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Benefits Administration System Overview
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Menu Overview

� Flexible Spending Accounts Advanced/Technical Operations (G08F3)

Menu Overview – Human Resources System

� Benefits Administration (G08B1)

Benefits Administration

� Payroll History Inquiries (G08B2)

� Benefits Administration Reports (G08B11)

� Benefits Administration Advanced/Technical Operations (G08B3)

� Dependents and Beneficiaries (G08B12)

� COBRA Compliance (G08C1)

COBRA Compliances

� Flexible Spending Accounts (G08F1)

Flexible Spending Accounts

� Nondiscrimination Testing (G08N1)

Nondiscrimination Testing

� Flexible Spending Accounts Setup (G08G4)

Human Resources System (G08)

� Benefits Administration Setup (G08B4)

� COBRA Election Coverage (G08C11)

� COBRA Compliance Setup (G08C4)



Benefits Administration
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Benefits Administration

Objectives

� �" �!$"�� �!�  ��!&��! � #�"*��%� ��#�!��!&%� �!� ��!������$��% �!
��!���& #��!%

About Benefits Administration

�" #�!��% #$"(��� ��!���& #��!% �"$ &���$ � #�"*��%� ��!���& #��!% (�$* � "!�
�" #�!��%� "$��!�+�&�"!%� �!� �!�'%&$��%� �")�(�$�  "%& ��!���& #��!% �!��'��
 ������ �!%'$�!��� ���� �!%'$�!��� �!� $�&�$� �!& �!� �!(�%& �!& #$"�$� %�

���&�"!���*� � �" #�!* ��! "���$ (�$�"'% "#&�"!% �$" )���� �! � #�"*�� ��!
��""%� �"$ "!� "$  "$� "� &�� �(������� #��!%�

�" �� �!�%&�$ � ��!���&% #$"�$� � *"' !��� &" �� ���� &" ���!&��* &�� ���&'$�%
"� ���� #��! �!�  ��!&��! �'$$�!& �!�"$ �&�"! "! ���� "� &�� � #�"*��% �!
*"'$ �" #�!*� ��!���&% �� �!�%&$�&�"! �"!%�%&% "� &�� �"��")�!� &�%�%	

� �$�#�$�!� �"$ �!$"�� �!&

� 
!$"���!� � #�"*��%

� �"$��!� )�&� ������ �'!� ���"��&�"!%

� �"$��!� )�&� ��#�!��!&% �!� ��!������$��%

� ��(��)�!� �!�"$ �&�"! "! � #�"*�� �!$"�� �!&

� �"$��!� )�&� �!$"�� �!&% �! %�!��� #��!%

� �"$��!� )�&� �!$"�� �!&% �! �$"'# #��!%

� �#��&�!� $�&�%

� ��!���!� �!$"�� �!& #$"��%%�%
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Prepare for Enrollment

Preparing for Enrollment
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Adding a New Employee

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Employee Entry

� !*,  ),*''$)"  (+'*3  - $) � � ) !$. +'�)� 3*/ (/-. ��� .#  (+'*3  �-
, �*,�� �# ) 3*/  ). , �)  (+'*3  , �*,�� 3*/ �--$") .# � ) !$. ",*/+� �*/
��) �--$") � � ) !$. ",*/+ �3  $.# ,�

� �--$")$)" .#  (+'*3  .* � � ) !$. ",*/+ '$)& � .* � %*�

� �--$")$)" � -+ �$!$� � ) !$. ",*/+ .* .#  (+'*3  

�*/ ��) '$)& � -+ �$!$� � ) !$. ",*/+ .* -+ �$!$� %*�-� �*,  2�(+' � 3*/ ��) '$)&
�'' (�)�" ,4.3+ %*�- .* .# � ) !$. ",*/+ ����� �# ) 3*/ ��� �)  (+'*3  
1$.# � (�)�" ,4.3+ %*�� .# -3-. ( �--$")- .#  (+'*3  .* .# � ) !$. ",*/+
�����

�! 3*/ #�0 )*. �--$") � � � ) !$. ",*/+ .* .#  (+'*3  �- %*�� 3*/ ��) �--$") �
� ) !$. ",*/+ �$, �.'3 .* .#  (+'*3  �

�# ) 3*/ ��� �)  (+'*3  , �*,�� .# -3-. ( /+��. - .# !*''*1$)" .��' -�

� �(+'*3  ��-. , ���
���
�

� �(+'*3  ���$.$*)�' �)!*,(�.$*) ���
��	��

� �(+'*3  �). ,)�.$*)�' ��.� ���
�����

� �(+'*3  �/'.$+' �*� ���
�����

� �(+'*3  �/'.$+' �*� �$-.*,3 ���
���
�

���$)" � ) 1  (+'*3  �*)-$-.- *! .# !*''*1$)" .�-&-�

� �). ,$)" ��-$�  (+'*3  $)!*,(�.$*)

� �). ,$)" ���, -- �**& $)!*,(�.$*)

� �). ,$)" � ) !$. -.�./- �)� "*0 ,)( ). $)!*,(�.$*)

��-$�  (+'*3  $)!*,(�.$*) $)�'/� - " ) ,�' $� ).$!$��.$*) $)!*,(�.$*) ��*/. .# 
 (+'*3  �)� .#  (+'*3  �- +*-$.$*)� �# ) 3*/  ). , � %*� .3+ �)� %*� -. +
.#�. $- '$)& � .* � � ) !$. ",*/+� 3*/ �/.*(�.$��''3 �--$") .#  (+'*3  .* .# 
� ) !$. ",*/+�

���, -- �**& $)!*,(�.$*) $)�'/� - $)!*,(�.$*) -/�# �- .#  (+'*3  �- )�( �
���, --� �)� +#*) )/(� ,� �). ,$)" ���, -- �**& $)!*,(�.$*) �/.*(�.$��''3
 ). ,- .#  (+'*3  $).* .# ���, -- �**& -3-. (� �!. , 3*/  ). , ���, -- �**&
$)!*,(�.$*) !*, �)  (+'*3  � 3*/ ��) /- .#�. $)!*,(�.$*) .* '*��. .# 
 (+'*3  $) .# ��.���- 1# ) 3*/ �* )*. &)*1 .#  (+'*3  )/(� ,�



Prepare for Enrollment

A8.1 (8/97) 2–5

�&-�)%$�%+  %�&)$�+ &%  %�#,��*  %�&)$�+ &% *,�� �* �(,�# �$'#&0$�%+ �����
!&� ��+��&)0� �	 *+�+,* ��% �$'#&0���* �	 *+�+,* *�&.* +�� ) �# � � # +0 +& .&)"  %
+�� �% +�� �+�+�*�� �%� &+��) +0'�* &�  %�&)$�+ &% +��+ 0&, %��� +& ')&-� +��+
0&,) &)��% 1�+ &% �&##&.* �&-�)%$�%+ )��,#�+ &%*� �&, �#*& ,*� +� * �&)$ +&
�%+�) +�� �$'#&0���* ��%�� + *+�+,*�

Before You Begin

� ��- �. +�� �&%*+�%+* *�++ %�* �&) 0&,) *0*+�$� �&%*+�%+* �����+ $,�� &�
+�� �$'#&0��  %�&)$�+ &% 0&, �%+�)� 
&) �/�$'#�� � �&%*+�%+ ��% ')�-�%+
0&, �)&$ �%+�) %� � '�0 )�+� �&) �% �$'#&0�� +��+  * %&+ . +� % +�� '�0
)�%�� �&) +�� �$'#&0���* '�0 �)����

� ��- �. +�� )�#�+�� ')&��** %� &'+ &%*� ���0 ��+�)$ %� �&. $,��
 %�&)$�+ &% 0&, $,*+ �%+�) .��% 0&, ��� �% �$'#&0��� 
&) �/�$'#��
')&��** %� &'+ &%* ��+�)$ %� .��+��) +�� �&� �%�&)$�+ &% +��#�
�,+&$�+ ��##0 *,''# �* ����,#+ !&�  %�&)$�+ &% .��% 0&, ��� &) ���%��
�$'#&0��  %�&)$�+ &%�

�� ����� ����� �

	���� �����
�����

�% �$'#&0�� �%+)0

�� �& �** �% � *'�� � � �$'#&0�� %,$��)� �&$'#�+� +�� �&##&. %� � �#�


� �$'#&0�� �,$��)

�� �& �%+�) �$'#&0��  ��%+ � ��+ &%  %�&)$�+ &%� �&$'#�+� +�� �&##&. %�
� �#�*




Human Resources — Benefits

2–6 A8.1 (8/97)

� ��5 �� �2*�"/

� �,*" 
,*-�+6

� �,*" �20&+"00 �+&1

� ��*"

� �" 2/&16 �20&+"00 �+&1

� ��1" �1�/1"!

� �/&$&+�) �&/" ��1"

� ��/&1�) �1�120

� �"+!"/

� �1%+& 
,!"

� ��6 �1�120

� �*-),6*"+1 �1�120

�� �, &+ )2!" �!!&1&,+�) "*-),6"" &!"+1&#& �1&,+ &+#,/*�1&,+�  ,*-)"1" 1%"
#,)),4&+$ ,-1&,+�) #&")!0


� �!!&1&,+�) �*-),6"" �2*�"/

� ��1" ,# �&/1%

�� �,/ "*-),6""0 &+  ,*-�+&"0 ,210&!" ,# 1%" �+&1"! �1�1"0�  ,*-)"1" 1%"
#,)),4&+$ #&")!0


� 
,2+1/6

� ��+$2�$"

	� �, 0-" &#6 ',�7/")�1"! &+#,/*�1&,+�  ,*-)"1" 1%" #,)),4&+$ #&")!0


� �,0&1&,+ ��

� �,� �6-"

� �,� �1"-

� �, �)&16

� �2-"/3&0,/

�%"+ 6,2 "+1"/ � ',� 16-" �+! ',� 01"- �&# �--)& ��)"� 1%" 0601"* "+1"/0
1%" #,)),4&+$ &+#,/*�1&,+ &+ 1%" "*-),6""�0 /" ,/! #/,* 1%" �,� ��01"/
1��)"


� ��6 �/".2"+ 6

� ��6 
)�00

� ��6 �/�!"

� ��6 �/�!" �1"-

� �,/("/0 
,*-"+0�1&,+

� ���� �5"*-1



Prepare for Enrollment

A8.1 (8/97) 2–7

� �$-$%(3 �1.4/

� �-(.- �.#$

� ��� � 3$&.18

	� �.  22(&-  2/$"(%(" !$-$%(3 &1.4/ 6'$- (3 (2 -.3 +(-*$# 3.  ).! 38/$  -#
23$/� ".,/+$3$ 3'$ %.++.6(-& %($+#


� �$-$%(3 �1.4/


� �. $-3$1 / 8 1 3$ (-%.1, 3(.-� ".,/+$3$ .-$ .% 3'$ %.++.6(-& %($+#2


� � + 18�� + 18 �1$04$-"8

� �.41+8 1 3$

� ���

� �3 -# 1# �.412��$ 1

� �4,!$1 .% � 8 �$1(.#2

�� �. $-3$1 / 81.++;2/$"(%(" (-%.1, 3(.-� ".,/+$3$ 3'$ %.++.6(-& %($+#2


� �'(%3 �.#$

� �'$"* �.43$

� � 7 ��$2(#$-"$�

� � 7 ��.1*�

�%3$1 8.4 ".,/+$3$ 3'$2$ 23$/2� %.++.6 3'$ 23$/2 3. $-3$1  ##1$22 !..*
(-%.1, 3(.-�

����� ��
������	�

�,/+.8$$ �. � -4,!$1 3' 3 4-(04$+8 (#$-3(%($2  - $-318 (- 3'$ �##1$22

�..* 2823$,� �.4 " - 42$ 3'(2 -4,!$1 3. (#$-3(%8

$,/+.8$$2  -#  //+(" -32�

�'(2 %($+#  ""$/32 3'$ (#$-3(%(" 3(.- (- .-$ .% 3'1$$ %.1,2


� � �; 3. �; #(&(3 $,/+.8$$ � ##1$22 !..*� -4,!$1�
� � �;#(&(3 �."( + �$"41(38 �3 7 ��� -4,!$1 6(3'

+$ #(-& 9$1.2�
� � �; 3. �; #(&(3 :.3'$1� -4,!$1 � +3$1- 3$� .+#�

3'(1# $,/+.8$$� /1$"$#$# !8  2+ 2' ����

��
	��������� �
��
	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �

�% 8.4 +$ 5$ 3'(2 %($+# !+ -*� 3'$ 2823$,  43., 3(" ++8

 22(&-2 3'$ -$73  5 (+ !+$ $,/+.8$$ -4,!$1�



Human Resources — Benefits

2–8 A8.1 (8/97)

����� ��
������	�

��4 � �+ �$! !),(+5!!�/ 0�4 % !*0%"%��0%+* *1)�!.� �*0!. 0$%/

*1)�!. 3%0$+10  �/$!/� �* 0$! �*%0! �0�0!/� 0$%/ %/ 0$!

�+�%�( �!�1.%05 *1)�!.� �* ��*� �� 0$%/ %/ 0$! �+�%�(

�*/1.�*�! *1)�!.�

�$! /5/0!)  +!/ *+0 (!0 5+1 !*0!.  1,(%��0! 0�4 ��/�

�" 5+1.  !"�1(0 �+),�*5 %/ *+0 ��*� %�* +. �*%0! �0�0!/�

�* 0$! %*0!.*�0%+*�( �+ ! %/ /!0 0+ �� 5+1 ��* !*0!. �

	
7�$�.��0!. % !*0%"%��0%+* %* 0$! 0�4 �� "%!( �

�$! *1)�!. 5+1 !*0!. %* 0$%/ "%!( ��* �(/+ �! 1/! �/ 0$!

!),(+5!! *1)�!.�

�+)! �+),�*5 �$! �+),�*5 *1)�!. %* 3$%�$ 0$! !),(+5!! #!*!.�((5

.!/% !/�

�+)! �1/� �*%0 �$! *1)�!. +" 0$! �1/%*!// 1*%0 %* 3$%�$ 0$! !),(+5!!

#!*!.�((5 .!/% !/�

��
	��������� �
��
	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �

�$! �1/%*!// 1*%0 *1)�!. %* 3$%�$ 0$! !),(+5!!

#!*!.�((5 .!/% !/�

�!�1.%05 �1/ �*%0 
* �(,$�*1)!.%� "%!( 0$�0 % !*0%"%!/ � /!,�.�0! !*0%05

3%0$%* � �1/%*!// "+. 3$%�$ 5+1 3�*0 0+ 0.��' �+/0/� �+.

!4�),(!� � �1/%*!// 1*%0 )%#$0 �! � 3�.!$+1/! (+��0%+*�

&+�� ,.+&!�0� 3+.' �!*0!.� +. �.�*�$�,(�*0�

�+1 ��* �//%#* � �1/%*!// 1*%0 0+ � 2+1�$!.� %*2+%�!� "%4! 

�//!0� �* /+ +*� "+. ,1.,+/!/ +" .!/,+*/%�%(%05 .!,+.0%*#�

�+. !4�),(!� 0$! /5/0!) ,.+2% !/ .!,+.0/ +" +,!*

���+1*0/ ,�5��(! �* ���+1*0/ .!�!%2��(! �5 �1/%*!//

1*%0/ 0+ 0.��' !-1%,)!*0 �5 .!/,+*/%�(!  !,�.0)!*0�

�!�1.%05 "+. 0$%/ "%!( ��* ,.!2!*0 5+1 ".+) (+��0%*#

�1/%*!// 1*%0/ "+. 3$%�$ 5+1 $�2! *+ �10$+.%05�

�+0!� �$! /5/0!) 1/!/ 0$%/ 2�(1! "+. �+1.*�( �*0.%!/ %" 5+1

 + *+0 !*0!. � 2�(1! %* 0$! 

� 0��(!�

��
	��������� �
��
	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �


 �1/%*!// 1*%0 *1)�!. 0$�0 /!�1.!/ 0$! !),(+5!!�/

.!�+. ".+) 1*�10$+.%6! ���!//� 
*5 1/!. *+0 �10$+.%6! 

0+ ���!// 0$%/ �1/%*!// 1*%0 ��**+0 ���!// 0$%/ !),(+5!!�/

.!�+. �

�0$*%� �+ ! 
 1/!.  !"%*! �+ ! ������ 0$�0  !/%#*�0!/ )%*+.%05

�(�//%"%��0%+*/ ���+. %*# 0+ ���� �-1�( �),(+5)!*0

�,,+.01*%05 �+))%//%+* ������ �* ��*� %�*

�),(+5)!*0 �-1%05 /0�* �. /� �$! ,.! !"%*! �+ !/

,.+2% ! �5 ���� � 3�. / �.! $�. �+ ! �* �.! 1/! �5

0$! /5/0!) 0+ #!*!.�0! ��� .!,+.0/� �+ *+0 �$�*#! 0$!/!

