. Even though the employee is also
o electing to enroll in the Flex Spending Dependent Care plan for this scenario, the effective

date for that enroliment will be different and therefore, will be created later in this process as
a separate Benefit Event.

54. Click the Save button.

m Raturn 1o Search |

Rev 12/8/2025 Page 75 of 113



'Cardinal Benefits Job Aid

V4 BN361 Creating and Completing a Life Event on Behalf
of an Employee

Step | Action

The page refreshes after the save action completes.

£ Cardinal Homepage Benefit Event
Benefit Event Detail

Employes nw Benelit Record Number 0

Life Event [+1 d || 4| 30f3 o Wiaw All

Lifs Event

Life Event Date | 0672172024 Paperwork Receipt Date | 06/24/2024
Health Change FSA Change

Healih Change Neaded: ¥ FSh Change Neaded:
Current Cov. Level: Sgif + Spousa Future Cov. Lewvel:

Change: Add T w Change:

Special Processing Message (Health] | ABIR event has been creabed on the On Demand Event Maintenance Page to enroll the naw child 1o
coverage. Mate Ifyou are adding lag along dependents or changing plans, you must process the FSC
i 54305 A BT ol 5 A A A A

Spacial Procassing Message (FSA)

After saving, review the messages in the Special Processing Message (Health) and
Special Process Message (FSA) fields. These messages will provide next step instructions.
If an additional Office of Health Benefits (OHB) approval will be required based on the dates
entered or if any other processing guidance is applicable, a comment will display in the
Special Processing Message (Health) field and/or the Special Processing Message

o (FSA) field.

In this scenario, a BIR Benefit Event has been created for the purpose of adding and
enrolling the employee’s newborn dependent. This Benefit Event has a coverage begin date
of the actual date of birth (“6/21/2024” in this scenario).

This Benefit Event (Life Event) is now created. Next, this Benefit Event must be processed.

55. Navigate to the On-Demand Event Maintenance page using the following path:

NavBar > Menu > Benefits > Manage Automated Enroliment > Events > On-Demand
Event Maintenance

Rev 12/8/2025 Page 76 of 113



/ﬁ) Cardinal Benefits Job Aid
Ve

BN361 Creating and Completing a Life Event on Behalf
of an Employee

Step | Action

The On-Demand Event Maintenance Search page displays.

| & Cardinal Homepage ‘ On-Demand Event Maintenance

On-Demand Event Maintenance
Find an Existing Value

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

D) Recent Searches | Choose from recent searches V‘ V4 [ saved Searches | Choose from saved searches V| V4

Empl ID ‘ begins with V‘ ‘

Empl Record ‘ = v‘ ‘

Last Name ‘ begins with V‘ ‘

Second Last Name ‘ begins with v‘ ‘

|
|
Mame ‘ begins with V‘ ‘ ‘
|
|
|

Alternate Character Name ‘ begins with v‘ ‘

 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.

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

Searches can also be performed using the employee’s name. However, it is recommended to
use the Employee ID as every employee will have a unique Employee ID.

EmpliD | begins vath « l I ‘

57. Click the Search button.

- [

Rev 12/8/2025 Page 77 of 113



%j Cardinal Benefits Job Aid
Ve

BN361 Creating and Completing a Life Event on Behalf
of an Employee

Step | Action

The On-Demand Event Maintenance page displays for the applicable employee.

< Cardinal Homepage On-Demand Event Maintenance

On-Demand Event Maintenance

Person ID Ben Record 0

Activity Date  06/2172024 Source Manual Event Empl Record 0

Schadule/Prapare Activity Pending Activities 1 Show Activities Action BIR

Event ID 0 EventDate Status Class Event Status Update

Event Status

irement Run Date Frequency

Deduction Frequency  Annual Frequency

Entered gof

Finalize/Apply Defaults
Errors 0

Run Date

Repr Process Indicator N
Normal Processing

Review the Activity Date field. For Life Events, this date will be auto-populated based on the
coverage begin date for the applicable type of Life Event (in this scenario, the Benefit Event

is being processed to add a newborn dependent based on a Birth Life Event. Therefore, the
o Activity Date field defaults to the date of birth (“6/21/2024” in this scenario). Ensure that this
date is accurate.

The Source field will be “Manual Event”. The Action field will default based on the type of
Life Event (“BIR” in this scenario).

58. Click the Show Activities button.

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

x
Help
Parson |10 Ben ()
Record
BAS Activity
(][] ol v
Select Empl Record g‘;:}:ﬂ Ewvent Date Event Effseq 2‘:“50“ COBRA Action
0 Ef:l_‘l:“' 062112024 0 BIR E E
59. Ensure that the Select checkbox option for the Benefit Event is selected and then click the
OK button.
Select Empl Recory

:]CEH{EI

The On-Demand Event Maintenance page redisplays.

< Cardinal Homepage On-Demand Event Maintenance

On-Demand Event Maintenance

Person ID Ben Record 0
Activity Date 0672172024 Source Manual Event Empi Record 0
Schedula/Prapare Activity Pending Activities 1 Show Activities Action BR
Event D 0  EventDate Status Class Evant Status Update

Propate Options Event Status

Run Date Frequency

Deduction Frequency  Annual Frequency

Entered oof 0

¢ how Errors Finalize/Apply Defaults
mors 0 2abridc

Run Date

Roproces Process Indicator N

Normal Processing

Save

Return to Search || Notfy |

Rev 12/8/2025 Page 79 of 113



/ﬁ) Cardinal Benefits Job Aid
Ve

BN361 Creating and Completing a Life Event on Behalf
of an Employee

Step | Action

60. If the Benefits Administration process has already run, the Schedule/Prepare Activity button
will be disabled, and the Pending Activities field will display a “0”. In this case, proceed to
Step 69.

If the Pending Activities field displays a “1”, click the Schedule/Prepare Activity button.

Note: Clicking the Schedule/Prepare Activity button will launch an automated program that
schedules and prepares the activity.

| Schadule/Prepare Activity I

A Confirmation message displays in a pop-up window once the automated program completes.

Frocess completed successfully. (3000 530)

61. Click the OK button.

The On-Demand Event Maintenance page redisplays.

< Cardinal Homepage On-Demand Event Maintenance

On-Demand Event Maintenance

Person 1D Ben Record 0
Activity Date Source Empl Record 0
Pending Activities 0 VA Action
EventID 5  EventDote 06212024 Status  Prapared Closs BIR Event Stakus Update

t it
Event S1a8us () an for Processing

[ Enrolment Stalement | i Diate

Frequency
® Deduction Frequency © Annual Frequency
3 n Entn .
Emered oo 1
Finalize/Apply Defaults
Errors 0
Run Date
= |
[ Reprocess | Process Indicator (N Q
Nomal Processing
e ] (o
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Confirm that the Status field displays as “Prepared” and the Event Status field displays as
“Open for Processing”.

Evant Status

IUp—:u for Processing

If these statuses do not display as indicated, please submit a VCCC Ticket with “Cardinal
Benefits” in the Subject line.

62. Click the Election Entry button.

W Elaction Emiry I

The Election Entry page displays in a pop-up window with the Option Election tab displayed by
default.

BenAdmin Data Entry x
Halp
Event ! Pariicipam Selaction | Option Election Dependents / Banafickaries
Sched ID  EMODO Empl ID Ben Record a EventlD &
EventData  07/01/2024 Dependent Care Cost/Cowrg Chy Excess Credit Rollover To  Forfeit Excess Cradits
~* Available Plans and Options (@ =1 10f2 v

Plan Type 61 : Flex 3pending Dependent Care

Option Cade W Q

Waive Coverage
Annual Pledge 30.00
Employee Contribution Override
* Contribution Worksheet (3
Speclal Requiraments
Plan Type AZ : Flex Spending Admin Fee
2
Option Code |1 a
Flax Spending Admin Fee (FLXFEE)
pecial Requirg 5
Cancal Apply Refrash
vent/ Pasticipant Selection | Opthon Election | Dependents / Bensficlaries
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63.

Select the applicable Medical Plan based on the employee’s Benefits Enroliment form. Click
the Option Code Look Up icon (magnifying glass) within the Plan Type 10: Medical section
and select the applicable coverage code.

The Coverage Codes are as follows:

e 1-Single

e 2 — Employee + Spouse

e 3 — Employee + Child (except for Tricare)

e 4 — Employee + 2 or More Dependents (Family — except for Tricare)
e 8 — Employee + Child(ren) (Tricare only)

e 9 —Family (EE + SP + Child/ren for Tricare only)

Plan Type 10 ; Medical

Optlon Code || 26 G

For this Benefit Event, select the applicable coverage code based on the newborn dependent
being added. If the coverage code does not need to be changed based on the addition of the
newborn dependent, proceed with Step 64.

Please note that this Birth Event only allows the employee to change the coverage code. The
actual Health Plan election cannot be changed.

The Option Election tab redisplays.

BenAdmin Data Entry %
Evert | Paiticipant Selection QOption Election | Dependents | Beneficiaties

Sched I EMOD EmpdID BenRecord 1 EventiD 5
EventData  0621/2024 Birth or Adopsion Excess Credit Rollover To - Forfeil Excess Creats

= Available Plans and Options @ qQ

Flan Type 10 : Medical
Option Code (22 @
COVA Care + Prav Dental (ACCD) (Famsly)

Moahh Prowdery | | Py jiously Seen

Dependents/Beneficiaries

Dependents/Beneficiaries

"o Name Age Limit Flag

P o Selection | Option Elsction | Dispsndents / Baneficiarias
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64. Click the Dependents / Beneficiaries tab to add the newborn dependent.

Evem I Paiticipant Selaction

Option Election |I Dependants | Bensficianes I

The Dependent / Beneficiaries tab displays.

Dependents / Beneficiaries

Event / Participant Selection | Option Election

BenAdmin Data Entry *
Help
Event / Padicipant Selection Diption Election Dependents | Beneficiaries
Schedule ID  EMOO Employee ID
EventID 5 Event Data  0B/21/2024 Birth or Adeptien
Benefit Record Excess Credit Rollover To  Forfeit Excess Credits
Dependent/Beneficiaries Currently on Record
Name Relationship to Employes Dependent Beneficiary Typa Date of Birth
Biscuit Sausage Spouse Approved Dependent Q61011991
Change/Add Dependent Data
Elections Requiring Supplemental Information
1w Madical Enroll Dependents
[ Cancel I Apply I Refresh I

65.

Click the Change/Add Dependent Data link.

Changa/Add Dependant Data

The Dependent/Beneficiary page displays in a pop-up window with the Name tab displayed by default.

Mame Histery

*Effoctive Date |06/01/2024 [

“Format Type | English v|

Edit Name

Display Name Sausage Biscuit

Name | Address | Personal Profile

Dependent/Beneficiary x
Help
Name | Address Personal Profile
Person 1D
Dependent/Beneficiaries Q of 1 » | View Al
*DependentBeneficiary 1D |01 |i | -
Q, 10f1 w | View All

[+]=]
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66.

Click the Add a new row icon (+) within the Dependent/Beneficiaries section to add the

new Dependent/Beneficiary ID.

+ | -

The page refreshes and the new row displays (Dependent/Beneficiary ID “02” in this scenario).

Name Addrass || Personal Profile

Dependent/Beneficiaries

“Dependent/Beneficiary 1D |02

Mame History
“Effective Date |06/212024 [ |
*Format Type | English v
Display Name

Name | Address | Personal Profile

Dependent/Beneficiary

Person ID

Q <

Q

Edit HName

P =

2of2 »

x

Help =

View All
+[ =]
View All

[+]=]

For Life Events, the Effective Date field defaults to the date that the coverage will begin (in
this scenario, a newborn dependent is being added based on a Birth event. Therefore, the
Effective Date field defaults to the newborn’s date of birth (“6/21/2024” in this scenario)). Do
not change this date as it must match the Event Date, or the system will not recognize this

dependent as eligible for coverage.