2�(1!/� �+1 ��* �  �+ !/ %" *!! ! �



Prepare for Enrollment

A8.1 (8/97) 2–9

����� ��
������	�

�": �5"564 � $0%& 5)"5 */%*$"5&4 8)&5)&3 "/ &.1-0:&&�4 1": 45"564 *4

"$5*7& 03 */"$5*7&�

�0%&4 '03 "$5*7& 1": 45"564 &.1-0:&&4 "3& /6.&3*$� �0%&4

'03 */"$5*7& 1": 45"564 &.1-0:&&4 "3& "-1)"#&5*$� �)&

4:45&. 0.*54 "-- &.1-0:&&4 8*5) "-1)"#&5*$ 1": 45"564

$0%&4 '30. 5)& 1":30-- 36/�

�0 130$&44 "/ &.1-0:&&�4 -"45 $)&$,� 5)& 1": 45"564 .645

$0/5"*/ " /6.&3*$ $0%&� �'5&3 5)& 4:45&. 130$&44&4 5)&

$)&$, 5)306() '*/"- 61%"5&� :06 $"/ $)"/(& 5)& 1": 45"564

50 "/ "-1)"#&5*$ $0%&�

�04*5*0/ �� � $0%& 5)"5 :06 64& '03 #6%(&5"3: �104*5*0/� $0/530-

163104&4� �)& 104*5*0/ �� $0/4*454 0'�

� �04*5*0/ �104*5*0/ $0%& "/% *54 %&4$3*15*0/�
� �*4$"- :&"3
� �0.& #64*/&44 6/*5

�03 &9".1-&� :06 $"/ *%&/5*': 104*5*0/ �	�
 "4

�$$06/5*/( �"/"(&3 '03 '*4$"- :&"3 
����
���� '03 )0.&

#64*/&44 6/*5 �
�

��
	��������� �
��
	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �

�)& 4:45&. %0&4 /05 $3&"5& " 104*5*0/ #"4&% 0/ " 7"-6&

5)"5 :06 &/5&3 */ 5)*4 '*&-%� �)& 104*5*0/ .645 "-3&"%: &9*45

*/ 5)& �04*5*0/ �"45&3 �/'03."5*0/ 5"#-& ��	�
	
�� �0 '*/%

" 7"-*% 104*5*0/ ��� :06 .645 4&"3$) 64*/( 5)& "113013*"5&

'*4$"- :&"3 "/% )0.& #64*/&44 6/*5�

 )&/ 5)& 104*5*0/ �� :06 &/5&3 3&'&3&/$&4 " 7"$"/5

104*5*0/� 5)& 4:45&. 61%"5&4 5)& 104*5*0/ 45"564 8*5) 5)&

104*5*0/ 45"564 $0%& 5)"5 )"4 ���� */ *54 41&$*"- )"/%-*/(

$0%&�

�0# �:1& ��3"'5� �0%& � 64&3 %&'*/&% $0%& �	���� 5)"5 %&'*/&4 5)& +0#4 8*5)*/

:063 03("/*;"5*0/� !06 $"/ "440$*"5& 1": "/% #&/&'*5

*/'03."5*0/ 8*5) " +0# 5:1& "/% "11-: 5)"5 */'03."5*0/ 50

5)& &.1-0:&&4 8)0 "3& -*/,&% 50 5)"5 +0# 5:1&�

�0# �5&1 � 64&3 %&'*/&% $0%& �	����� 5)"5 %&4*(/"5&4 " 41&$*'*$

-&7&- 8*5)*/ " 1"35*$6-"3 +0# 5:1&� �)& 4:45&. 64&4 5)*4

$0%& */ $0/+6/$5*0/ 8*5) +0# 5:1& 50 %&5&3.*/& 1": 3"5&4

#: +0# */ 5)& �": �"5&4 �"#-&�

��� �)& '6--<5*.& &26*7"-&/5 ".06/5 ������ �)*4 '*(63& *4 5)&

1035*0/ 0' " '6--<5*.& 803,&3 5)"5 "/ &.1-0:&& 3&13&4&/54

8*5)*/ 5)& #64*/&44 6/*5� �03 &9".1-&� "/ &.1-0:&& 8)0

803,4 �	 )0634 1&3 8&&, 806-% 3&13&4&/5 �
	 �
�� �����

�)*4 /6.#&3 $"//05 #& (3&"5&3 5)"/ 
 '03 "/: &.1-0:&&�



Human Resources — Benefits

2–10 A8.1 (8/97)

����� ��
������	�

�.� �,-����, �"� (/'��, ) 1),% ")/,- #( ."� 2��,� �"�( 2)/ �) ().

-�. 2)/, *�2,)&& �)'*�(2 �)(-.�(.- .) /-� ."� ��2 �,���

�.�* .��&� �- ."� *�2 ,�.� -)/,��� ."� -2-.�' /-�- ."#-

(/'��, .) �)'*/.� ."� ")/,&2 ,�.� 1"�( 2)/ -/**&2 ."�

�((/�& -�&�,2 �), .) �)'*/.� ."� �((/�& -�&�,2 1"�( 2)/

-/**&2 ."� ")/,&2 ,�.���

�"�( 2)/ -�. 2)/, �)(-.�(.- .) /-� ."� ��2 �,��� �.�*

.��&� �- ."� *�2 ,�.� -)/,��� ."� -2-.�' /-�- ."�  )&&)1#(!

-�+/�(�� .) -��,�"  ), ."� -.�(��,� (/'��, ) ")/,- ."�.

#. /-�- .) ��&�/&�.� ."� -�&�,2 ), ")/,&2 ,�.� *�, *�2

*�,#)��

� �'*&)2�� �(.,2  ),'- �."#-  #�&��
� ��2 �,��� �.�* .��&� �")/,- *�, ��2 '/&.#*&#�� �2

��2- *�, 2��,�

� ��2,)&& �)'*�(2 �)(-.�(.-  ), ."� �'*&)2���-
�)'*�(2

� ��2,)&& �)'*�(2 �)(-.�(.-  ), ."� �� �/&.
�)'*�(2 ��)'*�(2 ������

� ��.� �#�.#)(�,2
� �2-.�' �� �/&. 0�&/� ) 	��� -.�(��,� ")/,- *�,

2��,

��
	��������� �
��
	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �

�"�( 2)/ �(.�, � 0�&/� #( ."#-  #�&�� ."�. 0�&/� )0�,,#��-

."� �� �/&. 0�&/�  ,)' ."� ��2 �,��� �.�* .��&��

��2 �,�+/�(�2 
 /-�, �� #(�� �)�� ��
���� ."�. #(�#��.�- ")1 ) .�( �(

�'*&)2�� #- *�#�� �)��- �,��

� �#41��%&2

� ���%&2

� ��'#4')(."&2

� �)(."&2


 
((/�&&2

� �/,)*��( 
((/�&#3��

�"� -2-.�' /-�- ."� 0�&/� #( ."� ��-�,#*.#)(4	  #�&� )(

/-�, �� #(�� �)��- .) ��&�/&�.� ."� �')/(. *�, *�2 *�,#)�

 ), � -�&�,#�� �'*&)2���

��
	��������� �
��
	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �

��*�(�#(! )( ")1 2)/, *,)��--#(! )*.#)(- �,� -�.� ."�

-2-.�' '#!". �/.)'�.#��&&2 �)'*&�.� ."#-  #�&� 1#." ."�

*�2  ,�+/�(�2 �(.�,��  ), ."� �'*&)2���- $)�� �"�( 2)/

��� ), �"�(!� �'*&)2�� #( ),'�.#)(� �(2 0�&/� 2)/ �(.�,

#( ."� ��2 �,�+/�(�2  #�&� )0�,,#��- ."� �� �/&. 0�&/�

�(.�,�� �. ."� $)� &�0�&�



Prepare for Enrollment

A8.1 (8/97) 2–11

����� ��
������	�

� 7 �+ 11 ������� � ".#$ 2' 2 (-#(" 2$1 '.5  - $,/+.7$$ (1 / (#� � +(#

".#$1  0$�

8 � �+ -*

� �.30+7

� � + 0($#

� �($"$5.0*

��
	��������� �
��
	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �

�$/$-#(-& .- '.5 7.30 /0."$11(-& ./2(.-1  0$ 1$2� 2'$

1712$, ,(&'2  32., 2(" ++7 ".,/+$2$ 2'(1 %($+# 5(2' 2'$

/ 7 "+ 11 $-2$0$# %.0 2'$ $,/+.7$$�1 ).!� �'$- 7.3  ##

.0 "' -&$ $,/+.7$$ (-%.0, 2(.-�  -7 4 +3$ 7.3 $-2$0 (-

2'$ � 7 �+ 11 %($+# .4$00(#$1 2'$ #$% 3+2 4 +3$ $-2$0$#  2

2'$ ).! +$4$+�

� 7 �0 #$ � ".#$ 2' 2 #$1(&- 2$1  " 2$&.07 %.0 &0.3/(-& $,/+.7$$1

 "".0#(-& 2. / 7 0 -&$1� �.0 $ "' / 7 &0 #$� 7.3 $-2$0  

/ 7 0 -&$ 2' 2 (-"+3#$1  ,(-(,3,�  ,(#/.(-2�  -#  

, 6(,3, / 7 0 2$� �'$ 1712$, 31$1 2'$1$ / 7 0 -&$1 2.

" +"3+ 2$ ".,/ 90 2(.1 %.0 2'$ $,/+.7$$1 2' 2 7.3  11(&-

2. / 7 &0 #$1� �%2$0 7.3 $-2$0  / 7 &0 #$ %.0  -

$,/+.7$$� 2'$ 1712$, #(1/+ 71  - $00.0 .0 5 0-(-&

,$11 &$ (% 7.3 $-2$0  0 2$ %.0 2'$ $,/+.7$$ 2' 2 (1 -.2

5(2'(- 2'$ / 7 0 -&$ %.0 2'$ $,/+.7$$�1 / 7 &0 #$�

�. 1$2 3/ / 7 &0 #$1� 31$ � 7 �0 #$1 !7 �+ 11 ��	
�		
��

� 7 �0 #$ �2$/ � ".#$ 2' 2 (#$-2(%($1  / 7 &0 #$  -# / 7 12$/� �.3 " -

31$ 2'(1 ".#$ 2. #$2$0,(-$  - $,/+.7$$�1 / 7 0 2$�

�% 7.3 ' 4$ 1$2 7.30 ".-12 -21 2. 31$ 0 2$1 (- 2'$ � 7

�0 #$ �2$/ 2 !+$  1 2'$ #$% 3+2 / 7 0 2$1 %.0 $,/+.7$$1�

"' -&(-&  - $,/+.7$$�1 / 7 &0 #$ 12$/ " 31$1 2'$ 1712$,

2.  32., 2(" ++7 3/# 2$ 2'$ %.++.5(-& %($+#1�

� � + 07
� �.30+7 � 2$
� �.301 /$0 # 7

� �.301 /$0 7$ 0
� � 71 /$0 7$ 0

�-(.- �.#$ � 31$0 #$%(-$# ".#$ �	����� 2' 2 0$/0$1$-21 2'$ 3-(.- .0

/+ - (- 5'("' 2'$ $,/+.7$$ .0 &0.3/ .% $,/+.7$$1 5.0*

.0 / 02("(/ 2$�



Human Resources — Benefits

2–12 A8.1 (8/97)

����� ��
������	�

��'�-3 �$! �(*0)/ /$�/ �) !(+'*3!! %. +�% %) *)! 3!�-�

+-*1% ! /$�/ /$! !(+'*3!! %. +�% !1!-3 +�3 +!-%* *"

/$! 3!�-� �*- /$! !(+'*3!!�. +-%(�-3 &*�� /$! .3./!( ./*-!.

/$! �))0�' .�'�-3 %) �*/$ /$! �(+'*3!! ��./!- /��'!

��	�	

�� �) /$! �(+'*3!! �0'/%+'! �*� /��'! ��	�	


��

�*- .!�*) �-3 &*�.� /$! .3./!( ./*-!. /$! �))0�' .�'�-3 %)

/$! �(+'*3!! �0'/%+'! �*� /��'! ��	�	


��

�!+!) %)# *) $*2 /$! �%.+'�3 ��'�-3 ��))0�'��""!�/%1!�

"%!' %. .!/ %) /$! �%./*-3 �*)./�)/. /��'! ��	
	�	�� /$%.

"%!'  %.+'�3. *)! *" /$! "*''*2%)#�

� �))0�' .�'�-3� �*- .�'�-%! !(+'*3!!. 2$* �-! )*/
�..*�%�/! 2%/$ � �*)/-��/ ��'!) �-� /$%. �(*0)/ %.
!%/$!- !)/!-! �3 /$! 0.!- *- -!/-%!1! "-*( /$!
��3 �-� !��/!+ /��'!� �*- !(+'*3!!. 2$* �-!
�..*�%�/! 2%/$ � �*)/-��/ ��'!) �-� /$! .3./!(
��'�0'�/!. /$%. �(*0)/ 0.%)# /$! "*-(0'�� ���0--!)/
.�'�-3 (%)0. .�'�-3 +�% �!"*-! �$�)#!�  %1% ! 
�3 )0(�!- *" +!-%* . /* +�3� (0'/%+'%! �3 +�3
"-!,0!)�3�

� �""!�/%1! .�'�-3� 2$%�$ !,0�'. ���))0�' .�'�-3
 %1% ! �3 +�3 "-!,0!)�3� /%(!. +!-%* . /* +�3�

�*- !(+'*3!!. 2$*.! &*�. �-! �..*�%�/! 2%/$ � �*)/-��/

��'!) �-� /$! .3./!( -!��'�0'�/!. /$! !""!�/%1! .�'�-3 %" 3*0

!)/!- � (% 4��'!) �- .�'�-3 � &0./(!)/ "*- /$! !(+'*3!!�

�"/!- 3*0 !)/!- � (% 4��'!) �- � &0./(!)/� /$! !""!�/%1!

.�'�-3 !,0�'. /$! .�'�-3 /$�/ %. /* �! +�% /* /$! !(+'*3!!

"-*( /$! /%(! *" /$! � &0./(!)/ /* /$! !) *" /$! �*)/-��/�

��
	��������� �
��
	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �

�$! .3./!( 0.!. /$! 1�'0! 3*0 !)/!- %) /$! ��'�-3 "%!' %)

�*)&0)�/%*) 2%/$ /$! 1�'0! %) /$! 0)/%/'! ��3 �-!,0!)�3

"%!' � �/� %/!( ����� /* +!-"*-( /$! "*''*2%)#

��'�0'�/%*).�

� �*- .�'�-%! !(+'*3!!.� /$! .3./!( ��'�0'�/!. /$!
3!�-'3 .�'�-3 �(*0)/ �)  %.+'�3. � +�3 +!-%* 
#-*.. �(*0)/� �))0�' .�'�-3� �) $*0-'3 -�/!�

� �*- $*0-'3 !(+'*3!!.� /$! .3./!( ��'�0'�/!. /$!
$*0-'3 -�/! �)  *!. )*/  %.+'�3 � .�'�-3 *- +�3
+!-%* #-*.. �(*0)/ "*- !(+'*3!!.� +-%(�-3 &*�.�

��'�-3 �-!,0!)�3 � �* ! /$�/ %) %��/!. /$! /%(! +!-%* 0+*) 2$%�$ /$!

!)/!-! .�'�-3 %. ��.! � �$! .3./!( 0.!. /$! 1�'0! %) /$%.

"%!' %) �*)&0)�/%*) 2%/$ /$! 1�'0! %) /$! ��'�-3 "%!' � �/�

%/!( �����



Prepare for Enrollment

A8.1 (8/97) 2–13

����� ��
������	�

�)/,&3 ��.� �"� �'*&)3���- ")/,&3 ,�.�� 1"#�" #- ,�.,#�0�� �/,#(! .#'�

�(.,3� � 3)/ �(.�, � ,�.� #( ."#-  #�&� )( �(3 )."�,  ),'�

."�. ,�.� ��( )0�,,#�� ."� 0�&/� #( ."� �'*&)3�� ��-.�,

.��&��

�( ."� �'*&)3�� ��-.�, .��&�� ."#- #- ."� �'*&)3���- ��-�

")/,&3 ,�.�� �( ."� �(#)( ��.�- .��&�� ."#- #- ."� -.,�#!".

.#'� ,�.��

�).�� � 3)/ �"�(!� ."� (/'��, ) ."� ��.� �#-*&�3

���#'�& �#!#.-  ), ."#-  #�&�� 3)/ '/-. �&-) �"�(!�  #�&�-

��.� 5 
�-� �)/,&3 �
���� �(� ��.� 5 �)/,&3 ������ -)

."�. ."�3 "�0� �2��.&3 ."� -�'� (/'��, ) ��.� �#-*&�3

���#'�& �#!#.-�

��
	��������� �
��
	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �

� �), -�&�,#�� �'*&)3��-� ."� -3-.�' ��&�/&�.�- ."�
3��,&3 -�&�,3 �')/(. �(� �#-*&�3- � *�3 *�,#)�
�')/(.� �((/�& -�&�,3� �(� ")/,&3 ,�.��

� �), ")/,&3 �'*&)3��-� ."� -3-.�' ��&�/&�.�- ."�
")/,&3 ,�.� �(� �)�- (). �#-*&�3 � -�&�,3 ), *�3
*�,#)� �')/(.  ), ."� �'*&)3��-� *,#'�,3 $)�-�

� �) ��&�/&�.� �/,)*��( �((/�&#4�� -�&�,#�-  ),
#(.�,(�.#)(�& �'*&)3��-� �(.�, ."� �((/�&#4��
-�&�,3 ), *�3 *�,#)� �')/(.�

�"# . �)�� � /-�, �� #(�� �)�� �	
���� ."�. #��(.# #�- ��#&3 1),%

-"# .-� �( *�3,)&& -3-.�'-� 3)/ ��( /-� � -"# . �)�� .) ���

� *�,��(. ), �')/(. .) ."� ")/,&3 ,�.� )( � .#'���,��

�), *�3,)&& �(� .#'� �(.,3�

� �( �'*&)3�� �&1�3- 1),%- � -"# .  ), 1"#�" � -"# . ,�.�

�#  �,�(.#�& #- �**&#���&�� �(.�, ."�. -"# . �)�� )( ."�

�'*&)3���- '�-.�, ,��),�� �"�( 3)/ �(.�, ."� -"# . )(

."� �'*&)3���- '�-.�, ,��),�� 3)/ �) (). (��� .) �(.�,

."� �)�� )( ."� .#'���,� 1"�( 3)/ �(.�, .#'��

� �( �'*&)3�� )���-#)(�&&3 1),%- � �#  �,�(. -"# .� 3)/

�(.�, ."� -"# . �)�� )( ���" �**&#���&� .#'���,� .)

)0�,,#�� ."� �� �/&.�

�)/.#(! �)�� � �"��% � /-�, �� #(�� �)�� �	
���� ."�. -*��# #�- ."� �"��%

,)/.#(! ), '�#& -.)* �)��� �-� ."#- �)�� .) -�+/�(�� ."�

*,#(.#(! ) *�3,)&& �"��%- .)  ��#&#.�.� ."�#, "�(�&#(! �(�

��&#0�,3�

��
	��������� �
��
	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �

�)/ ��( �&-) /-� ."#- �)��  ), �/'�( ��-)/,��- ./,()0�,

,�*),.#(!�



Human Resources — Benefits

2–14 A8.1 (8/97)

��	�� �����������

��$���) �'%*& ��� ��$���) �'%*& )% ,���� )�� �#&"%.�� �( �((��$���

��$���) �'%*&( ����"�)�)� �#&"%.�� �$'%""#�$) �.

��)��%'�/�$� ��$���) &"�$( �$� �""%,�$� �$'%""#�$) '*"�(

�%' )�%(� ��)��%'��(� �%' �-�#&"�� �((��$�$� �$ �#&"%.��

)% �$ �-��*)�+� �
�
�� ��$���) �'%*& �*)%#�)���"". "�$!(

)�� �#&"%.�� )% )�� ��$���)( �+��"��"� )% �-��*)�+�( �$

.%*' %'��$�/�)�%$� ���( ���)*'� �( %$". �&&"����"� �� .%*'

��$���) &"�$( �'� "�$!�� )% ��$���) ��)��%'��( ,����� �$

)*'$� �'� "�$!�� )% ��$���) �'%*&(�

What You Should Know About

������	� ��� ��(&"�.�� (�"�'. ��$ �� ��)��' )�� �$$*�" %' �����)�+�

(�"�'.� ��&�$��$� %$ �%, .%* (�) *& .%*' �%$()�$)(�

��� �	���

 �� ����
 �	�����	� ��
���
���

�������	 
��
��
��������

���$ .%* ��� � $�, �#&"%.�� '��%'�� )�� (.()�#

�*)%#�)���"". ���( � '��%'� )% )�� 
#&"%.�� �*")�&"� �%�

)��"� ���	���
� �%' )�� �#&"%.���( &'�#�'.  %��

���	���� � 
�� ���	 ���
��	�

�%* ��$ (�) &'%��((�$� %&)�%$( )% �*)%#�)���"". '�)'��+� �""

%� )�� �$�%'#�)�%$ �%' )��  %� �'%# )�� �%� ��()�' )��"�

�$� �&&". �) )% ���� �#&"%.�� .%* �$)�'�



Prepare for Enrollment

A8.1 (8/97) 2–15

�� ����
 ���
��� ���	 ����

�����

�� �� $�! ������ �  �� � ���  � �� �� ����� �����$�� ������� ���� $�! �� ��
������� ���� ������� ����


� ������� �����#

������ �  �� �����#��� ������ ��� ����� 	� ���

� �������

� �� $

� � � �

� ��� �� ����

� ��!� �$

� ��!� $

� ����� �

� ����� 
$��

� ����� �

� ����� 
$��

�� �� $�! ������ �  ���  ���� �����#  �� � ���  � �� �� ��� ��$ ���  !���"��
������� ����



Human Resources — Benefits

2–16 A8.1 (8/97)

�� �
��� ��
���� �
� ���
���� �
���	����


�� �� $�! ������ �  �� � ���  � �� �� ������� ���� ������� ���� $�! ��� �� ��
��� ��$ ���  !���"�� ������� ���� ��! �!� �� ��  ��� ������� ��� ���$ �� $�!
��"� �� !� $�!� �$� ��  �  ���� ��� ��$ ���  !���"���

�� 	�� ��$ ��� 
!���"�� 
������ ��� ���$

������ �  �� �����#��� ������ ��� ����� �� ���

� ����� �"� ��

� ������ ������

�� �� $�! ������ �  ���  ���� �����#  �� � ���  � �� �� ������ � � !� ���
��"������ ������� ����



Prepare for Enrollment

A8.1 (8/97) 2–17

����� �����������

�%�*$" �"�.+* �+ -" +-! � -"�.+* #+- /%"  %�*$" &* /%" �),(+3""

�0-*+1"- �*�(3.&. /��(" ���
�
�� �*! /%" �� �&./+-3 /��("

���
�
	�� "*/"- � 1�(0" &* /%&. #&"(!� �+),("/&*$ /%&. #&"(!

�(.+ 0,!�/". /%" �),(+3"" ��./"- /��(" ��������� �*! /%"

�),(+3"" �0(/&,(" �+� /��(" �������
� 2&/% /%" *"2

 %�*$" -"�.+*� �%"  %�*$" -"�.+*  +!" &*!& �/". /%"

#+((+2&*$�

� �%3 �* � /&1" "),(+3""�. )�./"- /��(" -" +-! 2�.
 %�*$"!

� �%3 �* "),(+3"" 2�. /"-)&*�/"!

�%"* /%" �� �+*&/+- -"�!. /%" &*#+-)�/&+* +* /%&. #+-)�

&/  -"�/". � /0-*+1"- -" +-! +*(3 &# 3+0 "*/"- �  %�*$"

-"�.+* &* /%&. #&"(!� �# 3+0 !+ *+/ 2�*/ /+  -"�/" /0-*+1"-

-" +-!. #+- � !�/�  %�*$"� ("�1" /%&. #&"(! �(�*'�

��
	��������� �
��
	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �

�%"*"1"- 3+0 )�'" �  %�*$" �*! 3+0 2�*/ /+ -" +-! /%"

-"�.+* #+- /%"  %�*$" &* /%" �� �&./+-3 /��(" ���
�
	��

3+0 )0./ "*/"- � 1�(0" &* /%&. #&"(!�

�%"* 3+0 "*/"- � *"2 "),(+3""� � !"#�0(/ 1�(0" +# ����

�"2 �&-"� �,,"�-. &* /%" #&"(!�

�##" /&1" �* �%" !�/" /%�/ 3+0 2�*/ �(( /%"  %�*$". /+ /�'" "##" /� +-

/%" !�/" /%�/ /%"  %�*$". 2"*/ &*/+ "##" /� �# 3+0 �-"

"*/"-&*$ !�/� �*! 3+0 !+ *+/ "*/"- � !�/" &* /%&. #&"(!� /%"

.3./") 0.". /%"  0--"*/ !�/" �. /%" "##" /&1" !�/"�

��
	��������� �
��
	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �

�%" "##" /&1" !�/" /%�/ 3+0 2�*/ /+ -" +-! �(( /%"  %�*$".

/+ /%" �� �&./+-3 /��(" ���
�
	� �*! /%" �),(+3""

�0-*+1"- �*�(3.&. /��(" ���
�
��� �%"  %�*$". 3+0 )�'"

/+ /%" �),(+3"" ��./"- /��(" /�'" "##" /&1" &))"!&�/"(3� �#

3+0 �-" �!!&*$ �* "),(+3"" -" +-! �*! 3+0 !+ *+/ "*/"-

� !�/" &* /%&. #&"(!� /%" .3./") 0.". /%" ��/" �/�-/"! �. /%"

"##" /&1" !�/"�

�� ����� ����	�� ������ ��� 
�����
��� ��	��
�����

�#/"- 3+0  +),("/" /%" ./",. /+ "*/"- %&./+-3 �*! /0-*+1"- &*#+-)�/&+*� 3+0
"*/"- �"*"#&/ �*! $+1"-*)"*/ &*#+-)�/&+*�

�","*!&*$ +* /%" 2�3 &* 2%& % 3+0- ,-+ "..&*$ +,/&+*. �-" ."/� /%" ��/".�
�(&$&�&(&/3� �*! ��� #+-) )&$%/ �,,"�- �0/+)�/& �((3� �# 3+0- ,-+ "..&*$ +,/&+*.
�-" *+/ ."/ /+ �0/+)�/& �((3 !&.,(�3 /%&. #+-)�  %++." /%" ��� ��/". #0* /&+* /+
�  ".. &/�



Human Resources — Benefits

2–18 A8.1 (8/97)

�% ��+�*� �#!�!�!#!+/ �%� ���


� �& �%+�) �&-�)%$�%+ !%�&)$�+!&%� �&$'#�+� + � �&##&.!%� �!�#�*�

� �
 �+�+,*

� ��+�)�%

� �!*��#�� ��+�)�%

� �!*��!#!+/

�� �& �%+�) ��%��!+ *+�+,* !%�&)$�+!&%� �&$'#�+� + � �&##&.!%� �!�#� �%� ')�**
�%+�)�

� ��%��!+ �+�+,*

����� ��
������	�

��%��!+ �+ � ,*�) ���!%�� �&�� �	����� + �+ �##&.* + � */*+�$ +& +�*+

�% �$'#&/���* �#!�!�!#!+/ �&) ��%��!+* �%� +& ��+�)$!%� �&)

�%)&##$�%+ '�)�$�+�)* ��,!��#!%�*� �&) ��%��!+*

��$!%!*+)�+!&%�

� !* �&�� *'��!�!�* + � �$'#&/�� ��+!&% �&) . !� + �

*/*+�$ *��)� �* �* !+ +�*+* �&) �#!�!�!#!+/� �% �*+�)!*" ���

!%�!��+�* + � �,!��#!%�* )���) +& �## �$'#&/�� ��+!&%* %&+

&+ �).!*� *'��!�!���

�& %&+ � �%�� + � �&��* + �+ �)�  �)�0�&���� *,� �* �

���+!-�� �%� � ���)$!%�+���� � �*� �)� )�(,!)�� �&��* !%

+ � */*+�$�



Prepare for Enrollment

A8.1 (8/97) 2–19

See Also
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Processing Options for Employee Entry

DISPLAY OPTIONS:

----------------
1. Enter your display preference for the
   Salary and Hourly Rate. . . . . . . .            ____________
    ’ ’ or ’1’ = Always Display
    ’2’ = Do Not Display on Inquiry
    ’3’ = Never Display

2. Display Tax ID (Social Security)
   Number on Inquiry and Change.
      Enter ’1’ for Yes, ’ ’ for ’No’.              ____________

3. Enter a ’1’ next to each to suppress
   its display:
             Workers Comp. . . . . . . .            ____________
             FLSA Exempt . . . . . . . .            ____________
             Benefit Group . . . . . . .            ____________
             Union Code. . . . . . . . .            ____________
             EEO Category. . . . . . . .            ____________
             Ethnic Code . . . . . . . .            ____________
             Shift Code. . . . . . . . .            ____________
             Job Step. . . . . . . . . .            ____________
             Hourly Rate . . . . . . . .            ____________
             Tax Area (Res. & Work). . .            ____________

4. Do you wish to display the Address
   Book European Tax Id Number in the
   Address Book window?
      Enter ’1’ for Yes, ’ ’ for No.                ____________

5. Enter the method for assigning Tax
   Areas                                            ____________
   ’ ’ = manually enter Work and Res.
         Tax Areas.  (Default)
   ’1’ = allow Work and Res. Tax Areas
         to be left blank.
   ’2’ = use GeoCoder to update Work and
         Res. Tax Areas.

*Note: For values (1-2), you must
       first install the Vertex
       GeoCoder system.  If you do not
       install the system, the default
       value ’ ’ will be used for
       assigning Tax Areas.

EDIT/DEFAULT OPTIONS:
6. The Job Information file (F08001)
   EDITS the Job Type and Step and
   DEFAULTS the Job Information and
   Category Codes on ADDS or CHANGES,
   depending on which of the following              ____________
   options are selected.
  ’ ’ = Edit Job Type/Step against UDC’s
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        and use DD for defaults.
  ’1’ = Default Job Info ONLY when blank
  ’2’ = Default Job Info and Category
        Codes ONLY when blank.
  ’3’ = Always default Job Information.
  ’4’ = Always default Job Info and
        Category Codes.
7. Enter ’1’ when you are using the Job
   Information File, as specified in
   processing option 6, and want to
   override the default of the Benefit
   Group, Union Code, Worker’s Comp Code
   and Subclass when changing the
   Business Unit or Job with those
   values defined in the Business Unit –            ____________
   Job Cross Reference File (F08005). If
   processing option 6 is set to
   ’Default Only When Blank’, then the
   cross reference file values will ’De-
   fault Only When Blank’. Likewise, if
   processing option 6 is set to ’Always
   Default’, the Cross reference File
   values will ’Always default’.

8. Enter a ’1’ if you want F18 to exit
   to Canadian Payroll Employee Entry
   program (P070101).  Default of blank
   will exit to US Payroll Employee
   Entry program (P060101).                         ____________

WHEN ADDING AN EMPLOYEE:

-----------------------
9. When adding new employees through the
   Employee Master screen, enter the
   default format for the Mailing Name
   in the Address Book.  (Optional)                 ____________
   ’ ’ = Name entered using Employee
         Entry Screen will not be used
         in the address book window.
         You must also enter the name
         in the address book window.
   ’1’ = John Doe    (No middle initial)
   ’2’ = John R. Doe
   ’3’ = Doe, John R. (Alpha Name value)

Note: For users who have the double byte
      flag turned on in the JDE System
      Values, a default of ’ ’ is used.

10. Security Business Unit will be
    updated to the employee’s Address
    Book record. (NOTE: This must be set
    the same as P060101.)
      Enter ’1’ for Yes, ’ ’ for No.                ____________

11. All new employees will be added
    to the COBRA Dep/Beneficiary file.
      Enter ’1’ for Yes, ’ ’ for No.                ____________

12. Enter a ’1’ to automatically go to
    EEO Dates & Eligibility on an add.
    Default of blank will not take you
    to Dates, Eligibility & EEO.                    ____________
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13. For an Add, enter the default value
    for the Benefit Status field which
    displays on the Dates, Eligibility
    & EEO screen. (NOTE:  This code
    is used for Batch Enrollment in
    Benefits.)                                      ____________

WHEN DELETING AN EMPLOYEE:

-------------------------
14. The profile data is to be deleted
    when an employee is deleted.
    Enter ’1’ for Yes, ’ ’ for No.                  ____________

WHEN CHANGING AN EMPLOYEE:

--------------------------
15. Enter a ’1’ to automatically
    redisplay the information.                      ____________

FOR “INTERNATIONAL” EMPLOYEES:

------------------------------
16. Enter a ’1’ to prevent the Employee
    Number from being used as a default
    for the EE Tax ID Number.  A default
    of blank will allow its use. . . . .            ____________

17. When adding an employee whose name
    is longer than the predefined name
    fields, enter a ’1’ to open the
    Address Book Window. This suppresses
    the name fields on the screen.
    Leave this field blank if the
    employee’s name is not longer than
    the predefined name fields.                     ____________

What You Should Know About Processing Options
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Assigning Employees to Benefit Groups Globally

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), enter 27

From Employee Advance/Technical Operations (G08E3), choose Employee
Master Mass Changes
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Creating Personalized Enrollment Reports

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Benefits Reports

From Benefits Administration Reports (G08B11), choose Personal Enrollment
Form
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                           083430                  J.D. Edwards & Company                Page No. .    1
                                                  Personal Enrollment Form               Date – . .  7/15/98

                          Address Number . . . . .        7500   Cathy McDougle
                          Home Business Unit . . .           90  Administrative Department
                          Life Ins. Annual Salary.        100,000.00
                                                   MGMT          Management Benefit Group
                               Category
                                 Plan
                                   Option          Description                             Rate
                               ––––––––––      ––––––––––––––––––––––––––––––––––      ––––––––––––
                               MEDICAL         Medical Benefits
                                 MED             Medical Plan – Employee Only               9.7500–
                                 MED+FAM         Medical Plan – Plus Family                15.0000–
                                 MED+ONE         Medical Plan – Employee + one             12.0000–
                               DENTAL          Dental Benefits
                                 DEN–01          Dental – EE only                           5.5000–
                                   FAM             EE plus family                          13.0000–
                                   ONE             EE plus one                              8.0000–
                               LIFE            Life Insurance Benefit
                                 LIFE            Life Insurance Plan                        6.5000–
                               401K            401(k) Benefit
                                 401K            401(k) Investment Plan
                               DISABILITY      Disability Benefit
                                 LTD–01          Disability Long Term                       4.9000–
                                 STD–01          Disability Short Term                      3.6400–
                               PENSION         Pension/Retirement Benefits
                               ESOP            Employee Stock Option Plan
                                 ESOP            Employee Stock Option Plan
                               SPENDING        Spending Accounts
                                 FSA–DEP         Dependent Care Spending Acct
                                 FSA–MED         Medical Spending Account

What You Should Know About
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Processing Options for Personal Enrollment Form

FUNCTIONAL OPTIONS:

-------------------
1. Enter the Effective Date for
   selection of Plans and determination
   of employee eligibility . . . . . . .            ____________

2. Enter ’1’ to report all deductions
   as positive amounts.
   (The default of blank will report
   deductions with the proper sign for
   calculating Net Pay.) . . . . . . . .            ____________

PRINTING OPTIONS:

-----------------
3. Enter the code that will provide the
   preferred Employee Identification:
(Leave blank for Address Book Number.
 Enter ’2’ for Social Security Number.
 Enter ’3’ for Other Employee Number.) .            ____________

4. Enter ’1’ to print Employee Address.
   (The default of blank will print
   Employee Name only.). . . . . . . . .            ____________

PRINTING OPTIONS: (cont.)

-------------------------
5. Enter ’1’ to print description for
   Benefit Group.
   (The default of blank will print
   Benefit Group Code only.) . . . . . .            ____________

6. Enter ’1’ to print description for
   Plan Category.
   (The default of blank will print
   Plan Category Code only.) . . . . . .            ____________

PRINTING OPTIONS (cont.)