The Dependent/Beneficiary ID field will default to the next available Dependent/Beneficiary
ID number (“02” in this scenario) and increment by 1 for each additional dependent

subsequently added.

67.

Click the Edit Name button.

Edit Mame
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The Name page displays in a pop-up window.

Name x

Help

English Name Format

Name Prefix ‘ hd

*First Name

Middle Name

*Last Name

<

Name Suffix

Display Name
Formal Name

Name

[ OK H Cancel H Refresh Name l

68. At a minimum, enter the dependent’s first and last name in the corresponding fields. The
Name Prefix, Middle Name, and Name Suffix fields are optional but should be entered as
applicable.

Note: Do not use accent marks or special characters in the name fields. These are not
recognized and can cause errors when uploading to the Vendor.

I'Firsl; HETE] I

Middle Nama

I “Last Marr# I

69. Click the Refresh Name button.
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The Name page refreshes.

Name

Help

English Name Format

Name Prefix

“First Name |Bacon

Middle Name |

“Last Name |Biscui1
Name Suftx

Display Name Bacon Biscuit

Formal Name  Bacon Biscuit

Name BiscuitBacon

H Refresh Name

OK Cancel

0 information entered.

The Display Name, Formal Name, and Name fields will populate based on the name

70. Click the OK button.

“Effective Date |06/21/2024 ]
"Format Type | English w
I Edit Name

Display Mame  Bacen Biscuit

Cancel Apply |

Personal Profile

I QK I| Cancel || Refresh Name
The Name tab redisplays.
Dependent/Beneficiary x
Help =
[ Mame H Address | Personal Profile
Person 1D
Dependent/Beneficlaries |Q | L] | 4 202 v | View Al
*Dependent/Beneficiary D |02 + m
Name History Y v View Al
+][=]

Name | Address
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o The Display Name field auto-populates with the name information previously entered.

71. Click the Address tab.

| MName | Address Personal Profile

The Address tab displays.

Dependent/Beneficiary b
Help
| Hame || Address l Personal Profile
Dependent/Beneficiaries Q (1 |[ | [2or2 ~ View All
+[=)
Person ID
Dependant/Beneficiary ID 02 Name Bacon Biscuil
Address History Q| 10f1 v View Al
"Effective Date | 062172024 r- +| _|
L) Same Address as Employee Address Type |7\'
Address
Country | USA Q| ynited States
Address Edit Address
72. Complete the address information as applicable for the dependent by clicking the Same

Address as Employee checkbox option (applicable for this scenario).

DSame Address as Employee

Users can also complete the address information as applicable for the dependent by clicking
0 the Address Type dropdown button and selecting the applicable Address Type, and then

clicking the Edit Address button. The Edit Address page will display in a pop-up window,
and the applicable address information can be entered.
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The Address tab refreshes.

Dependent/Beneficiary *
. Help
Name Address Parsonal Profle
Dependent/Beneficiaries Q 4 H 4 |[20f2 View All
+ || -
Person ID
DependentBeneficiary ID 02 Name Bacon Biscuit
Address History Q 10f1 » | ViewAll
“Effective Date 06212024 ]| +|| -
Same Address as Employee Address Type | Home v
Employee's Current Address
Country USA  United States
Address 400 South Main St
Richmond, VA 23232

o The address information auto-populates in the Employee’s Current Address section.

73. Click the Personal Profile tab.
. Mame | Address I Personal Profile I

The Personal Profile tab displays.

Dependent/Beneficiary x
Help
Hame ‘ Address || Personal Profile
Persan 1D
Persanal Profile a [ «|[2arz ~ View All
-+ —
DependentiBenaficiary ID 02 Bacon Biscuit L |
*Date of Birth | =] Birth Location |
Birth Country | Q Birth State Q
Date of Death | Riders/Orders exist
Medicare Entitled Date | = AeraOndere
Personal History [a 1of1 ~ View All
*Effective Date (06212024 [ +|[=]
*Relationship to Employee | ~|
*Dependsnt Baneficiary Type | ~
*Gender | Unknown ~|
“Marital Status | Single v As of &=
O Student As of
(O Disabled As of =]
Smoker As of
Occupation |
IS ysa

Rev 12/8/2025 Page 88 of 113



/’) Cardinal Benefits Job Aid
y 4

BN361 Creating and Completing a Life Event on Behalf
of an Employee

Step | Action
The following steps provide instructions for completing the required dependent information. If
any of the other optional information is provided by the employee, it can be entered in the
0 corresponding fields.
The Student and Smoker checkbox options are not required in Cardinal, and this information
is not transmitted to the Plan Provider (Vendor).
74. Click the Date of Birth Calendar icon and select the dependent’s date of birth.
75. Click the Relationship to Employee dropdown button and select the dependent’s
relationship to the employee (“Child” in this example).
“Relationship to Employee I VI
76. Click the Dependent Beneficiary Type dropdown button and select “Approved Dependent”.

"Dependant Baneficiary Type | ‘-'I

“Approved Dependent” is selected once the applicable supporting documentation has been
provided by the employee. The coverage for the dependent is not reported to the Vendor until
the dependent is in this approved status.

77. Click the Gender dropdown button and select the dependent’s gender (“Unknown”, “Male”, or
“Female”) (“Male” in this example).
"Gender | Unlkngwn vl
77. The Marital Status field defaults to “Single”. Do not update for this newborn dependent.
"Marital Status I Simgla e I
79. Click the vertical scrollbar to scroll down on the page to the National ID section.
80. Enter the dependent’s Social Security Number (SSN) in the National ID field.

== ysa

* Mational ID

mlla 1-1 - | View Al

“Country “Nartional ID Type Description Mational ID Primary ID

USA Q| |PR Q. | Soclal Security Number : ] &+ | - |
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If the employee did not provide the dependent’'s SSN, or in the case of a newborn, the SSN
has not been obtained yet, this field can be left blank for now. However, as soon as the SSN
is obtained, it should be entered as soon as possible by re-opening and reprocessing the
Benefit Event.