------------------------
7. Enter ’1’ to print Plan Remarks.
   (The default of blank will print
   Plan Description only.) . . . . . . .            ____________

FORMATTING OPTIONS:

-------------------
8. Enter the first Plan Category to skip
   to a new page within employee . . . .            ____________

9. Enter the second Plan Category to
   skip to a new page within employee. .            ____________

10. Enter the third Plan Category to
    skip to a new page within employee .            ____________
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Enroll Employees

Enrolling Employees
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Enrolling Employees in Single Plans

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Single Plan Entries
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Processing Options for Single Plan Entries

REPORTING OPTIONS:

==================
1. Enter a “Skip to” query name to be
   used when the print function key is
   pressed.  This name will be used to
   call the specific World Writer
   Version List.  A default of blank
   will display the entire list for
   Benefits World Writers (Group Q083) .            ____________

DISPLAY OPTIONS:

================
2. Enter a ’1’ to display Plan Option
   next to the beginning enrollment
   data.  A default of blank will
   display ending enrollment data next
   to the beginning data. The fold area
   will contain the information not
   shown . . . . . . . . . . . . . . . .            ____________

SPENDING ACCOUNT OPTION:

========================
 Points to Dollars Factor: (X08303)
 ----------------------------------
3. Enter the factor which when
   multiplied times the Plan DBA points
   will convert those points to a dollar
   amount.  A default of blank will use
   a factor of one . . . . . . . . . . .            ____________
     Note: X08303 will use DREAM Writer
           Version 001.

ÑÑ Exercises
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Enrolling Employees by Benefit Group

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Benefit Group Selections
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Processing Options for Benefit Group Selections

1. Enter a ’1’ if you do not wish to                ____________
   display narrative information on
   Benefit Groups and Categories.
   (Default of blank will display
   narrative).

2. Enter the default status to use for              ____________
   ending enrollment.

3. Enter a ’1’ to not process                       ____________
   ineligible enrollment.
   (Default of blank will process an
   enrollment regardless of the
   eligibility.)

4. Enter a ’1’ to enroll the employee in            ____________
   the default plan(s) in each category
   if no other plans are selected.  This
   will happen automatically when the
   enrollment update option is taken.
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5. Enter a “Skip to” query name to be               ____________
   used when the print function key is
   pressed to call the WORLD Writer
   versions list. Blank will display the
   entire list for Benefits World
   Writers (Group Q083).

6. Enter a ’1’ to begin each category at            ____________
   the top of the screen.
7. Enter the End Enrollment Status to be            ____________
   used when changing options within a
   plan.

8. Enter a three digit code to designate            ____________
   that an employee has a future
   enrollment for a plan.  Default of
   blank will use ’XXX’ to signify
   future enrollment exists.

9. Enter the date you wish to use as the            ____________
   default for the effective date.

10. Enter Ending Status for plan ending             ____________
    date that defaults from Plans
    Within Categories.

ÑÑ Exercises
��� ��� �"��
���� ��� ���� 
�������

Enrolling Employees Using Batch Enrollment

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Batch Enrollment
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Before You Begin

� ����
� � ������� ������ �� ��� ��������� ���	����
 �� ���	�

� ������ ��� ����� ��� ��� ���	� ���������� ���������� �����

                                                                                                        **************
                                          Effective Date:    01/01/98                                  * Proof Mode *
 
**************==================== ============ ==============================Employee . .     2006 Walters, Annette
     Emp Action . . A  Benefit Group. . MGMT   Management Benefit G
  Group      Plan                             Pln Vld Prv Elg     Eligibility
 Category     ID          Description         Opt Pln Elg Tst        Table                 Remark
 –––––––––– –––––––– ––––––––––––––––––––––––– ––– ––– ––– ––– –––––––––––––––––––– –––––––––––––––––––––––––––––––––––
DENTAL     DEN–01   Dental – EE only               Y       C  NONE No Eligibility  Enrollment Processed normally
                    Elg Results: Pass
                    Enrollment:  Current  01/01/98 –           Beg Status ACT  Active        End Status
                                 New               –           Beg Status
                    Plan DBAs:   Current  01/01/98 –           EE PR Ded  1010 Dental Ins.   ER Pd Ben  1008 Dental/Co.
                                                               EE Points                     ER Points
                                 New               –           EE PR Ded                     ER Pd Ben
                                                               EE Points                     ER PointsESOP       ESOP     Emplo yee
Stock Option Pla      Y       C  GENC Continuing Elig No Action Taken
                    Elg Results: Fail     Hours
                    Enrollment:  Current  01/01/98 –           Beg Status ACT  Active        End Status
                                 New               –           Beg Status
                    Plan DBAs:   Current           –           EE PR Ded                     ER Pd Ben
                                                               EE Points                     ER Points
                                 New               –           EE PR Ded                     ER Pd Ben
                                                               EE Points                     ER PointsSPENDING   FSA–DEP  Depen dent
Care Spending A      Y       C  NONE No Eligibility  Enrollment Processed normally
                    Elg Results: Pass
                    Enrollment:  Current  01/01/98 –           Beg Status ACT  Active        End Status
                                 New               –           Beg Status
                    Plan DBAs:   Current  01/01/98 –           EE PR Ded  6005 FSA–Dep       ER Pd Ben
                                                               EE Points                     ER Points
                                 New               –           EE PR Ded                     ER Pd Ben
                                                               EE Points                     ER PointsSPENDING   FSA–MED  Medic al
Spending Account       Y       C  NONE No Eligibility  Enrollment Processed normally
                    Elg Results: Pass
                    Enrollment:  Current  01/01/98 –           Beg Status ACT  Active        End Status
                                 New               –           Beg Status
                    Plan DBAs:   Current  01/01/98 –           EE PR Ded  6004 FSA–Med       ER Pd Ben
                                                               EE Points                     ER Points
                                 New               –           EE PR Ded                     ER Pd Ben
                                                                          EE Points                     ER Points LIFE       LI FE
Life Insurance Plan            Y       C  GENC Continuing Elig No Action Taken
                     Elg Results: Fail     Hours
                     Enrollment:  Current  01/01/98 –           Beg Status ACT  Active        End Status
                                  New               –           Beg Status
                       Plan DBAs:   Current  01/01/98 –           EE PR Ded  3002 Life Ins      ER Pd Ben  3000 Life Ins/Co.
                                                             EE Points                     ER Points
                                 New               –           EE PR Ded                     ER Pd Ben
                                                             EE Points                     ER PointsDISABILITY LTD–01   Disabil ity
Long Term           Y       C  GENC Continuing Elig No Action Taken
                    Elg Results: Fail     Hours
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  083801                                              J.D. Edwards & Company                                   Page – . . .    1
                                                        Invalid Enrollment                                     Date – . . .  7/ 16/98
                                                                                                               **************
                                                  Effective Date:    01/01/99                                  * Proof Mode *
                                                                                                               **************

 Employee                      Emp Beneft   Plan                                      Enrolled         Enrollment
  Number          Name         Act  Group    ID        Description                  From     Thru        Status
 –––––––– –––––––––––––––––––– ––– –––––– –––––––– –––––––––––––––––––––––––––––– –––––––– –––––––– ––––––––––––––––––––––––
     2111 Ingraham, Paul        A         LIFE     Life Insurance Plan            01/01/98          ACT Active
     2111 Ingraham, Paul        A         LTD–01   Disability Long Term           01/01/98          ACT Active
     2111 Ingraham, Paul        A         MED+FAM  Medical Plan – Plus Family     01/01/98          ACT Active
     2111 Ingraham, Paul        A         401K     401(k) Investment Plan         01/01/98          ACT Active
     2129 Jackson, John         A         DEN–01   Dental – EE only               01/01/98          ACT Active
     2129 Jackson, John         A         FSA–DEP  Dependent Care Spending Acct   01/01/98          ACT Active
     2129 Jackson, John         A         FSA–MED  Medical Spending Account       01/01/98          ACT Active
     2129 Jackson, John         A         LIFE     Life Insurance Plan            01/01/98          ACT Active
     2129 Jackson, John         A         LTD–01   Disability Long Term           01/01/98          ACT Active
     2129 Jackson, John         A         MED+FAM  Medical Plan – Plus Family     01/01/98          ACT Active
     2129 Jackson, John         A         401K     401(k) Investment Plan         01/01/98          ACT Active
     7500 McDougle, Cathy       A  MGMT   ADDFLEX  FAdd’l flex dollars            01/01/98          ACT Active
     7500 McDougle, Cathy       A  MGMT   DENT1E1  FDental – Basic EE + one       01/01/98          ACT Active
     7500 McDougle, Cathy       A  MGMT   LIF1XP   FLife –One x pay               01/01/98          INE Ineligible
     7500 McDougle, Cathy       A  MGMT   LTD–01FL FDisability Long Term 55 2/3%  01/01/98          ACT Active
     7500 McDougle, Cathy       A  MGMT   MEDDEND2 FMedicalEE +1/Dental 0  ER     01/01/98          ACT Active
     7500 McDougle, Cathy       A  MGMT   MED01+1  FMedical Plan – $100 ded–EE+1  01/01/98          ACT Active
     7500 McDougle, Cathy       A  MGMT   SPND–DEP FSpending Dep Care Flex        01/01/98          ACT Active
     7500 McDougle, Cathy       A  MGMT   SPND–MED FSpending Acct for Medical     01/01/98          ACT Active
     7500 McDougle, Cathy       A  MGMT   VISIONE1 FVision Employee plus one      01/01/98          ACT Active

  083803                                              J.D. Edwards & Company                                   Page – . . .    1
                                                     Manual Review Requested                                   Date – . . .  7/ 16/98
                                                                                                               **************
                                                  Effective Date:    01/01/99                                  * Proof Mode *
                                                                                                               **************

 Employee                      Emp Beneft   Group      Plan                            Enrolled      Enr Vld Prv Elg Elig
  Number          Name         Act  Group  Category     ID        Description        From     Thru   Sts Pln Elg Tst Tabl Rslt
 –––––––– –––––––––––––––––––– ––– –––––– –––––––––– –––––––– –––––––––––––––––––– –––––––– –––––––– ––– ––– ––– ––– –––– ––––– –
     2111 Ingraham, Paul        A                    LIFE     Life Insurance Plan  01/01/98          ACT  N
     2111 Ingraham, Paul        A                    LTD–01   Disability Long Term 01/01/98          ACT  N
     2111 Ingraham, Paul        A                    MED+FAM  Medical Plan – Plus  01/01/98          ACT  N
     2111 Ingraham, Paul        A                    401K     401(k) Investment Pl 01/01/98          ACT  N
     2129 Jackson, John         A                    DEN–01   Dental – EE only     01/01/98          ACT  N
     2129 Jackson, John         A                    FSA–DEP  Dependent Care Spend 01/01/98          ACT  N
     2129 Jackson, John         A                    FSA–MED  Medical Spending Acc 01/01/98          ACT  N
     2129 Jackson, John         A                    LIFE     Life Insurance Plan  01/01/98          ACT  N
     2129 Jackson, John         A                    LTD–01   Disability Long Term 01/01/98          ACT  N
     2129 Jackson, John         A                    MED+FAM  Medical Plan – Plus  01/01/98          ACT  N
     2129 Jackson, John         A                    401K     401(k) Investment Pl 01/01/98          ACT  N
     7500 McDougle, Cathy       A  MGMT              ADDFLEX  FAdd’l flex dollars  01/01/98          ACT  N
     7500 McDougle, Cathy       A  MGMT              DENT1E1  FDental – Basic EE + 01/01/98          ACT  N
     7500 McDougle, Cathy       A  MGMT              LIF1XP   FLife –One x pay     01/01/98          INE  N
     7500 McDougle, Cathy       A  MGMT              LTD–01FL FDisability Long Ter 01/01/98          ACT  N
     7500 McDougle, Cathy       A  MGMT              MEDDEND2 FMedicalEE +1/Dental 01/01/98          ACT  N
     7500 McDougle, Cathy       A  MGMT              MED01+1  FMedical Plan – $100 01/01/98          ACT  N
     7500 McDougle, Cathy       A  MGMT              SPND–DEP FSpending Dep Care F 01/01/98          ACT  N
     7500 McDougle, Cathy       A  MGMT              SPND–MED FSpending Acct for M 01/01/98          ACT  N
     7500 McDougle, Cathy       A  MGMT              VISIONE1 FVision Employee plu 01/01/98          ACT  N
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  083804                                              J.D. Edwards & Company                                   Page – . . .    3
                                                         No Action Taken                                       Date – . . .  7/ 16/98
                                                                                                               **************
                                                  Effective Date:    01/01/98                                  * Proof Mode *
                                                                                                               **************

 Employee                      Emp Beneft   Group      Plan                       Enrolled      Enr Elig
  Number          Name         Act  Group  Category     ID      Description     From     Thru   Sts Tabl          Remark
 –––––––– –––––––––––––––––––– ––– –––––– –––––––––– –––––––– ––––––––––––––– –––––––– –––––––– ––– –––– –––––––––––––––––––––– –––––
     7505 Mastro, Robert        A  MGMT   MEDICAL    MED      Medical Plan –  01/01/98          ACT MEDC Invalid Date
                                                                                                         Review Date Codes for Eligi
     7504 Meade, Jane           A  SALARY LIFE       LIFE     Life Insurance  01/01/98 06/30/98 ACT GENC Invalid Date
                                                                                                         Review Date Codes for Eligi
     7504 Meade, Jane           A  SALARY LIFE       LIFE     Life Insurance  07/01/98          ACT GENC Invalid Date
                                                                                                         Review Date Codes for Eligi
     7504 Meade, Jane           A  SALARY MEDICAL    MED+1    Medical Plan –  07/01/98          ACT MEDC Invalid Date
                                                                                                         Review Date Codes for Eligi
     7504 Meade, Jane           A  SALARY 401K       401K     401(k) Investme 07/01/98          ACT 401C Invalid Date
                                                                                                         Review Date Codes for Eligi
     7565 Marshall, Lynn V.     A  SALARY DENTAL     DENONE   Dental – EE onl 06/01/98          PEN NONE Invalid Date
                                                                                                         Review Date Codes for Eligi
     7565 Marshall, Lynn V.     A  SALARY LIFE       LIFE     Life Insurance  06/01/98          ACT GENC Invalid Date
                                                                                                         Review Date Codes for Eligi
     7565 Marshall, Lynn V.     A  SALARY MEDICAL    MED+1    Medical Plan –  06/01/98          ACT MEDC Invalid Date
                                                                                                         Review Date Codes for Eligi
     7600 Malwitz, Terry M.     A  SALARY LIFE       LIFE     Life Insurance  06/01/98          ACT GENC Invalid Date
                                                                                                         Review Date Codes for Eligi
     7600 Malwitz, Terry M.     A  SALARY DISABILITY LTD–01   Disability Long 06/01/98          PEN BN60 Invalid Date
                                                                                                         Review Date Codes for Eligi
     7600 Malwitz, Terry M.     A  SALARY MEDICAL    MED+1    Medical Plan –  06/01/98          ACT MEDC Invalid Date
                                                                                                         Review Date Codes for Eligi
     7600 Malwitz, Terry M.     A  SALARY DISABILITY STD–01   Disability Shor 06/01/98          PEN BN6M Invalid Date
                                                                                                         Review Date Codes for Eligi
     7600 Malwitz, Terry M.     A  SALARY 401K       401K     401(k) Investme 06/01/98          ACT 401C Invalid Date
                                                                                                         Review Date Codes for Eligi

  083802                                              J.D. Edwards & Company                                   Page – . . .    1
                                                        One Election Required                                   Date – . . .  7 /22/98
                                                                                                               **************
                                                  Effective Date:    12/31/97                                  * Proof Mode *
                                                                                                               **************
 Employee                      Emp Beneft   Group
  Number          Name         Act  Group  Category        Description
 –––––––– –––––––––––––––––––– ––– –––––– –––––––––– ––––––––––––––––––––––––––––––
     7500 McDougle, Cathy       A  EXEC   MEDICAL    Medical Benefits
     7500 McDougle, Cathy       A  EXEC   DENTAL     Dental Benefits
     7500 McDougle, Cathy       A  EXEC   VISION     Vision Benefit
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Processing Options for Batch Enrollment

1. Enter the effective date for                     ____________
    processing.   All eligibility will
    be tested as of this date and all
    enrollment records effective on this
    date will be processed.  Default of
    blank will use today’s date.

2. Enter a ’1’ to print reports and                 ____________
    process enrollment.  Default of
    blank will execute this program in
    proof mode which will print the
    reports without processing
    enrollment.

3. Enter the specific Group Category to             ____________
    be processed.  Default of blank will
    process all categories.

4. Enter the specific Plan to be                    ____________
    processed.  Default of blank will
    process all plans.

5. Enter a ’1’ to enroll the indicated
    Employees in mandatory and default
    plans:
     New Hires (Emp Action=’N’)                     ____________
     Rehires   (Emp Action=’R’)                     ____________
     Transfers (Emp Action=’T’)                     ____________
     Active    (Emp Action=’A’)                     ____________
6. Enter a ’1’ to print only those                  ____________
    Employee enrollment records that
    change.  Default of blank will print
    each enrollment record processed.

7. Enter a ’1’ to print the indicated
    report:
            Detail by Employee                      ____________
            Invalid Enrollment                      ____________
            One Election Required                   ____________
            Manual Review                           ____________
            No Action Taken                         ____________

ÑÑ Exercises
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Running a Confirmation Statement

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Benefits Administration Reports

From Benefits Administration Reports (G08B11), choose Confirmation Statement

����� !�� ������ �����!��� 
! ����� ���������� �� 
���� ����������� !�� ��� ���
� ������������ ���������� ��� ������������ ��������� ����� ��� 
������ �����
��� 
������ ���� ������� �� ����� �� �����!�� �� ��������� �� ���� ����� ���
�������
�� ����������� 
�������� ��� ��������� �����!��� ��� ���� ��������� ��
������� ���� ���! ���� 
��� ��������! �������� ��������� �� ����� ��������

                            083440                  J.D. Edwards & Company                Page No. . .51
                                                    Confirmation Statement                Date – . . .7/24/98
                             Employee Number. . . . .        2006   Annette Walters
                             Home Business Unit . . .           90  Administrative Department
                             Life Ins. Annual Salary.
                             Benefit Group. . . . . . MGMT    Management Benefit Group
                                                                   Deduction  Non–Taxable     Taxable
                                 Description                        Amount     Amount         Amount
                            –––––––––––––––––––––––––––––––––––– –––––––––––– –––––––––––– ––––––––––––
                            Medical Benefits
                            Dental Benefits
                              Dental – EE only
                                EE plus family                       13.0000
                            Life Insurance Benefit
                              Life Insurance Plan                     3.3800
                            401(k) Benefit
                            Disability Benefit
                              Disability Long Term                    4.9000
                            Pension/Retirement Benefits
                            Employee Stock Option Plan
                            Spending Accounts
                            Total Deductions                         21.2800

What You Should Know About
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Processing Options for Confirmation Statement

FUNCTIONAL OPTIONS:

-------------------
1. Enter the Effective Date for the
   selection of Plans and testing
   enrollment. . . . . . . . . . . . . .            ____________

2. Enter a ’1’ to print Employee Deduct-
   tions only.  A default of blank will
   also print Taxable and Non-Taxable
   benefits. . . . . . . . . . . . . . .            ____________

PRINTING OPTIONS:

-----------------
3. Enter the code that will provide the
   preferred Employee identification.  .            ____________
  (Leave blank for Address Book Number
   Enter ’2’ for Social Security Number
   Enter ’3’ for Other Employee Number.)

4. Enter ’1’ to print Employee Address.
   (The default of blank will report
   employee name only.). . . . . . . . .            ____________
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Work with 401(k) Fund Allocations

Working with 401(k) Fund Allocations
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Adding a New Allocation

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Allocations by Employee
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Changing 401(k) Fund Allocations

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Allocations by Employee
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Revising 401(k) Allocations

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Allocations by Employee
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Work with Dependents and Beneficiaries

Working with Dependents and Beneficiaries
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Entering Dependents and Beneficiaries

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Dependents & Beneficiaries

From Dependents & Beneficiaries (G08B12), choose Dependent/Beneficiary
Entry
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Processing Options for Dependent/Beneficiary Entry

1. Enter a ’1’ to automatically delete
   the Dep/Ben’s Address Book record
   when the Dep/Ben is deleted.
   Default of blank will not delete any
   Address Book records. . . . . . . . :            ____________

   (Note: Only Dep/Bens who are not
    Employees or are not in COBRA can
    have their Address Book records
    deleted).

2. Enter a ’1’ if Tax ID No., Gender and
   Date of Birth are to be OPTIONAL
   fields, when adding a Dep/Ben who
   is not an employee.  A default of
   blank will require values to be
   entered.                                         ____________

3. When adding new Dep/Bens, select
   which format to use for the first
   line of the Mailing Address in the
   Address Book.  A default of blank
   will use the Alpha Name . . . . . . :            ____________
      ’1’ = John Doe
      ’2’ = John R. Doe
      ’3’ = Doe, John R.  (Alpha Name)

See Also
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Linking Dependents and Beneficiaries to an Employee

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Dependents & Beneficiaries

From Dependents & Beneficiaries (G08B12), choose Dependents/Beneficiaries
by Employee
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Processing Options for Dependents/Beneficiaries by Employee

1. Enter a World Writer Version name to
   “Skip to” when calling the World
   Writer Versions List.  Default of
   blank will display the entire list of
   Benefits World Writers (Group Q083).             ____________

2. Enter ’1’ to display data in the full
   detail format.  Enter ’2’ to display             ____________
   data in the partial detail format.
   A blank displays the full detail
   format.

ÑÑ Exercises
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Entering Profile Data for Dependents and Beneficiaries
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Entering Profile Data in Narrative Format

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Dependents & Beneficiaries

From Dependents & Beneficiaries (G08B12), choose Profile Data Entry
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Entering Profile Data in Code Format

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Dependents & Beneficiaries

From Dependents & Beneficiaries (G08B12), choose Profile Data Entry
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Processing Options for Profile Data Entry

1.  Enter the Profile Data Base name                ____________
    for the type of information you
    wish to revise, as follows:
    A = Applicants,
    E = Employees (default value),
    J = Jobs,
    H = Health & Safety Cases,
    P = Dependents/Beneficiaries
    R = Requisitions.
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Review Information on Employee Enrollment

Reviewing Information on Employee Enrollment 
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Reviewing Single Plans

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Single Plan Entries
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What You Should Know About
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Reviewing Benefit Group Selections

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Benefit Group Selections
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Reviewing Benefits by Employee

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Benefits by Employee
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What You Should Know About
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Processing Options for Benefits by Employee

SCREEN FORMAT OPTION:

=====================
1. Enter a ’1’ to show the employee’s
   plan Spending Limit and amount spent.
   A default of blank will show Contri-
   butions to the plan by both the
   Employee and the Employer . . . . . .            ____________

2. Enter a ’1’ to show the employee’s
   plan Points in addition to the
   the plan amounts.  A default of blank
   will show amounts only. . . . . . . .            ____________

Reviewing Employees by Benefit Plan

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Employees by Benefit Plan
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Processing Options for Employees by Benefit Plan

SCREEN FORMAT OPTION:

=====================
1. Enter a ’1’ to show the employee’s
   plan Spending Limit and amount spent.
   A default of blank will show Contri-
   butions to the plan by both the
   Employee and the Employer . . . . . .            ____________

2. Enter a ’1’ to show the employee’s
   plan Points in addition to the
   the plan amounts.  A default of blank
   will show amounts only. . . . . . . .            ____________

3. Enter ’1’ to order the display by
   Employee Name.  Default of blank will
   order the display by Employee Number.            ____________

ÑÑ Exercises
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Reviewing the Mandatory Participation Report

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Benefits Reports

From Benefits Administration Reports (G08B11), choose Mandatory Participation

����	��
� ���
� �	�
 ��
 �� ���
 

�
��� ��	�� ��	� 	�
 �	��	���� ��� ���
 ��
	�� 
�����

�� ��
 �	��	���� �	������	���� �
���� ����� 	�� 
�����

� ����


�	��
 �� ��
�� ����� ��	��� �� ��
 �
����
�
��� �� ��
 ��	�� 	�
 ��� 
�����
� ��
��
 �	��	���� 

�
��� ��	�� 
�� ������ 

� ��� �	� ��
 ��
 �
���� �� ��
�����
��
 
�����

� ��� 	�
 ��� 
�����
� �� ��
 �	��	���� ��	�� 	�� ��
� 
�����
��
��

 083450                                               J.D. Edwards & Company                                   Page – . . .    2
                                                     Mandatory Participation                                   Date – . . .  7/ 17/98
                                                      Employees Not Enrolled
                                                      ’As Of’ Date 01/01/98

 Plan:          ADDFLEX    FAdd’l flex dollars
 ========================================================
 Status                                                 .
 Effective               –
 Employees Not Enrolled – Mandatory at CATEGORY LEVEL.
                                                                                       . . . . . . . MANDATORY IN . . . . . . .
     Employee                                Beneft                                 Benefit                        . . Effectiv e . .
      Number          Name                   Group        Description               Category      Description        From     T hru
     –––––––– –––––––––––––––––––––––––––––– –––––– –––––––––––––––––––––––––––––– –––––––––– –––––––––––––––––––– –––––––– ––– –––––
         6001 Allen, Ray                     EXEC   Executive Benefit Group        FLEX       Flex – Additional
         7500 McDougle, Cathy                EXEC   Executive Benefit Group        FLEX       Flex – Additional

See Also

� ��������� ������

� 
���� ����� �������
�� �	�������

Processing Options for Mandatory Participation Exception Report

Enter the ’As Of’ date to be used                   ____________
 for the exception report.  All active
 employees on the selected date will be
 tested.  (Default of blank will use
 today’s date).
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Reviewing the Dependents and Beneficiaries Report

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Benefits Reports

From Benefits Administration Reports (G08B11), choose Dependents and
Beneficiaries
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 083460                                               J.D. Edwards & Company                                   Page – . . .    2
                                             Dependents & Beneficiaries – Exceptions                           Date – . . .  7/ 17/98
                                             Dependent & Beneficiary Information Reqd
                                                      ’As of’ Date 01/01/98

 Plan:          AD&D100K   FAD&D $100,000 Flex
 ========================================================
 Type                                                   .
 Status                                                 .
 Effective               –
 The following employees have no Dependent / Beneficiary Information effective on
     Employee                                                    Plan            . . Effective . .       Enrollment
      Number             Name                              Additional Option       From     Thru           Status
     ––––––––  ––––––––––––––––––––––––––––––––––––––––  –––––––––––––––––––––––––––––––– –––––––– ––––––––––––––––––––––––
         6001  Allen, Ray                                                        01/01/98          ACT Active
 Plan:          DEN–01     Dental – EE only
 ========================================================
 Type                                                   .
 Status                                                 .
 Effective               –
 The following employees have no Dependent / Beneficiary Information effective on
     Employee                                                    Plan            . . Effective . .       Enrollment
      Number             Name                              Additional Option       From     Thru           Status
     ––––––––  ––––––––––––––––––––––––––––––––––––––––  –––––––––––––––––––––––––––––––– –––––––– ––––––––––––––––––––––––
         2006  Walters, Annette                                                  01/01/98          ACT Active
         3050  Morrisey, Anne E.                                                 01/01/98          ACT Active
         3076  O’Neil, Thelma P.                                                 01/01/98          ACT Active
         3084  Carmichael, Bradley D.                                            01/01/98          ACT Active
         5651  Rothchild, Abigal                         ONE EE plus one         01/03/90          ACT Active
         6003  Akin, Dwight                                                      01/01/98          ACT Active
         7504  Meade, Jane                               FAM EE plus family      10/01/93 06/30/98 ACT Active
         7505  Mastro, Robert                            FAM EE plus family      10/01/93          ACT Active
         7508  Mai, Tien                                                         01/01/98          ACT Active
         7510  Moralez, Jesus                                                    01/01/98          ACT Active
         7540  Milenski, Douglas                                                 01/01/98          ACT Active
         7562  Mannon, Howard                                                    01/01/98          ACT Active
         7564  Moriya, Carol                                                     01/01/98          ACT Active
         7566  Meikle, Chris                                                     01/01/98 06/30/98 ACT Active
         7568  McGrew, Nancy                                                     01/01/98 06/30/98 ACT Active
         7570  Manderfield, Jake                                                 01/01/98 06/30/98 ACT Active
         7572  Miller, Michael                                                   01/01/98          ACT Active
         7574  Mckenna, Martin                                                   01/01/98          ACT Active
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Processing Options for Dependents and Beneficiaries Exception Report

1. Enter the ’As Of’ date to be used                ____________
    for the exception report.  All
    employees enrolled in the selected
    plans on this date will be tested.
    (Default of blank will use today’s
    date.)

2. Enter a ’1’ to print active enroll-              ____________
    ment records only.  Default of blank
    will print all enrollment records.

Reviewing the Enrollment Outside Benefit Group Report

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Benefits Reports

From Benefits Administration Reports (G08B11), choose Enrollment Outside
Groups
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  083470                                              J.D. Edwards & Company                                   Page – . . .    3
                                                 Enrollment Outside Benefit Group                              Date – . . .  5/ 08/98

                                                      As of. . . . 01/01/98

 Benefit Group. . . . SALARY   Salary Benefit Group
 Home Company . . . . 00050    A Model Construction Mgmt Co

                                                      . . . . Invalid Benefit . . . .
 Employee                                                                                   Enrolled      Erl
  Number                  Name                         Plan       Description             From     Thru   Sts     Description
 –––––––– ––––––––––––––––––––––––––––––––––––––––   –––––––– ––––––––––––––––––––––––– –––––––– –––––––– ––– ––––––––––––––––– –––
     7566 Meikle, Chris                              DEN–01   Dental – EE only          01/01/98 06/30/98 ACT Active
                                                     MED      Medical Plan – Employee O 01/01/98 06/30/98 ACT Active

     7568 McGrew, Nancy                              DEN–01   Dental – EE only          01/01/98 06/30/98 ACT Active
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Processing Options for Enrollment Outside Benefit Group

REPORTING OPTIONS:

==================
1. Enter the effective or “as of” date
   for determining enrollment status.
   A default of blank will use today’s
   date. . . . . . . . . . . . . . . . .            ____________

2. Enter a ’1’ to evaluate only active
   enrollments.  A default of blank
   will evaluate all enrollments using
   the “as of” date above. . . . . . . .            ____________

Reviewing the Missing Required Elections Report

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Benefits Reports

From Benefits Administration Reports (G08B11), choose Missing Required
Elections

��
 ������� �
����
� ��
������ �
���� ����� 	�� 
�����

� ��� 	�
 ��� 
�����
� ��
	�� 

�
��� ��	� ������ 	 �	�
���� ��	� �
����
� ��	� �	������	����� ����� �� ���
���� 	 �����
 ��	� �� ��
 ����
����� ������� ��� �	� ��
����� ��
 
�����

� ���

	�
 ������� 
������
�� �� ��	� ��	��

 083480                                              J.D. Edwards & Company                                   Page – . . .    2
                                                    Required Election Missing                                  Date – . . .  5/ 08/98

                                                      ’As Of’ Date 05/08/98

 Benefit Group. . . . EXEC    Executive Benefit Group
 Home Company . . . . 00100   Model Finan/Distrib Co (Mktg)

                                                       . . . One Election Required . . .
 Employee                                             Benefit
  Number                 Name                         Category       Description
 –––––––– ––––––––––––––––––––––––––––––––––––––––   –––––––––– ––––––––––––––––––––––––––––––
     6001 Allen, Ray                                 DENTAL     Dental Benefits
                                                     MEDICAL    Medical Benefits
                                                     VISION     Vision Benefit

     7500 McDougle, Cathy                            DENTAL     Dental Benefits
                                                     MEDICAL    Medical Benefits
                                                     VISION     Vision Benefit
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Processing Options for Required Elections in Benefit Plans

REPORTING OPTIONS:

==================
1. Enter the effective or “as of” date
   for determining enrollment status.
   A default of blank will use today’s
   date. . . . . . . . . . . . . . . . .            ____________

2. Enter a ’1’ to evaluate for a single
   missing plan.  A default of blank
   will evaluate all enrollments using
   the “as of” date above. . . . . . . .            ____________

3. Enter the single plan to verify
   enrollment.  Option 2 above must be
   ’1’, no defaults apply. . . . . . . .            ____________

Reviewing Reports on Benefit Plans and Enrollment

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Benefits Reports

From Benefits Administration Reports (G08B11), choose Benefits Administration

��� �	� ����� �
����� �� ������
 ��� ���� �
�
�
��
 ������	���� �� 

�
��� ��	��
	�� 
������
�� ������	����� ��� �	� ��� ��
�
 �
����� 	� ���
� 	� �
�
��	�� ��
������
 ��� ���� �������	�
 ������	�����

�����
 ��
 �
����� �� ��
 �
���� ��	� ��� �	�� �� �
��
�� ��� �	� �����
 ����
��
 ��������� �
������

�	�	
�� ������
	�� ��
����

��
 ���� �
���� �� �
��
� 
	�� ��	� 	�� ��
 
�����

�


�����
� �� 
	�� ��	�� ���� �
���� ������
� ��
�������


�����
� 
�����

�� ��
 
����� ��	���� 	�� ��
 
�����

�	�
�

�	�	
�� ������
	�� ��
�
����		

��
 ���� �
���� �� �
��
� 	� 	���	

���	� ���� �� 
�����

�

	�� ��
 ��	�� �� ����� 
	�� �� 
�����
�� ��
 �
���� 	���

������
� 
	�� 

�
��� ����� 	�� ��
 
�����

� �� ��


������

�
����		 ���� �� �	�	
��
�����

��
 ���� �
���� �� �
��
� 	 ���� 
� 

�
��� ������ ��


�
���� ������
� ��
 ��
 ���
 	�� ��
� �� 	������� ��

������	���� �� 
	�� 
�����

�



Review Information on Employee Enrollment

A8.1 (8/97) 2–85

������

 ���� �
���
� 	�� ���� ������ �� ������ ����� � ����� ��� ��� ������

����� ��� ����� ��� ��� ����� �� ��� ���
�  �� ����


������ ������������

�
�
�	
�� ��	
�
�
������� �����������

	�� ����� ������� �� ������ ����������� �� ����������

��� ������
������ ������ �� ����� ���� 
�� 
�� ������ ���

��������� ��������

� ���������� ��� ������
������ � ����� ��
� ���������� ��� ������
������ � ����

� ���������� ��� ������
������ ���� ��
�������
�����������

                                                     Benefit Enrollment by Plan                               Page       –        1
                                                                                                              Date       – 07/2 3/98