Dependent SSNs are necessary for accurate ACA reporting. Agency BAs can use the Base
Benefits Consistency Audit report to monitor dependents with a missing SSN.

81.

Click the OK button.

- e

The Dependents / Beneficiaries tab redisplays.

BenAdmin Data Entry X
Help =
Event / Participant Selection Qption Election [ Dependents / Beneficiaries ]
Schedule ID  EM00 Employee 1D
EventiID 5 Event Data 06/21/2024 Birth or Adoption
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits
Dependent/Beneficiaries Currently on Record
Name Relationship to Employee Dependent Beneficiary Type Date of Birth
Biscuit Sausage Spouse Approved Dependent 06/10/1991
Biscuit Bacon Child Approved Dependent 0672112024
Change/Add Dependent Data
Elections Requiring Supplemental Information
10 Medical Enroll Dependents
Apply | Refrash '
Option Election | Dependents / Beneficiaries >

The dependent just added displays in the Dependent/Beneficiaries Currently on Record
section.

82.

Click the Option Election tab.

Event / Participant Selaction Dption Election Dependents | Beneliciaries

Rev 12/8/2025 Page 90 of 113



ﬂ Cardinal Benefits Job Aid
4

BN361 Creating and Completing a Life Event on Behalf
of an Employee

Step | Action

The Option Election tab redisplays.

BenAdmin Data Entry ®
Help
Event [ Participant Selection Option Election ] Depondunts | Benoficiaries
Sehed 1D EMOO Empl 10 Ben Record 0 EventiD &

EvontData 062172024 Bith er Adaplion Excoss Cradit Rollover To Forfait Excess Cradits
~ Available Plans and Options () Q, Taf1 v
Plan Type 10 : Medical

P
Option Codle (28 @ -
COVA Care 4 Prev Deral (ACCO) (Famiy)
Health Provider 10 Previously Seen
Spacial Requirements
DependentsBeneficiaries
Enroll A

Dwpendents/Beneficiaries

- Ralationship 1o Haalth Provider Previousi Covered P

L Name Employes 7 D R Parson Type Age Limit Flag

" Q| | Sausage Biscuit Spouse Spouse -

+.
Event [ Participant Selection |  Option Election | Dependents | Beneficiarios

83. Click the Enroll All button if all dependents will be enrolled (applicable for this scenario) to

enroll the dependent(s) in the previously selected Medical Plan.

Enrcll A

Users can also enroll the dependent(s) in the previously selected Medical Plan by adding the
applicable dependents individually using the ID Look Up icon within the
0 Dependents/Beneficiaries section.

Additional rows can be added in this section by clicking the Add Multiple Rows icon (+...).

A message displays in a pop-up window.

All existing enrollments for this Plan will be deleted to make room for the new entries. {4000,60)

You have selected to mass enroll all eligible Dependents or Beneficiaries. To make room for these automatic enrollments, all existing individual enrollments will first
be removed, along with any current election information

oK H Cancel l
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o This is not an error message. It is just a message confirming that all dependents will be
removed and then all eligible dependents will be enrolled.

84. Click the OK button.

QK Cancel

The Option Election tab redisplays.

BenAdmin Data Entry ®
) Help
Event { Participant Selection Option Election l Dependents { Baneficiaries
Sched 1D EMO0D Empl ID Ben Record ] EventiD 5
Event Data  0&21/2024 Bith or Adoplion Excess Cradit Rollover To  Forfalt Excess Cradits
~ Mwvailable Plans and Options & Q

Plan Type 10 : Madical

Option Code |28 @
COVA Cara + Prav Dental (ACCO) (Famiy)

Health Provider 1D ClPraviously Seen
pacial Raqu
Depenﬂenls.'ﬁene!lclarles
Dependents/Beneficiaries
“p Ty Q:J;ir;fnmp o :‘ltjnalih Pravider Prl:s;cvw:l.sly g:f:;dwpn Ago Limit Fiag
o Q| Sausage Biscuit Spouse Spouse -
oz Q | Bacon Biscuil Child Child -

+

The dependents enrolled display in the Dependents/Beneficiaries section. Validate for
0 accuracy and ensure that all applicable dependents are listed.

85. Click the OK button.

[ - e
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The On-Demand Event Maintenance page redisplays.

< Cardinal Homepage On-Demand Event Maintenance

On-Demand Event Maintenance

Person 1D Ben Record
Activity Date Source Empl Record 0
Pending Activities 0 Show Activit Action
EventID 5  EventDate 0672172024 Status  Entered Class BIR Event Status Updste

Prapare Optior Event Status Open for Processing

Run Date

Frequency
Deduction Frequency  Annual Frequency
Election En| [ Entered  qof 4 Show Plans
ValidataFin ‘ Show Err U Finalize/Apply Defaults
Errors 0
Run Date
| | ]
Reprocess | Process Indicator [N Q
Normal Procassing
| Retus earch H Previous in List ‘ Next in List ‘ Notify

@

“Open for Processing”.

The Status field will now display as “Entered”. The Event Status field will still display as

86. Click the Validate/Finalize button. This process will validate that all of the elections are valid,

close the Benefit Event, and update the Base Benefits Tables.

Validate/Finaliza |

A Confirmation message displays in a pop-up window once the process completes.

Process completed successfully. (3000 530)

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

< Cardinal Homepage On-Demand Event Maintenance

On-Demand Event Maintenance

Person 1D Ben Record ]
Activity Date Source Empl Record 0
Pending Activities 0 Shew Act Action
Event ID 5  EventDate 06212024 Status Finakized - Enrobed  Class BIR Event Status Update

Event Status ¢ ced 1o Processing

Run Date Fraquency

Deduction Frequency  Annual Frequency

Entered o of 0 Show Plans

Finalize/Apply Defaults
Errors 0

Run Date

Process Indicator N

Normal Processing

L:.a:.,-nxc-‘-.m-rhl L.:.cx.nl.'.(‘ NextinList || Notify

The Status field will now display as “Finalized-Enrolled”. The Event Status field will still
0 display as “Closed to Processing”.

88. Click the Save button.
| Raturn ta Search Pravigus in List Maxt in List | Matify |

This Benefit Event to add the newborn dependent is now complete. Refer to the Viewing the
Employee’s Benéefit Information section of this Job Aid for instructions on how to validate
accuracy.

Refer to the Viewing/Printing a Confirmation Statement for instructions on how to print the
0 Confirmation Statement for the employee. This information will be transmitted to the Health

Vendor in the evening interface file. If no other elections are being made by the employee,
this process is complete. However, if any Flex Spending elections are being made (as in this
scenario), continue with Step 89.

Next, the Benefit Event must be created in order to enroll the employee in the Flex Spending
Dependent Care plan.

89. Navigate to the Benefit Event page using the following path:
NavBar > Menu > Benefits > Manage Automated Enroliment > Events > Benefit Event
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The Benefit Event Entry Find an Existing Value page displays.

‘ < Cardinal Homepage |

Benefit Event Entry
Find an Existing Value

v 8earch Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

Benefit Event Entry

) Recent Searches | Choose from recent searches V‘ 4 [ saved Searches | Choose from saved searches V| V4

Empl ID ‘ begins with V| ‘

Benefit Record Number ‘ = v‘ ‘

Empl Record ‘ = v‘ ‘

Last Name ‘ begins with V| ‘

Business Unit ‘ begins with V| ‘

|
|
|
First Name ‘ begins with V| ‘ |
|
|
|

Department ‘ begins with V| ‘

A Show fewer cptions

[ Case Sensitive U Include History  [J Correct History

Website in Job Aids under Learning.

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

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

Department, and Name.

EmplID | hegins veth ~ l I ‘

The other search by options available (Search by dropdown button) are Business Unit,

91. Click the Search button.

-
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The Benefit Event page displays for the applicable employee.

« Cardmal Homepage Benefit Event

l Banafit Evant Datall ]

Emplayas 1] Banelit Record Number 0
Life Event Q
Life Event e
Life Event Date:  0E/21/2024 Paperwork Receipt Date  0524/2024
Haalth Changs FSA Change
Health Change Heeded: ¥ i FSA Change Heeded:

Current Cov. Level: Single Future Cow, Lewel:
Changa: g v Change:

103 ~|| b || M

Specisl Processing Massage (Health) - & 3
THE NEW BABY TO THIS EVENT. This will allow you to update e plan or add depandants & of tha
tan aiha The ianmioe il Annand &

S R T ——y rasrninan A Am

AFSC event will be created lo add the tag along dependents or changs the healh plan. DONOTADD 2

iy oy i S |

Spacial Processing Message (FSA)

| e | —

View All

Benefit Events for the employee.

The Benefit Event Entry page displays with the information from any previously created

92. Click the Add a new row icon (+).

-+

The page refreshes and the new row displays.

£ Cardinal Homepage Benefit Event

Benefit Event Detail

Employae ] Banafit Record Humber
Life Event Q K
Lifo Event hd
Life Evert Date = Paperwork Receipt Date =
Haealth Change F5A Change
Haalth Chﬂng# Nasdad: hd FEAChangh Newdad:

Curreid Cov, Leval: Futisie Cov. Lavel:

Change: > Change:

Special Processing Message (Health]

Special Pracessing Message [FSA)

Sare Fietur fo Saasch

2ofd v

LR Viaw All
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93.

Click the Life Event dropdown button and select the applicable type of Life Event (Dependent
Care Cost/Coverage Change in this scenario).

L¥a Event I hl I

The Benefit Event page redisplays with the selected Life Event.

< cardinal Homepage Benefit Event
[ Banuofit Event Detail l
Emplayen i} Bonalit Record Numbsr 0
Life Evert Q Ll 4| 2ofd w|| P M View Al
Life Event | Dupendsnt Care Cost/Coverage Changs - +
Lifo Evant Date = Paperaark Recalpt Data =)
Health Change FEA Change
Health Change Naadad hd F50 Changs Neaded: ~
Current Cow, Level: Futisre Cov, Lavel;
Change: Change:
Spocial Processing Masasga Haalth)
Special Processing Massage [FSA)
m' Ratumn 0 Search |

94.

Click the Life Event Date Calendar icon and select the applicable date (“6/21/2024” in this
scenario).

Life Event Date

This is the date of birth for the newborn dependent as this is the Life Event which occurred
that made the employee eligible for this enroliment change.

95.

Click the Paperwork Receipt Date Calendar icon and select the applicable date
(“6/24/2024” in this scenario).

Paperwork Receipt Date QI

This is the date that the Benefits Enroliment form was received from the employee.

96.

Click the FSA Change Needed dropdown button and select “Yes”.

F5A Change

F34 Change Meeded:
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The page refreshes.

£ Cardinal Homepage Benefit Event

[ Benofit Event Detall ]

Empliyes ] Benafit Record Numbs 0
Life Evant a A || A |[2ofd w|| B || M Wigw Al
Lité Evént | Dependent Case CostiCavesage Change - +
Life Event Date |06/212024 [ Paparwork Receipt Date | 06242024 []
Health Change FSA Change

Haalth Changa Needad: v FS& Changs Neadad: Yos -

Currani Cov. Lavek: Future Cow, Lavel: o

Change: ¥ Chango:

Spacial Procussing Messags (Heallh]

Special Procossing Message (F54

97. Click the Change dropdown button and select “Update dependent care enroliment”.

Champe: I "' I

98. Click the Save button.

m Retm 1o Search

The page refreshes after the save action completes.