 Employee                                Benefit Pln Beg                            Begin   End                             End
  Number          Name                    Group  Opt Sts     Description             Date   Sts     Description             Dat e
 –––––––– –––––––––––––––––––––––––––––– ––––––– ––– ––– ––––––––––––––––––––––––– –––––––– ––– ––––––––––––––––––––––––– ––––– –––
Plan . . . AD&D100K  FAD&D $100,000 Flex
     6001 Allen, Ray                     EXEC        ACT Active                    01/01/98
Plan . . . ADDFLEX  FAdd’l flex dollars
     6001 Allen, Ray                     EXEC        ACT Active                    01/01/98
     7500 McDougle, Cathy                MGMT        ACT Active                    01/01/98
Plan . . . DEN–01  Dental – EE only
     2006 Walters, Annette               MGMT        ACT Active                    01/01/98
     2129 Jackson, John                          FAM ACT Active                    01/01/98
     3050 Morrisey, Anne E.              FACBEN      ACT Active                    01/01/98
     3076 O’Neil, Thelma P.              FACBEN      ACT Active                    01/01/98
     3084 Carmichael, Bradley D.         FACBEN      ACT Active                    01/01/98
     5651 Rothchild, Abigal              MGMT    ONE ACT Active                    01/03/90
     6003 Akin, Dwight                   MGMT        ACT Active                    01/01/98
     7504 Meade, Jane                    SALARY  FAM ACT Active                    10/01/93 TRT Transfer                  06/30 /98
     7505 Mastro, Robert                 MGMT    FAM ACT Active                    10/01/93
     7508 Mai, Tien                      HRLY        ACT Active                    01/01/98
     7510 Moralez, Jesus                 HRLY        ACT Active                    01/01/98
     7540 Milenski, Douglas              HRLY        ACT Active                    01/01/98
     7562 Mannon, Howard                 HRLY        ACT Active                    01/01/98
     7564 Moriya, Carol                  HRLY        ACT Active                    01/01/98
     7566 Meikle, Chris                  SALARY      ACT Active                    01/01/98 TRT Transfer                  06/30 /98
     7568 McGrew, Nancy                  SALARY      ACT Active                    01/01/98 TRT Transfer                  06/30 /98
     7570 Manderfield, Jake              SALARY      ACT Active                    01/01/98 TRT Transfer                  06/30 /98
     7572 Miller, Michael                HRLY        ACT Active                    01/01/98
     7573 Martinez, Lillian E.           HRLY        ACT Active                    06/01/98
     7574 Mckenna, Martin                            ACT Active                    01/01/98
     7602 McFadden, Jeanine P.           HRLY        ACT Active                    06/01/98
     7604 Menzor, Kim R.                 HRLY        ACT Active                    06/01/98
     7606 Moylan, Joseph L.              HRLY        ACT Active                    06/01/98
Plan . . . DENFAM  Dental Insurance Family Canada
     7704 Rivard, Jacques                CDNSAL      ACT Active                    07/15/92
Plan . . . DENONE  Dental – EE only
     7504 Meade, Jane                    SALARY      ACT Active                    07/01/98
     7565 Marshall, Lynn V.              SALARY      PEN Pending Eligibility       06/01/98
     7566 Meikle, Chris                  SALARY      ACT Active                    07/01/98
     7568 McGrew, Nancy                  SALARY      ACT Active                    07/01/98
     7570 Manderfield, Jake              SALARY      ACT Active                    07/01/98
     7600 Malwitz, Terry M.              SALARY      ACT Active                    06/01/98
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                                                   Benefit Enrollment by Employee                             Page       –        1
                                                                                                              Date       – 07/2 3/98

 Employee         Name                Plan                             Pln Beg                  Begin   End                   E nd
  Number                               ID        Description           Opt Sts  Description      Date   Sts   Description     D ate
 –––––––– ––––––––––––––––––––––––– –––––––– ––––––––––––––––––––––––– ––– ––– ––––––––––––––  –––––––– ––– ––––––––––––––  ––– –––––
     2111 Ingraham, Paul            LIFE     Life Insurance Plan           ACT Active          01/01/98
                                    LTD–01   Disability Long Term          ACT Active          01/01/98
                                    MED+FAM  Medical Plan – Plus Famil     ACT Active          01/01/98
                                    401K     401(k) Investment Plan        ACT Active          01/01/98
     2129 Jackson, John             DEN–01   Dental – EE only          FAM ACT Active          01/01/98
                                    FSA–DEP  Dependent Care Spending A     ACT Active          01/01/98
                                    FSA–MED  Medical Spending Account      ACT Active          01/01/98
                                    LIFE     Life Insurance Plan           ACT Active          01/01/98
                                    LTD–01   Disability Long Term          ACT Active          01/01/98
                                    MED+FAM  Medical Plan – Plus Famil     ACT Active          01/01/98
                                    401K     401(k) Investment Plan        ACT Active          01/01/98
     7574 Mckenna, Martin           DEN–01   Dental – EE only              ACT Active          01/01/98
                                    LIFE     Life Insurance Plan           ACT Active          01/01/98
                                    MED      Medical Plan – Employee O     ACT Active          01/01/98
                                    401K     401(k) Investment Plan        ACT Active          04/01/98
Benefit Group. . . CDNSAL
     7703 Bellas, Debbie            DENSGL   Dental Insurance Single C     ACT Active          07/15/92
                                    EXTHLTH  Extended Health – Canada      ACT Active          07/15/92
                                    LIFECAN  Life Insurance Plan Canad     ACT Active          07/15/92
                                    RRSP     RRSP Retirement Plan          ACT Active          07/15/92
                                    VACATION Canadian Vacation Plan        ACT Active          07/15/92
     7704 Rivard, Jacques           DENFAM   Dental Insurance Family C     ACT Active          07/15/92
                                    EXTHLTH  Extended Health – Canada      ACT Active          07/15/92
                                    LIFECAN  Life Insurance Plan Canad     ACT Active          07/15/92
                                    RRSP     RRSP Retirement Plan          ACT Active          07/15/92
                                    VACATION Canadian Vacation Plan        ACT Active          07/15/92
Benefit Group. . . EXEC
     6001 Allen, Ray                AD&D100K FAD&D $100,000 Flex           ACT Active          01/01/98
                                    ADDFLEX  FAdd’l flex dollars           ACT Active          01/01/98
                                    DENT1E2  FDental–Basic EE and two      ACT Active          01/01/98
                                    ESOP     Employee Stock Option Pla     ACT Active          01/01/98
                                    LIFE10K  F10,000 Life Insurance        ACT Active          01/01/98
                                    LTD–01FL FDisability Long Term 55      ACT Active          01/01/98
                                    MEDDEN2+ FMedical Dental ER 2plus      ACT Active          01/01/98
                                    MED01–2+ FMedical Plan – $100 ded–     ACT Active          01/01/98
                                    PENSION  Pension Benefit Plan          PEN Pending Eligibi 01/01/98
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                                                   Employee List by Benefit Group                             Page       –        2
                                                                                                              Date       – 07/2 3/98

 Benefit  Job                                  Job  Employee                                Pay  Pay      Employment
  Group   Type      Description                Step  Number          Name                   Freq Cls        Status
 ––––––– –––––– –––––––––––––––––––––––––––––– –––– –––––––– –––––––––––––––––––––––––––––– –––– ––– ––––––––––––––––––––
 CDNSAL  3P–1   Payroll Manager                         7704 Rivard, Jacques                 B    S  Full–time Regular
 EXEC    A1     President                               6001 Allen, Ray                      S    S  Full–time Regular
 FACBEN  COACH  Coach                                   3084 Carmichael, Bradley D.          M    S  Full–time Regular
         TEACH  Teacher                        M1       3050 Morrisey, Anne E.               M    S  Full–time Regular
                                               B1       3076 O’Neil, Thelma P.               M    S  Full–time Regular
 HRLY                                        .          9999 Information, Profile            W    H  Full–time Regular
         0A–10  Purchasing Agent                        7503 Kraton, Ralph                   S    S  Full–time Regular
         4A–1   Administrative Assistant                7510 Moralez, Jesus                  S    H  Full–time Regular
         4A–2   Secretary                               1226 Jones, McDowell                 S    H  Full–time Regular
                                                        1610 Duck, Plucky                    B    S  Full–time Regular
                                                        5039 test, M                         S    H  Full–time Regular
                                                        5223 Taxdeferred, Arrear             S    S  Full–time Regular
                                                        6000 Easter, Melvyn                  S    H  Full–time Regular
                                                        6416 Devil, Tazmainian               B    S  Full–time Regular
         6G–2   Purchasing Manager                      7562 Mannon, Howard                  W    H  Full–time Regular
         6S–3   Security Screener                       7602 McFadden, Jeanine P.            W    H  Full–time Regular
                                                        7604 Menzor, Kim R.                  W    H  Full–time Regular
         6S–5   Security Guard                 ARM      7606 Moylan, Joseph L.               W    H  Full–time Regular
         64–5   Spec Typist                             7573 Martinez, Lillian E.            B    H  Full–time Regular
         65     Draftsperson                            7572 Miller, Michael                 B    H  Full–time Regular
         7H–1   Waiter/Waitress                         7508 Mai, Tien                       B    H  Full–time Regular
         8P–4   Setup Person                            7540 Milenski, Douglas               W    H  Full–time Regular
         9S–2   Sales Representative                    7564 Moriya, Carol                   W    H  Full–time Regular
 MGMT    0A–1   Accounting Manager                    900101 davis01, george                 S    S  Full–time Temporary
                                                      900102 George, Davis                   S    S  Full–time Regular
         0A–3   Financial Analyst                       6002 Abbot, Dominique                S    S  Full–time Temporary
         0P–2   Accountant                              7579 Martin, G M.                    S    S  Full–time Regular
         1M–2   Project Leader                          5651 Rothchild, Abigal               S    S  Full–time Regular
         2H–1   Human Resource Manager                  2006 Walters, Annette                S    S  Full–time Regular
         2H–2   Employment Representative               7500 McDougle, Cathy                 S    S  Full–time Temporary
         2H–5   EEO Specialist                          5127 Ebby, Chester A.                S    S  Full–time Regular
         3P–1   Payroll Manager                         7505 Mastro, Robert                  S    S  Full–time Regular
         5J–5   Electrician                             6003 Akin, Dwight                    S    H  Full–time Regular
 NONE                                                   7578 Griffin, Patrick S.             B    H  Full–time Regular
 SALARY  5J–8   Teacher                                 7504 Meade, Jane                     S    S  Full–time Regular
         6S–1   Security Supervisor                     7600 Malwitz, Terry M.               W    S  Full–time Regular
         64     Engineer                       SR       7566 Meikle, Chris                   B    S  Full–time Regular
                                               PR       7565 Marshall, Lynn V.               B    S  Full–time Regular
                                               JR       7568 McGrew, Nancy                   B    H  Full–time Regular
         64–1   Designer                                7570 Manderfield, Jake               B    H  Full–time Regular
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                                                       Employee Plan Changes                                  Page       –        1
                                                                                                              Date       – 07/2 3/98

   Plan   Address         Alpha                             Employee Employer  EE    ER     Begin     End
    ID     Number          Name                              DBA ID   DBA ID  Pnts  Pnts    Date      Date
 –––––––– –––––––– –––––––––––––––––––––––––––––––––––––––– –––––––– –––––––– ––––– ––––– ––––––––– –––––––
 DEN–01       2006 Walters, Annette                           1010     1008               01/01/98
 ESOP         2006 Walters, Annette                                                       01/01/98
 FSA–DEP      2006 Walters, Annette                           6005                        01/01/98
 FSA–MED      2006 Walters, Annette                           6004                        01/01/98
 LIFE         2006 Walters, Annette                           3002     3000               01/01/98
 LTD–01       2006 Walters, Annette                           1016     1011               01/01/98
 MED          2006 Walters, Annette                           4002     1005               01/01/98
 401K         2006 Walters, Annette                           7000     7001               01/01/98
 LIFE         2111 Ingraham, Paul                             3002     3000               01/01/98
 LTD–01       2111 Ingraham, Paul                             1016     1011               01/01/98
 MED+FAM      2111 Ingraham, Paul                             4004     1005               01/01/98
 401K         2111 Ingraham, Paul                             7000     7001               01/01/98
 DEN–01       2129 Jackson, John                              1010     1008               01/01/98
 FSA–DEP      2129 Jackson, John                              6005                        01/01/98
 FSA–MED      2129 Jackson, John                              6004                        01/01/98
 LIFE         2129 Jackson, John                              3002     3000               01/01/98
 LTD–01       2129 Jackson, John                              1016     1011               01/01/98
 MED+FAM      2129 Jackson, John                              4004     1005               01/01/98
 401K         2129 Jackson, John                              7000     7001               01/01/98
 DEN–01       3050 Morrisey, Anne E.                          1010     1008               01/01/98
 LIFE         3050 Morrisey, Anne E.                          3002     3000               01/01/98
 MED+ONE      3050 Morrisey, Anne E.                          4003     1005               01/01/98
 403(B)       3050 Morrisey, Anne E.                          9400                        01/01/98
 DEN–01       3076 O’Neil, Thelma P.                          1010     1008               01/01/98
 LIFE         3076 O’Neil, Thelma P.                          3002     3000               01/01/98
 LTD–01       3076 O’Neil, Thelma P.                          1016     1011               01/01/98
 MED          3076 O’Neil, Thelma P.                          4002     1005               01/01/98
 STD–01       3076 O’Neil, Thelma P.                          1017                        01/01/98
 403(B)       3076 O’Neil, Thelma P.                          9400                        01/01/98
 DEN–01       3084 Carmichael, Bradley D.                     1010     1008               01/01/98
 LIFE         3084 Carmichael, Bradley D.                     3002     3000               01/01/98
 LTD–01       3084 Carmichael, Bradley D.                     1016     1011               01/01/98
 MED+FAM      3084 Carmichael, Bradley D.                     4004     1005               01/01/98
 403(B)       3084 Carmichael, Bradley D.                     9400                        01/01/98
 AD&D100K     6001 Allen, Ray                                 1015                        01/01/98
 ADDFLEX      6001 Allen, Ray                                          6002               01/01/98
 DENT1E2      6001 Allen, Ray                                 1551                        01/01/98
 ESOP         6001 Allen, Ray                                                             01/01/98
 LIFE10K      6001 Allen, Ray                                 5105                        01/01/98
 LTD–01FL     6001 Allen, Ray                                 1018                        01/01/98
 MEDDEN2+     6001 Allen, Ray                                          5050               01/01/98
 MED01–2+     6001 Allen, Ray                                 1521                        01/01/98
 PENSION      6001 Allen, Ray                                                             01/01/98
 SPND–DEP     6001 Allen, Ray                                 4598             4601       01/01/98
 SPND–MED     6001 Allen, Ray                                 4599             4600       01/01/98
 VISIONE2     6001 Allen, Ray                                 5503                        01/01/98
 401K         6001 Allen, Ray                                 7000     7001               04/01/98
 DEN–01       6003 Akin, Dwight                               1010     1008               01/01/98
 FSA–MED      6003 Akin, Dwight                               6004                        01/01/98
 LIFE         6003 Akin, Dwight                               3002     3000               01/01/98
 MED          6003 Akin, Dwight                               4002     1005               01/01/98
 ADDFLEX      7500 McDougle, Cathy                                     6002               01/01/98
 DENT1E1      7500 McDougle, Cathy                            1541                        01/01/98
 LIF1XP       7500 McDougle, Cathy                            5110                        01/01/98
 LTD–01FL     7500 McDougle, Cathy                            1018                        01/01/98
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                                                        Dep/Bens by Employee                                  Page       –        1
                                                                                                              Date       – 27.0 5.97
   Plan                      Pln                 Dep/Ben                        Soc. Sec.  D   %              DB Effective  End ing
    ID       Description     Opt   Description    Number          Name           Number    B Alloc. Relation  Ty   Date      Da te
 –––––––– –––––––––––––––––– ––– ––––––––––––––– –––––––– –––––––––––––––––––– ––––––––––– – –––––– ––––––––– –– ––––––––– –––– ––––
Employee . . 2129  Mr. John Jackson
 DEN–01   Dental – EE only   FAM EE plus family      5274 Jackson, John Jr        –  –     D  0,00  Child        01.01.98
                                                          191 W. Belleview
                                                          Fullerton
 DEN–01   Dental – EE only   FAM EE plus family      5282 Jackson, Andy           –  –     D  0,00  Child        01.01.98
                                                          191 W. Belleview
                                                          Fullerton
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Work with Enrollments in Single Plans

Working with Enrollments in Single Plans
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Ending Enrollment in a Single Plan

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Single Plan Entries
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Correcting Mistaken Enrollment

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Single Plan Entries
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Changing Elections

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Single Plan Entries
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ÑÑ Exercises
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Ending Enrollment in All Single Plans

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Single Plan Entries
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Work with Enrollments in Group Plans

Working with Enrollments in Group Plans
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Ending Enrollment in a Group Plan

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Benefit Group Selections
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Correcting Mistaken Enrollment

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Benefit Group Selections
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What You Should Know About
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Changing Elections

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Benefit Group Selections
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Ending Enrollment in All Group Plans

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Benefit Group Selections
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Update Rates

Updating Rates
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Updating the DBAs Attached to the Plan Master

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Plan Master Information
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Updating the Options on the Plan Master

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Plan Master Information
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Recalculating the Costs for Plan Options

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), enter 27

From Benefits Administration Advanced/Technical Operations (G08B3), choose
Recalculate Option Costs
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  083810                                              J.D. Edwards & Company                                   Page No. . .    2
                                                  Recalculate Plan Option Costs                                Date – . . .  1/ 01/98
                                                                                                               **************
                                                                                                               * Proof Mode *
                                                     Effective Date  12/31/97                                  **************

                                                                                                                   ––––NEW RECO RD–––
 Employee                              Plan   Pln Enr DBA                Previous        New     Pay Str  Pay Stop Pay Str  Pay  Stop
  Number            Name                ID    Opt Sts Code Description   Amt / Rate  Amt / Rate    Date     Date     Date     D ate
 –––––––– –––––––––––––––––––––––––– –––––––– ––– ––– –––– ––––––––––––– ––––––––––– ––––––––––– –––––––– –––––––– –––––––– ––– –––––
 ==================== ============ ==============================
     7504 Meade, Jane                DEN–01   FAM ACT 1010 Dental Ins.      13.0000  ** No Chang 10/01/93 12/30/97 12/31/97 06/ 30/98
                                                      1008 Dental/Co.                    8.6400  10/01/93 12/30/97 12/31/97 06/ 30/98
     7505 Mastro, Robert             DEN–01   FAM ACT 1010 Dental Ins.      13.0000  ** No Chang 10/01/93 12/30/97 12/31/97 07/ 31/98
                                                      1008 Dental/Co.                    8.6400  10/01/93 12/30/97 12/31/97 07/ 31/98
     2129 Jackson, John              DEN–01   FAM ACT 1010 Dental Ins.      13.0000  ** No Chang 01/01/98
                                                      1008 Dental/Co.                    8.6400  01/01/98
     5651 Rothchild, Abigal          DEN–01   ONE ACT 1010 Dental Ins.       8.0000  ** No Chang 01/03/90 12/30/97 12/31/97
                                                      1008 Dental/Co.                    8.6400  01/03/90 12/30/97 12/31/97
     7505 Mastro, Robert             TEST     T   ACT 2010 TEST   Ins.      20.0000  ** No Chang 08/01/98
                                                      1010 Dental Ins.       5.5000  ** No Chang 08/01/98
                                                      1008 Dental/Co.                    8.6400  08/01/98

Processing Options for Recalculate Option Costs

REPORT PRINT OPTIONS:

---------------------
1. Enter new Employee Enrollment Date               ____________
   or leave blank for system date to
   default.