< Cardinal Homepage Benefit Event

Benafit Event Detail

Employas

LY Benefit Record Number 0

Life Event Q| [l a|[zera ][ »]|[¥]1 viewan
Life Evant | Dependant Care CostiCovarage Chamge - 1
Life Event Date (06212024 [i1] Paparwork Recolpt Date 0672412024 ]
Health Change FSA Change

Haalth Change Headed: - F3A Change Needed: a3 -

Current Cov. Level: Future Cow. Level: w

Change: ) Change: | Updabe dependent cars enrolimant -

Special Processing Message (Health) |

Special Processing Message (FSA)

m Raturn to Search

An FEC evend has bsen crealed for you 1o update the Dependenl Cate snrolimanl. Remindsr You e nol
allowad ta make changaes to Medical FSA for this iife event. Required Documen
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After saving, review the messages in the Special Processing Message (Health) and
Special Process Message (FSA) fields. These messages will provide next step instructions.
If an additional Office of Health Benefits (OHB) approval will be required based on the dates
entered or if any other processing guidance is applicable, a comment will display in the

0 Special Processing Message (Health) field and/or the Special Processing Message
(FSA) field.

In this scenario, an FSC Benefit Event has been created for the purpose of enrolling the
employee in the Flex Spending Dependent Care plan. This Benefit Event has a coverage
begin date of the first day of the following month (“7/1/2024” in this scenario).

This Benefit Event (Life Event) is now created. Next, this Benefit Event must be processed.

99. Navigate to the On-Demand Event Maintenance page using the following path:

NavBar > Menu > Benefits > Manage Automated Enroliment > Events > On-Demand
Event Maintenance

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

| & Cardinal Homepage ‘ On-Demand Event Maintenance

Cn-Demand Event Maintenance
Find an Existing Value

~ Search 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 V‘ / [ Saved Searches | Choose from saved searches V| V4

Empl ID ‘ begins with V‘ ‘

Empl Record ‘ = v‘ ‘

Last Name ‘ begins with v‘ ‘

Second Last Name ‘ begins with v‘ ‘

|
|
Name ‘ begins with V‘ ‘ ‘
|
|
|

Alternate Character Name ‘ begins with v‘ ‘

A Show fewer options.

[J 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.
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100.

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

EmplID | hegins veth ~ I I

@

Searches can also be performed using the employee’s name. However, it is recommended to
use the Employee ID as every employee will have a unique Employee ID.

101.

Click the Search button.

-

The On-Demand Event Maintenance page displays for the applicable employee.

< Benefit Event Detail On-Demand Event Maintenance

On-Demand Event Maintenance

Person ID Ben Record 0
Activity Date  07/01/2024 Source  Manual Event Empl Record 0
Schedule/Prepare Activy Pending Activities 1 ShowAciviies | Action Fso
Event ID 0  EventDate Status Class l Event Status Update
Event Status
Run Date Frequency

Deduction Frequency  Annual Frequency

Entered gof

Finaliza/Apply Defaults
Errors 0

Run Date

Process Indicator N

m[ Return to Search || Notify |

Normal Processing

Review the Activity Date field. For Life Events, this date auto-populates based on the
coverage begin date for the applicable type of Life Event (in this scenario, the Benefit Event
is being processed to enroll the employee in the Flex Spending Dependent Care plan based
on a Birth Life Event. Therefore, the Activity Date field defaults to the first day of the
following month (“7/1/2024” in this scenario). Ensure that this date is accurate.

The Source field will be “Manual Event”. The Action field will default based on the type of
Life Event (“FSD” in this scenario).

102.

Click the Show Activities button.

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

x
Halp
Parson 1D Bon 0
d
BAS Activity
ma
Select  Empl Record 2:::?:.- EventDate  Event Effseq ﬁfw COBRA Action
[} o Manual 070112024 o FSD o+ [=
Event

103. Ensure that the Select checkbox option for the Benefit Event is selected and then click the
OK button.

Select

Empl Recon

The On-Demand Event Maintenance page redisplays.

< Benefit Event Detail On-Demand Event Maintenance

On-Demand Event Maintenance
Person 1D Ben Record 0

Activity Date  07/0172024 Source Manual Eveat Empl Record 0

Show Activities Action

Schadule/Propare Activity Pending Activities 1 FSD

Event 1D 0 Event Date Status Cl Event Status Update
Event Status

Run Date Frequency
Deduction Frequency  Annual Frequency

Finalize/Apply Defaults

Process Indicator N

@i Retam o searcn | [ oty |
104. If the Benefits Administration process has already run, the Schedule/Prepare Activity button
will be disabled, and the Pending Activities field will display a “0”. In this case, proceed to

Step 106.
If the Pending Activities field displays a “1”, click the Schedule/Prepare Activity button.

Note: Clicking the Schedule/Prepare Activity button will launch an automated program that
schedules and prepares the activity.

Normal Processing

achedula’Frepare Activity
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A Confirmation message displays in a pop-up window once the automated program completes.

Process completed successfully. (3000, 530)

_OK |

105. Click the OK button.

The On-Demand Event Maintenance page redisplays.

< Beneft Event Detail On-Demand Event Maintenance

On-Demand Event Maintenance

Event Status s
Open for Processing

| Enroliment Statement | Run Date

Frequency
® Deduction Frequency O Annual Frequency
| Elaction Entry | Entered 0 of > Show Plans
CIFinalize/Apply Defoults
Errors 0
Run Date
| Repeocess | Process Indicator |N Q
Normal Processing
Save Retum to Search | [ Nouty |

Parson 1D Ben Record 0
Activity Date Source Empl Record 0
""" Pending Activities 0 Show Activities Action
- v P N Event Status Update
Event ID 6 Event Date  07/01/2024 Status  Prepared Class FSD |_

“Open for Processing”.

Class F5SD l Even|

Evwant S
ank SRR L pen for Processing

Benefits” in the Subject line.

Confirm that the Status field displays as “Prepared” and the Event Status field displays as

If these statuses do not display as indicated, please submit a VCCC Ticket with “Cardinal
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106. Click the Election Entry button.

M Elaction Entry I

default.