2. Enter ’1’ to run report in final                 ____________
   mode. Default submits report in
   proof mode.

3. Enter ’1’ to WRITE new records if the            ____________
   new enrollment date is greater than
   the old enrollment date.  Default of
   blank will UPDATE the enrollment re-
   cords with just new rates if the new
   enrollment date is either before or
   after the old enrollment date.
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What You Should Know About Processing Options
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Updating Existing Plans for Open Enrollment

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Plan Master Information
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Manage Enrollment Processes

Managing Enrollment Processes
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Managing Open Enrollment
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ÑÑ Exercises
��� ��� � ������� ��� ���� ��������

Ending Enrollment in All Plans

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Batch Enrollment
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Processing Options for Batch Enrollment

1. Enter the effective date for                     ____________
    processing.   All eligibility will
    be tested as of this date and all
    enrollment records effective on this
    date will be processed.  Default of
    blank will use today’s date.

2. Enter a ’1’ to print reports and                 ____________
    process enrollment.  Default of
    blank will execute this program in
    proof mode which will print the
    reports without processing
    enrollment.

3. Enter the specific Group Category to             ____________
    be processed.  Default of blank will
    process all categories.

4. Enter the specific Plan to be                    ____________
    processed.  Default of blank will
    process all plans.

5. Enter a ’1’ to enroll the indicated
    Employees in mandatory and default
    plans:
     New Hires (Emp Action=’N’)                     ____________
     Rehires   (Emp Action=’R’)                     ____________
     Transfers (Emp Action=’T’)                     ____________
     Active    (Emp Action=’A’)                     ____________
6. Enter a ’1’ to print only those                  ____________
    Employee enrollment records that
    change.  Default of blank will print
    each enrollment record processed.

7. Enter a ’1’ to print the indicated
    report:
            Detail by Employee                      ____________
            Invalid Enrollment                      ____________
            One Election Required                   ____________
            Manual Review                           ____________
            No Action Taken                         ____________

ÑÑ Exercises
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COBRA Coverage

Objectives

� �" �" #�, *�'� '�� %��(��'�"!& "� '�� 	"!&"����'�� 
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� �" '%��� #%"���� ��'� "! $(������� ��!������%��&

About COBRA Coverage
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What Is a Qualifying Event?
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Who Are Qualified COBRA Beneficiaries?
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How Do You Comply with COBRA Coverage?
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Process COBRA Notification

Processing COBRA Notification
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Entering COBRA Beneficiaries Manually

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1), choose Beneficiary Entry
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Entering COBRA Beneficiaries by Batch

On Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1) enter 29

From COBRA Compliance Setup (G08C4), choose Create Beneficiaries from
Employees
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Processing Options for Create Beneficiaries from Employees

Enter a ’1’ to update the existing                  ____________
participant master with changes from the
employee master.  A blank will only add
new records to the participant master
for new hires.

Linking Dependents to a Qualified COBRA Beneficiary

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1), choose Dependent/Beneficiaries by
Employee
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Processing Options for Dependents/Beneficiaries by Employee

1. Enter a World Writer Version name to
   “Skip to” when calling the World
   Writer Versions List.  Default of
   blank will display the entire list of
   Benefits World Writers (Group Q083).             ____________

2. Enter ’1’ to display data in the full
   detail format.  Enter ’2’ to display             ____________
   data in the partial detail format.
   A blank displays the full detail
   format.

ÑÑ Exercises
���  �� �#������� ���  ��� ���� ���
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Entering Qualifying Events

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1), choose Enter QEs for Beneficiary

�!�& � )-�$"�1"& �.�&, '��-*+� )-�$"�"�� ��&��"�"�*"�+ �*� �$" "�$� �'* ����
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Processing Options for COBRA Qualifying Event Entry

LETTER WINDOW

----------------------------------------
   Enter the title of the letter window.            ____________

ÑÑ
Ñ

Exercises
��� $�� �(�"��#�# ��" $��# ��� $�"�

Creating COBRA Coverage

On Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1) COBRA Election Coverage

From COBRA Election Coverage (G08C11), choose Create Election Coverage
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Before You Begin
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Preparing Coverage Information

On Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1) COBRA Election Coverage

From COBRA Election Coverage (G08C11), choose Print Election Form
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  089205                                          J.D. Edwards & Company                        Page – . . .    2
                                            COBRA – Print Election Form                                Date – . . .  5/09/97
 Participant. . . . . . . . . .     3068 Pugh, James R.                   Election Ends . . . 03/15/98
 Qualifying Event . . . . . . . HR       Work Hour Reduction              Coverage From . . . 01/02/98
 Date Qualifying Event. . . . . 01/01/98                                  Coverage Thru . . . 07/01/99
 Enter an ’X’    Plan                                                       Premium  Handling    Total   . .Coverage DBA. .
 to Elect Plan    ID      Opt          Plan          / Option Descriptions   Amount   Charge      Due     No.  Description
 ––––––––––––– –––––––––––––– –––––––––––––––––––––––––––––––––––––––––––– ––––––––– ––––––––– ––––––––– –––– –––––––––––––
 _____________ DEN–01         Dental – EE only                                100.00    200.00   300.00  1010 Dental Ins.
 _____________ DEN–01   / FAM Dental – EE only       / EE plus family         150.00    300.00   450.00  1010 Dental Ins.
 _____________ DEN–01   / ONE Dental – EE only       / EE plus one            125.00    250.00   375.00  1010 Dental Ins.
 _____________ MED            Medical Plan – Employe                          100.00    200.00   300.00  4002 Med–EE
 _____________ MED+FAM        Medical Plan – Plus Fa                          150.00    300.00   450.00  4004 Med–EE+Fam
 _____________ MED+ONE        Medical Plan – Employe                          125.00    250.00   375.00  4003 Med–EE+1
 

See Also

� 
� ����� �!����#��� 
"�� � ����	���� % !#��% � ��%%�# %��% � %����$
"&������� ���������#��$  � %�� "&����)��� �'��%

� ��  ��� �� � ���� ��� �� ��� ����
 ��"����� �������� % ��%�# ����

#�%�$  � � !���

Processing Options for COBRA – Print Election Form

Report Detail Option:

---------------------

1. Enter a ’1’ to omit printing                     ____________
   Coverage DBA details.

2. Enter a ’1’ to omit printing premium             ____________
   and handling charges as well as the
   Coverage DBA details.

3. Enter an Effective Date to print new             ____________
   premium and handling charges.  Blank
   will print the current records.

Reviewing Qualifying Events for a Beneficiary

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1), choose Review QEs for Beneficiary
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��� $)$%�� ��$!��)$ %�� ���%��� "&����)��� �'��%� ��'��( "&����)��� �'��%$ (���
) & (��% % #�'��(  ��  � %�� � �� (���	
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Reviewing the Report of Qualifying Events for a Beneficiary

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1), choose Print QEs for Beneficiary
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  08918                                               J.D. Edwards & Company                                   Page – . . .    2
                                                    Print QEs for Beneficiary                                  Date – . . .  5/ 09/97
  .Qualified Beneficiary. Q                  Event     . .Related Employee. .  . .Responsible Party. .    Date   Election  Noti ce
 Address    Description   E    Description   Date     Address    Description   Address    Description   Reported  Expire  Maile d
 –––––––– ––––––––––––––– –– ––––––––––––––– –––––––– –––––––– ––––––––––––––– –––––––– ––––––––––––––– –––––––– –––––––– ––––– –––
     3068 Pugh, James R.  HR Work Hour Reduc 01/01/98     3068 Pugh, James R.      3068 Pugh, James R.  01/15/98          01/15 /98
     5291 Jackson, Janice DV Divorce or Lega 01/06/98     2129 Jackson, John       2129 Jackson, John   01/06/98          01/15 /98
     5485                 TM Termination of  08/21/97     5485                     5485                 08/21/97          08/21 /97
     5651 Rothchild, Abig HR Work Hour Reduc 03/01/98     5651 Rothchild, Abig     5651 Rothchild, Abig 03/01/98          03/15 /98
     6744 Harrison, Blake TM Termination of  03/15/98     6744 Harrison, Blake     6779 Austin, Michael 03/31/98          03/31 /98
     6779 Austin, Michael TM Termination of  03/15/98     6779 Austin, Michael     6779 Austin, Michael 03/31/98          03/31 /98
     7502                 TM Termination of  03/15/98     7502                     6779 Austin, Michael 03/31/98          03/31 /98
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Work with COBRA Coverage

Working with COBRA Coverage
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Choosing COBRA Plans

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1) choose COBRA Election Coverage

From COBRA Election Coverage (G08C11), choose Elect COBRA Coverage
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Processing Options for COBRA – Elect COBRA Coverage

VIDEO DISPLAY:

----------------------------------------
   Enter ’1’ to display COBRA Plan with             ____________
   related DBAs on first line or blank
   to display Elected Coverage Dates and
   Waiver Dates.
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Reviewing COBRA Coverage

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1) choose COBRA Election Coverage

From COBRA Election Coverage (G08C11), choose COBRA Coverage Review
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Revising COBRA Coverage 

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1) choose COBRA Election Coverage

From COBRA Election Coverage (G08C11), choose COBRA Coverage Detail
Revisions
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Printing Premium Statements

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1) choose COBRA Election Coverage

From COBRA Election Coverage (G08C11), choose Print COBRA Premium
Statements
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  08959                                               J.D. Edwards & Company                                   Page – . . .    2
                                                       COBRA Premium Report                                    Date – . . .  7/ 26/98
                                                        Only Elected Plans

 Qualified Beneficiary. .     5651 Rothchild, Abigal
 Qualifying Event . . . . HR       Work Hour Reduction
 Date Qualifying Event. . 03/01/98
   Plan                         Premium   Handling   Total   . . Coverage . .
    ID    Opt Plan Description   Amount    Charge     Due      From     Thru
 –––––––– ––– –––––––––––––––– ––––––––– ––––––––– ––––––––– –––––––– ––––––––
 DEN–01   ONE Dental – EE only    125.00      2.50    127.50 03/02/98 09/01/99
 MED+ONE      Medical Plan – E    125.00      2.50    127.50 03/02/98 09/01/99
                    Totals        250.00      5.00    255.00
              Grand Totals        250.00      5.00    255.00

Processing Options for COBRA Premium Report

Report Detail Options:

----------------------

1. Enter a ’1’ to omit printing                     ____________
   Coverage DBA details.

2. Enter a ’1’ to omit printing From                ____________
   and Thru dates as well as the
   Coverage DBA details.

Reviewing the Elected Coverage by Qualified Beneficiary Report

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1) choose COBRA Election Coverage

From COBRA Election Coverage (G08C11), choose Election Report by QB
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  089209                                              J.D. Edwards & Company                                   Page – . . .    4
                                                         Elected Coverage                                      Date – . . .  7/ 17/98
                                                                by
                                                      Qualified Beneficiary

 Qualified Beneficiary. .     5651 Rothchild, Abigal
 Qualifying Event . . . . HR       Work Hour Reduction
 Date Qualifying Event. . 03/01/98
   Plan                                                     Handling   Total   QB
    ID    Opt  Description        Coverage DBA     Premium   Charge     Due    Pds
 –––––––– ––– –––––––––––––––– –––––––––––––––––– ––––––––– –––––––– ––––––––– –––
 DEN–01   ONE Dental – EE only 1010 Dental Ins.      125.00     2.50    127.50  18
 MED+ONE      Medical Plan – E 4003 Med–EE+1         125.00     2.50    127.50  18
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Processing Options for COBRA Election Report by Employee

REPORT DETAIL OPTIONS:

----------------------

   Enter a ’1’ to print all coverages
   the qualified beneficiary has
   elected.  A default of blank will
   print only those coverages that have
   not been elected.                                ____________

Reviewing the Election Report by Type of Coverage Report

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1) choose COBRA Election Coverage

From COBRA Election Coverage (G08C11), choose Election Report by Type
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  0892091                                             J.D. Edwards & Company                                   Page – . . .    3
                                                      COBRA Election Report                                    Date – . . .  7/ 27/98
                                                       by Type of Coverage

   Benefit Plan ID. . . . MED+ONE       Medical Plan – Employee + one
   Plan Option. . . . . .
 . . . . Qualified Beneficiary. . . .                                          Handling    Total   QB
  Number             Name              Q/E  Date     Coverage DBA     Premium   Charge      Due    Pds
 –––––––––––––––––––––––––––––––––––– ––––––––––– –––––––––––––––––– ––––––––– ––––––––– ––––––––– –––
     5651 Rothchild, Abigal           HR 03/01/98 4003 Med–EE+1         125.00      2.50   127.50   18
                                                             Totals     250.00      5.00   255.00
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Work with COBRA Profile Data

Working with COBRA Profile Data 
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Entering COBRA Profile Data
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Entering Profile Data in Narrative Format

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1), choose Profile Data Entry
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Entering Profile Data in Code Format

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1), choose Profile Data Entry
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Processing Options for Profile Data Entry

1.  Enter the Profile Data Base name                ____________
    for the type of information you
    wish to revise, as follows:
    A = Applicants,
    E = Employees (default value),
    J = Jobs,
    H = Health & Safety Cases,
    P = Dependents/Beneficiaries
    R = Requisitions.

Reviewing Profile Data by Beneficiary

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1), choose Profile by Beneficiary
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Reviewing Profile Data by Type

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1), choose Profile by Data Type

� ��#��"�'� ��������! %��" "�  �$��% � ����� ���� ��"��� �� � !������� "'�� ��
� ����� ��"�� �� �&������ �� '�# ����"��� �#  ��" !"�"#! ���� ��"���� '�# ���
 �$��% !"�"#! ���� ��"��� �� "�� ������� ����� ��# ���  �$��% "��! ���� ��"���
������ "� ��!%� �#�!"���! � �� '�# ������' � 

	��  �� �!��"�"�$�!�



Human Resources — Benefits

3–40 A8.1 (8/97)

�
 ������ ��
��	� ��
� �� 
���

�� 
!����� �( 
�#� �(��

�� �� !�%��& ��� #�� �!����� ��#� ��! � ��#� #(��� ������#� #�� �����&��� ������

� �(�� �� 
�#�

�� 	���"� #�� 
�#� ��#!( ��#��� #� !�%��& �!����� ��#� ��#�!�� �� ����
��!��#�

�� 	���"� #�� ��'# ��#!( ��#��� #� %��& �!����� ��#� ��#�!�� �� ��!!�#�%�
��!��#�
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Reviewing the Beneficiary Profile Report

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1), choose Beneficiary Profile
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  080415                                               J.D. Edwards & Company                              Page Number        2
                                                   Dependent/Beneficiary Profile                           Date         7/27/98
                                                        in Alphabetic Order

  Dep/Beneficiary.      5651    Rothchild, Abigal
  Tax ID Number . . 528–55–6451
  Date Of Birth . .
  COBRA Election History
  ==============================
     Plan/Opt  ElectDte                  Current Status                    Comments                Cost
    –––––––––– ––––––––          –––––––––––––––––––––––––––––– –––––––––––––––––––––––––––––– –––––––––––––
    DEN–01     03/15/98          Actively Enrolled                                                   100.00
    MED+ONE    03/15/98          Actively Enrolled                                                   150.00
                                                                                               ––––––––––––– –––––––––––––
                                                                                     Total           250.00
  COBRA Notification
  ==============================
       Type      Date                   Address Sent to:                   Followup             #Time Sent
    –––––––––– ––––––––          –––––––––––––––––––––––––––––– –––––––––––––––––––––––––––––– –––––––––––––
    INIT       03/01/98          2324 S. Van Buren Ave                                                 2.00
                                                                                               ––––––––––––– –––––––––––––
                                                                                     Total             2.00

Reviewing the Beneficiary by Data Type Report

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1), choose Beneficiary by Data Type
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  080405                                               J.D. Edwards & Company                                Page Number        2
                                                        Dep/Ben by Data Type                                 Date         7/17/ 98
                                                         In Numerical Order
  COBRA Election History
  ==============================
  Dep/Benefic    Name                  ElectDte                  Current Status               Comments         Cost
  ––––––––––– –––––––––––––––––––––––– –––––––– –––––––– ––––––––––––––––––––––––– ––––––––––––––––––––––– ––––––––––––
   Plan/Opt  . . . . . DEN–01
         5291 Jackson, Janice Bates    01/15/98          Currently Enrolled                                     100.00
         5651 Rothchild, Abigal        03/15/98          Actively Enrolled                                      100.00
                 Had root canal 9/6/89.
                 Two crows replaced 8/15/94.
                                                                                                           ––––––––––––
                                                                      Total for: DEN–01                         200.00
   Plan/Opt  . . . . . MED
         5291 Jackson, Janice Bates    01/15/98          Currently Enrolled                                     100.00
                                                                                                           ––––––––––––
                                                                      Total for: MED                            100.00
   Plan/Opt  . . . . . MED+ONE
         5651 Rothchild, Abigal        03/15/98          Actively Enrolled                                      150.00
         5670 Rothchild, John          03/15/98          Enrolled through spouse
                                                                                                           ––––––––––––
                                                                      Total for: MED+ONE                        150.00
                                                                                                           ––––––––––––
                                                                      Total for: COBRA Election Histo           450.00
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Flexible Spending Accounts

Objectives

� 
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� � ���!! �����!