The Election Entry page displays in a pop-up window with the Option Election tab displayed by

Sched ID  EMOO Empl ID
EventData  07/01/2024 Dependent Care Cost/Cowvrg Chy

¥ Available Plans and Options @

Plan Type 61 : Flex Spending Dependent Care

Option Code |[W @
Waive Coverage

Annual Pledge $0.00

Emplayee Contribution Override

» Contribution Worksheet (%)

Plan Type AZ : Flex Spending Admin Fee

Option Code |1 Q
Flex Spending Admin Fee (FLXFEE)

Cancsl Agply

vent / Participant Selection | Option Election | Dependents / Beneficlarias

BenAdmin Data Entry

Event { Parlicipant Selection | Opticn Election Dependents / Bensficiaries

Ben Record 0 EventID &
Excess Credit Rollover To  Forfeit Excess Credits

a 10f2 v

Special Requiremants

Refrash

Based on the manual event created, only the Plan Type 61: Flex Spending Dependent
o Care and Plan Type AZ: Flex Spending Admin Fee sections display.

107.

1),

Plan Type 61 : Flex Spending Dependent Care

Option l.':n-:leI W Q I

Click the Option Code Look Up icon (magnifying glass) within the Plan Type 61: Flex
Spending Dependent Care section and select the applicable coverage code (Option Code
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Step | Action

The page refreshes based on the selection.

BenAdmin Data Entry ®
Help
Event | Participant Selection Option Election Dependents | Beneficiaries
Sched ID  EMOO Empl ID Ben Record 0 EventiD &
EventData  07/01/2024 Dependent Care Cost¥/Covrg Chg Excess Credit Rollover To  Forfel Excess Credits
~ Available Plans and Options (3 Q 10f2 v

Plan Type 61 : Flex Spending Dependent Care

Option Code |1 Q
Dependent Care FSA (FLXDCR)

Annual Pledge 30.00

Employee Contribution Overrlde
Manthy

* Contribution Workshest (3)

Use this workshaet to calculate the employes's desired Annual Pledge and Contribution Amount

Annual Pledge Contributbons YT Pay Periods  Pay Perlod Employee Contribution
Remaining  Amount — .
( saon| - saan) |2 - s - $0.00 Monthiy R— |

Open Pratected Fialds Open pratected fields for change. (These fiekds are normally determined by the system).

Spacial Reguirements

Flan Type AZ : Flex Spending Admin Fee

o

Option Code |1 Q
Flax Spending Admin Fea (FLXFEE)

Spedial Requirements

108. Enter the applicable amount in the Annual Pledge field based on the employee’s Benefit
Enrollment form (“1,000.00” in this scenario).

Annual Pledge

The fields within the Contribution Worksheet section can also be used to calculate the
0 annual pledge amount if the employee provided a per Pay Period amount.

109. Complete the Plan Type AZ: Flex Spending Admin Fee section as needed.

Plan Type AZ : Flex Spending Admin Fee

Option Code -Im
Flax Spanding &dmin Fee [FLXFEE)

If the employee is enrolled in one or more Flex Spending Accounts (Flex Spending Medical or
Flex Spending Dependent Care plan), the employee must be enrolled in the Flex Spending

0 Admin Fee (Option Code 1).

In this scenario, the employee was already enrolled in the Flex Spending Medical plan and
therefore, is already enrolled in the Flex Spending Admin Fee.
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110. Once complete, click the OK button.

The On-Demand Event Maintenance page redisplays.

< Cardmal Homepage On-Demand Event Maintenance

On-Demand Event Maintenance

Person ID Ben Record 0
Actlvity Date Source Empl Record
Pending Activities 0 b Acthit Action
Event 1D 6  EventDate  07/01/2024 Status  Entered Class  FSD Event Status Update

tat o
Event Stats  (; en for Proceasing

| Run Date

Frequency
® Deduction Frequency O Annual Frequency
[ o<t | Entored i Show Plans
\ VeldataFinalis i 2 Finalize/Apply Defaults
mors 0
ok Run Date

| Process Indicator [N Q

Reprocess
Fi-’r!x,mb:»k:\avfhl Notify ‘

Normal Procassing

@

as “Open for Processing”.

Note: The Status field will now display as “Entered”. The Event Status field will still display

111. Click the Validate/Finalize button. This process will validate that all of the elections are valid,

close the Benefit Event, and update the Base Benefits Tables.

ValidaleFinalize

A Confirmation message displays in a pop-up window once the process completes.

Process completed successfully. (3000 ,530)

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

£ Cardinal Homepage On-Demand Event Maintenance

On-Demand Event Maintenance

Person 1D Ben Record 0

Activity Date Source Empl Record 0

Schedute/Prepare Activity Pending Activities 0 Show Actiit Action

Event ID 6 EventDate 07012024 Status Finalized - Enrolled  Class FSD Event Status Update

Event Status 4
Ciosed to Processing

Envolimant Statement Run Date Frequency

Deduction Frequancy  Annual Frequency

Entered pof 0 Show Plans

Finalize/Apply Defaults
Ermrors 0

] Confirmation Statameant

_| Run Date

O Process Indicator N

Re

Normal Processing

The Status field will now display as “Finalized-Enrolled”. The Event Status field will still
0 display as “Closed to Processing”.

113. Click the Save button.

m| Rebuif b Seanth Moty

This Benefit Event to add the Flex Spending Dependent Care plan is now complete. Refer to
0 the Viewing the Employee’s Benefit Information section of this Job Aid for instructions on how
to validate accuracy.

Refer to the Viewing/Printing a Confirmation Statement for instructions on how to print the
Confirmation Statement for the employee.
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Viewing the Employee’s Benefits Information

After completing a manual Benefit Event, the Benefits Administrator should view the employee’s
benefits information to ensure accuracy. This can be completed at any point after the Benefit Event has
been finalized.

Step | Action

1. Navigate to the Current Benefits Summary page using the following path:

NavBar > Menu > Benefits > Review Employee Benefits > Current Benefits Summary

The Current Benefits Summary Find an Existing Value page displays.

| < Cardinal Homepage ‘ Current Benefits Summary

Current Benefits Summary
Find an Existing Value

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

{7) Recent Searches | Choose from recent searches V‘ / [1 Saved Searches | Choose from saved searches V‘ f

Empl ID | begins with V‘ ‘

|

Benefit Record Number | = ~| ‘ |

vame e ]| |

LastName | begins with v/ | |

Business Unit | begins with v] | |
Department Set1D. [ begins witn v/ | al
Department | begins with v] | Q|

Organizational Relationship | = v‘ ‘ v‘

Alternate Character Name | begins with v‘ ‘ |

A Show fewer options

O Case Sensitive

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
ﬂ 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.

Searches can also be performed using the employee’s name. However, it is recommended to
use the Employee ID as every employee will have a unique Employee ID.

Empl ID | bege with I I
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3. Click the Search button.

= -

The Current Benefits Summary page displays for the applicable employee with the Benefit

Enroliment Summary tab displayed by default.

Current Benefits Summary

Benelt Ervoliment Summary

under Learning.

Review the information within the Current Enrollments section and reconcile against the
benefits enroliment form submitted by the employee to ensure accuracy.

0 If any data entry errors are identified, refer to the Job Aid titted BN361 Re-opening and
Reprocessing a Benefit Event. This Job Aid is located on the Cardinal website in Job Aids

4. Click the Benefit Deduction Summary tab.

Bansfit Envalimsnt Sumsiany Berunedn Deeaciicti g Suimmery I
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The Benefit Deduction Summary tab displays.

Current Benefits Summary

Cophe ) Durait Rocord Momser

Primary Empl Resad 0

PanType DesefePln  DecnCode  Descrprion [ S e Py Perca Enz

NICOLR

Review the employee’s pay group, payroll status, and deductions information to ensure
0 accuracy. If any issues are identified, coordinate corrective action with an Agency HR
Administrator and/or an Agency Payroll Administrator.
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Viewing/Printing a Confirmation Statement

After completing the benefits enroliment change, the employee should receive an email with their
Confirmation Statement after the next Benefits Administration process runs. However, if the employee
does not have an email defined in Cardinal yet, or did not receive the email, the Agency BA can follow
the steps in this section to view and print a Confirmation Statement for the employee.

Step | Action

1. Navigate to the Review Employee Statements page using the following path:

Benefits Administrator Tile > Review Employee Benefits > Review Employee Statements

The Review Employee Statements Search page displays.

Benefits Administrator

»
@

Review Employee Statements
w Search Options
Employee ID (begins with)
Empl Record =
Name (begins with)

Last Name (begins with)

] o

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

Searches can also be performed using the employee’s name. However, it is recommended to
use the Employee ID as every employee will have a unique Employee ID.

Empl ID | Bagerd with I I

3. Click the Search button.

=

The page refreshes with the search results displayed in the Select Employees section.

Benefits Administralor

Review Employee Statemnents

= Baarch Options
Ersgloyes ID [beging it
Erpl Rocord =
Harme [beging wits)
Lasa Nams (begine wit)  Allrman
Swarch | Ciear

Eelect Employees

beama { Tl Empleyee 10 Emal Record

Rev 12/8/2025 Page 110 of 113



;) Cardinal Benefits Job Aid
Ve

BN361 Creating and Completing a Life Event on Behalf
of an Employee

Step

Action

Click anywhere in the corresponding row for the employee within the Select Employees
section.

Select Employees W

Hamme { Tinde Emplayes D Errpl Fowcordd

The Review Employee Statements page displays for the selected employee.

Benefits Administrator

Parsss 1D
i 0
Retum 1 Selenl Employee Bangi Rucars
Review Employes Stalements
Seainment Prpe
& oo
T
Everdt Date lxsue Date tag Enrclimert Evert Stxternent Type
oToirzaz? DETZ022 ¥108:10PW 2 Opaen Ereolment May 2027 COWA Confrmaton Saaemirt
oz OSADGEE A0E18PN [E O Ervailivasn My 2022 COWA Confrmanon Stsemert 3

Click the Statement Type dropdown button and select “Confirmation Statement”.

StateirEnt Tn!i'l - I

The page refreshes.

Benefits Adminsstrator
Perzen i
e Baneft Record
etam 1 Seient Enployes
Review Employes Stalements
Stacemant Type  Confrmaton Sansmeni v
2

T

Evant Cam Ixsun Dame Saq Enralimens Bvenn SeawmaETE Type

Ot g2 CRQIIE 1 08 19F 2 Cgren Enoliment biay 2022 COVA Conirmanon Siaement
UL e ] OEAGNIED i Od 1P o Oysen Enlimant Ny 2022 COVA Confrmation Staterert

Click anywhere in the corresponding row for the applicable Benefit Event (Open Enrollment
May 2022 COVA (Seq Number 2) will be opened in this example).

Evant Cam Ixsue Dam Seq Enrglimend Evens ‘Serinmens Type

amnge CROEEE 1006 15 H s Eilinant Wy 2022 COVA CoAtETEon Stalemen

oo 0SNG 0AE 0 Open Enroliment Way 2022 COVA Confrrration Statrrort
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The Benefits Statement page displays for the applicable Benefit Event.

Benefits Statement
Statement Type Confimation Statement Deseription Open Enrollment May 2022 COVA Print View
ording lection your benefits effect
Statement Sections
Expand All
» Personal Information
¥ Cost Summary
» Election Summary
» Dependents and Beneficiaries
» Dependent Enroliments
» Investment Allocations
7. Click the Expand All button to view the detailed information.
Statermant Secticns
Expand Al
The page refreshes with the sections expanded.
Benefits Statement
Do on Tah Frivs W
orn and pay senod coots,. dependen ndorraben, and bercfoany 1 - e . benckty adrwnot heae mpcs e,
larsiy Siabn o erplorres] shaster e oy hagberrer b
s L O el = P RRAe ASTeS TR
o
Emsil &deirens
Elgibiiny Irfamruoon
N
Senoy
Serth O
Tedce D
¢t B e e ey
par Cost Par Pay Period §00
Full Con SN0
Ermployel Cott $84700

Review the information as needed. Use the vertical scrollbar to scroll down and view all of the
information.

9. Click the Print View button.

Pring Wewrs
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The Confirmation Statement opens as a PDF document.

Note: If the Confirmation Statement does not display, the user may need to allow pop-ups from the
website.

/@ Cardinal

B ol Bk Robesichly gt B Trge
—

M———
-

10. | Save and/or print the document as needed.
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