About Flexible Spending Accounts
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Work with Enrollment Information

Working with Enrollment Information
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Enrolling an Employee in a Flexible Spending Account

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Benefit Group Selections
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Entering Automatic Deposit Instructions

From Human Resources (G08), choose Flexible Spending Accounts

From Benefits Administration (G08F1), enter 27

On FSA Advanced/Technical Operations (G08F3), choose Balance Revisions
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Changing an Election for the Current Year

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Benefit Group Selections
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Revising the Balance for the Current Year

From Human Resources (G08), choose Flexible Spending Accounts

From Benefits Administration (G08F1), enter 27

On FSA Advanced/Technical Operations (G08F3), choose Balance Revisions
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Processing Options for Balance Revisions

DISPLAY CRITERIA:

-----------------

1. Enter a ’1’ to display the COBRA
   Additions field.  A default of blank
   will not display this field . . . . .            ____________

FOR MANUAL ENTRY OF BALANCES:

-----------------------------

2. Enter the Year to use as a default.
   A default of blank will use the
   current year. . . . . . . . . . . . :            ____________

3. Enter a ’1’ to prevent the Plan ID
   from being cleared.  A default of
   blank will clear this field after
   Changes or Adds . . . . . . . . . . :            ____________

Entering COBRA Contributions

From Human Resources (G08), choose Flexible Spending Accounts

From Benefits Administration (G08F1), enter 27

On FSA Advanced/Technical Operations (G08F3), choose Balance Revisions
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Work with Claims

Working with Claims
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Entering a Flexible Spending Account Claim

From Human Resources (G08), choose Flexible Spending Accounts

From Flexible Spending Accounts (G08F1), choose Claim Entry
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Processing Options for Flexible Spending Account Claim Entry

CRITERIA FOR EDITING FIELDS:

----------------------------

1. Enter a ’1’ if a Claim Number is
   REQUIRED to be entered.  A default of
   blank will automatically assign the
   Payroll Transaction Number to the
   Claim Number. . . . . . . . . . . . .            ____________

2. Enter a ’1’ if a Claim Explanation is
   REQUIRED to be entered.  A default of
   blank will use the description of the
   Service Provided Code . . . . . . . .            ____________

MINIMUM AMOUNT CRITERIA:

------------------------

3. Enter the MINIMUM Amount to qualify
   for reimbursement.  Amounts Submitted
   that are less than the Minimum will
   be automatically placed into the
   “Pending” field.  A default of blank
   will not check the Amounts. . . . . .            ____________

PENDING AMOUNT CRITERIA:

------------------------

4. Enter a ’1’ to place the requested
   amount on any new claims in “Pending”
   if existing claims are found to have
   amounts that do not meet the minimum
   amount.  Be aware that the “Create
   Claims to Pay” program must be
   executed to combine these claims and
   create time card records for the
   Payroll Cycle.  A default of blank
   will pay as much as possible of the
   new claims (use F1 for more info) . .            ____________

What You Should Know About Processing Options
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Reviewing an Entered Claim

From Human Resources (G08), choose Flexible Spending Accounts

From Flexible Spending Accounts (G08F1), choose Claim Entry
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Entering Manual Claims

From Human Resources (G08), choose Flexible Spending Accounts

On Flexible Spending Accounts (G08F1), enter 27

From FSA Advanced/Technical Operations (G08F3), choose Single Claim Entry
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Processing Options for Flexible Spending Account Single Claim Entry

DISPLAY CONTROL:

----------------
1. Enter ’1’ to suppress display and
   entry of Optional Information.  A
   default of blank will permit display
   and entry of optional information . .            ____________

2. Enter ’1’ to display “Pending Payoff”
   detail.  A default of blank will
   display the current claim status. . .            ____________

CRITERIA FOR EDITING FIELDS WHEN

ADDING CONVERSION “MANUAL” CLAIMS:

----------------------------------

3. Enter a ’1’ if a Claim Number is
   REQUIRED to be entered.  A default of
   blank will automatically assign the
   Payroll Transaction Number to the
   Claim Number. . . . . . . . . . . . .            ____________

4. Enter a ’1’ if a Claim Explanation is
   REQUIRED to be entered.  A default of
   blank will use the description of the
   Claim Code. . . . . . . . . . . . . .            ____________

See Also
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Reviewing All Claims for an Employee

From Human Resources (G08), choose Flexible Spending Accounts

From Flexible Spending Accounts (G08F1), choose Account Review
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Processing Options for FSA – Account Review

DISPLAY CRITERIA:

-----------------

1. Enter a ’1’ to display the COBRA
   Additions field.  A default of blank
   will not display this field . . . . .            ____________

2. Enter a ’1’ to display claims in
   payment format.  A default of blank
   will display the claims in claim
   status format . . . . . . . . . . . .            ____________

3. Enter a ’1’ to display claims in des-
   cending sequence by date. A default
   of blank will use ascending sequence.            ____________

STATEMENT CRITERIA:

-------------------

4. Enter the Spending Accounts State-
   ments Version number to be used when
   statement print is requested.  A
   default of blank will use ’ZJDE0001’.            ____________
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Creating Claims

From Human Resources (G08), choose Flexible Spending Accounts

From Flexible Spending Accounts (G08F1), choose Create Claims to Pay
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Processing Options for Create Claims to Pay

RUN CONTROL OPTIONS:

--------------------
1. Enter ’1’ to BYPASS the creation of
   “Pending Payoff” claims (thus only
   a Report will be printed). Default of
   blank WILL create claims records. . .            ____________

2. Enter date to be used for the Payroll
   Work Date.  This date will by used by
   the Payroll Cycle to “pick up” claims
   which have work dates between the
   effective dates of the Payroll.
   A default of blank will use the
   the current system date . . . . . . .            ____________

RUN CONTROL OPTIONS (cont.)

---------------------------

3. Enter the DREAM Writer version to be
   used for the Time and Pay Register
   printed by this job. Default of blank
   will use version ’XJDE0001’ . . . . .            ____________

4. Enter the MINIMUM amount to qualify
   for reimbursement.  All pending amts
   that do not meet this minimum after
   being combined with other outstanding
   claims (if any) will not be paid.
   A default of blank will process all
   pending amounts regardless of size. .            ____________

CLAIM DETAIL PRINT CONTROL:

---------------------------

5. Enter ’1’ to print extended Claim
   detail (Dates, Descriptions, and
   Participants).  Default of blank will
   not print extended claim detail . . .            ____________

6. Enter ’1’ to print Payroll Claim
   information (Pay data and Check
   data – if any).  Default of blank
   will not print Payroll claim
   information . . . . . . . . . . . . .            ____________
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What You Should Know About Processing Options
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��! ����� 
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Correcting a Claim

From Human Resources (G08), choose Flexible Spending Accounts

From Flexible Spending Accounts (G08F1), choose Claim Entry
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Voiding a Paid Claim

From Human Resources (G08), choose Flexible Spending Accounts

On Flexible Spending Accounts (G08F1), enter 27

From FSA Advanced/Technical Operations (G08F3), choose Single Claim Entry

�#) !)'( *#�� � � ��! +��"�*�& (�� �!$ #-�� ��' &����*�� (�� +&#"�
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Correcting an Unpaid Voided Claim

From Human Resources (G08), choose Flexible Spending Accounts

On Flexible Spending Accounts (G08F1), enter 27

From FSA Advanced/Technical Operations (G08F3), choose Single Claim Entry
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Reviewing Account Balances by Plan

From Human Resources (G08), choose Flexible Spending Accounts

From Flexible Spending Accounts (G08F1), choose Account Summary by Plan
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Reviewing a Single Claim

From Human Resources (G08), choose Flexible Spending Accounts

From Flexible Spending Accounts (G08F1), choose Single Claim Review

�!' �� $�(��) � �!$��&�! �!$ � + ����� ! �� �� ��� +!' '%� &��% � #'�$+
"$!�$��� +!' ��  !& ���  �) �����% !$ �!$$��& !$ ����&� �*�%&� � �����%� �%�
&��% "$!�$�� )�� +!' )� & &! $�(��) ����� � �!$��&�! &! "$!(��� ������ &%
)�&� � �!$��&�! )�&�!'& &�� �! ��$ !� � ��(�$&� &�+ ��� �� � &�� �����
� �!$��&�! �



Work with Claims

A8.1 (8/97) 4–39

�
 ���	�� � �	��
� �
�	�

�� 
����� ����� ��!��"

�� �������� ��� �����"��� ������ ��� ����� 	�����

� 	����#�� 
 ����

� ����� 
 ����

�� ��!��" ��� ������

What You Should Know About
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Reviewing Statements by Employee

From Human Resources (G08), choose Flexible Spending Accounts

From Flexible Spending Accounts (G08F1), choose Spending Account
Statements
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                           08376                  J.D. Edwards & Company                 Page No. . .    4
                                           Flexible Spending Account Statement           Date – . . .  1/01/98
                                                                                         Acct Year. . 1998
                          Employee No.        2006 Walters, Annette                       Plan ID. . . FSA–MED
                          Account Balance Information:    Account Balance =     1,075.00
                          Current Yr Elect . .  1,200.00                            YTD Requested.    125.00
                                                                                    YTD Rejected .
                           Flex Acct Addns . .                 .00 Semi–Monthly     Amt Pending. .
                           PR Deductions . . .     50.00     50.00  ”              YTD Claims Pd .
                                                                                   Claims To Pay .    125.00
                          Total Paid In. . . .     50.00                          Total Claims . .    125.00
                          –––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––
                          Service   Claim          SP     Explanation            Check    Check       Claims
                            Date       Number      CD                             Date    Number       Paid
                          –––––––– ––––––––––––––– –– ––––––––––––––––––––––––– –––––––– ––––––––  ––––––––––
                          06/02/98 000003298       M  Medical Care Expenses
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Process Flexible Spending Accounts at Year-End

Processing Flexible Spending Accounts at Year-End
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Reviewing Flexible Spending Account Reports

From Human Resources (G08), choose Flexible Spending Accounts

From Flexible Spending Accounts (G08F1), choose World Writers
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                                            Spending Account Balance for Dependent Care                       Page       –        1
                                            Acct Balance = Total Paid In – Total Claims                       Date       – 07/1 8/98

 Address         Alpha         Current Yr Flex Acct   Payroll    COBRA   Requested  Rejected Pending   Claims       Claims
  Number          Name          Election  Additions  Deduction   Add’ns    Amount    Amount   Amount   To Pay        Paid
 –––––––– –––––––––––––––––––– –––––––––– –––––––––– –––––––––– –––––––– –––––––––– –––––––– –––––––– ––––––––   ––––––––––––
     2129  Jackson, John          600.00                                     25.00             25.00
     2006  Walters, Annette       600.00                150.00               50.00                        50.00
                               –––––––––– –––––––––– –––––––––– –––––––– –––––––––– –––––––– –––––––– ––––––––––  ––––––––––
 ––––––––––
Grand Total Level
Sum                             1,200.00                150.00               75.00             25.00      50.00

                                             Spending Account Balance for Medical Care                        Page       –        1
                                           Acct Balance = Cur. Yr Election – Total Claims                     Date       – 07/1 8/98

 Address         Alpha         Flex Acct   Payroll    COBRA   Current Yr Requested  Rejected Pending    Claims     Claims
  Number          Name         Additions  Deduction   Add’ns   Election    Amount    Amount   Amount    To Pay      Paid
 –––––––– –––––––––––––––––––– –––––––––– –––––––––– –––––––– –––––––––– –––––––––– –––––––– –––––––– –––––––––– ––––––––––
     6003  Akin, Dwight                                          600.00      75.00                        75.00
     2129  Jackson, John                                       1,200.00      75.00                        75.00
     2006  Walters, Annette                   50.00            1,200.00     125.00                       125.00
                               –––––––––– –––––––––– –––––––– –––––––––– –––––––––– –––––––– –––––––– –––––––––– ––––––––––
 ––––––––––
Grand Total Level
Sum                                           50.00            3,000.00     275.00                       275.00
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Running the Integrity Report

From Human Resources (G08), choose Flexible Spending Accounts

From Flexible Spending Accounts (G08F1), enter 27

From FSA Advanced/Technical Operations (G08F3), choose Integrity Report -
Claims Detail

� �& 1'- *-& , � !&,��*!,1 (*'�*�%� , � +1+,�% �'%(�*�+ , � �$�!%+ �*'% , �
�$�0!�$� �(�&�!&� ���'-&,+ �$�%+ ,��$� ����	
�� ,' , � �$�0!�$� �(�&�!&�
���'-&,+ ��$�&��+ ,��$� ����	
�� �&� ��&�*�,�+ � *�('*,� � � �&,��*!,1 *�('*,
$!+,+ , � ��$�&�� �'* ��� ���'-&, �&� , � �++'�!�,�� �$�!%+ !& , � ��,�!$ *'/+�
� � �!�-*�+ !& , � ��$�&�� *'/ �&� , � ��,�!$� '* �$�!%+� *'/+ + '-$� %�,� �

� � +1+,�% �$/�1+ �++-%�+ , �, , � ��,�!$� '* �$�!%� !&�'*%�,!'& !+ �'**��,� ��
, �*� !+ �&1 �!+�*�(�&�1� 1'- ��& %�#� �'**��,!'&+ '& �!&�$� �$�!% �&,*1 '*
��$�&�� ��.!+!'&+�

�'- ��& +�, , � (*'��++!&� '(,!'& �&� �*��,� � (*'�*�% .�*+!'& ,' '&$1 (*!&, �
*�('*,� �'- ��& *�.!�/ , � *�('*, �'* �**'*+� �'- ��& %�#� �'**��,!'&+ ,' �!, �*
, � �$�!%+ '* , � ��$�&�� �&� *-& , � !&,��*!,1 *�('*, -&,!$ �', , � ��$�&�� �&�
��,�!$ !&�'*%�,!'& %�,� � ��,�* 1'- *-& , !+ (*'�*�% !& -(��,� %'��� 1'- ��&
*-& , � 1��*2�&� (*'�*�%�

� � �'$$'/!&� ,/' �'&�!,!'&+ ��& ��-+� �**'*+ '& , � !&,��*!,1 *�('*,�

� � � �$�!% ��,�!$ �'�+ &', %�,� , � ��$�&���

�� 1'- ��& !��&,!�1 , � ��-+�� %�#� , � �'**��,!'& '& �!&�$� �$�!% �&,*1
'* ��$�&�� ��.!+!'&+�

�� 1'- ��&&', !��&,!�1 , � ��-+�� +�, , � (*'��++!&� '(,!'& �'* , � !&,��*!,1
*�('*, ,' *�('+, , � !&�'*%�,!'& �&� *�*-& , � !&,��*!,1 (*'�*�%� � �
+1+,�% *�('+,+ �&� ��"-+,+ , � ��$�&�� ,' �)-�$ , � ��,�!$�

� � � �$�!% ��,�!$ �'�+ &', ��$�&��� '* �*'++2�'',�

�' �*'++2�'',� , � +1+,�% (�*�'*%+ , � �'$$'/!&� ��$�-$�,!'&�

��)-�+,�� �$�!%+ � *�"��,�� � (�&�!&� � �%'-&, ,' (�1 
 �

�� , � �$�!% *��'*� �'�+ &', �*'++2�'',� 1'- %-+, *�.!�/ , � �$�!%
�'�-%�&,+ �&� (�1%�&,+ �&� %�&-�$$1 �&,�* , � �'**��,!'& '& �!&�$�
�$�!% �&,*1�
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  083781                                              J.D. Edwards & Company                                   Page No. . .    5
                                                                                                               Date – . . .  7/ 18/98
 Reimbursable Year. 1998
                                             ––––––––––––– Report Only –––––––––––––
 Address                       Plan            . . . . . . . . . . A M O U N T S . . . . . . . . . .
  Number      Name              ID             Requested   Rejected    Pending      To Pay      Paid
 –––––––– –––––––––––––––––– ––––––––         ––––––––––– –––––––––– ––––––––––– ––––––––––– –––––––––––
          Plan ID. . . . . . SPND–MED Balance     265.00                             210.00       55.00
                                      Detail      265.00                             210.00       55.00
                                              ––––––––––– –––––––––– ––––––––––– ––––––––––– –––––––––––
                                   Difference
 –––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––
          Flexible Spending  1998     Balance     945.00                  25.00      590.00      330.00
                                      Detail      945.00                  25.00      590.00      330.00
                                              ––––––––––– –––––––––– ––––––––––– ––––––––––– –––––––––––
                                   Difference
 –––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––
          Report Totals. . .          Balance     945.00                  25.00      590.00      330.00
                                      Detail      945.00                  25.00      590.00      330.00
                                              ––––––––––– –––––––––– ––––––––––– ––––––––––– –––––––––––
                                   Difference
 –––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––

Processing Options for Integrity Report

REPOST CLAIM DETAILS TO BALANCE FILE:

-------------------------------------

   Enter a ’1’ to REPOST the Detail
   Claim information to the Balance
   file.  A default of blank, will only
   generate a report . . . . . . . . . .            ____________
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Running the Year-End Close

From Human Resources (G08), choose Flexible Spending Accounts

From Flexible Spending Accounts (G08F1), enter 27

From FSA Advanced/Technical Operations (G08F3), choose Year End Close

	� �� %�! �!�  �� �� ���� % ����� ��� "����%  �� ���!���% ��  �� ����!� 
������� ���� %�! ��� �!�  �� %���'��� ������ ��! �!� �!�  �� %���'��� �����
 � ����� ��� ���$���� �������� ����!� ��������  � &���� 	 ���������� �� ���
����#� %�!  � �!�  �� %���'��� ����� #� ��! ���������� ��% !��� � �!�� �����
��! ��� ���� � � "������ #� �  �� �� ��� ��  � �!� � ����� "������ ��  ��
%���'��� �����  � ��"��#  �� � � !� ��  �� ���$���� �������� ����!� �� ���� %�!
�!� ���%  �� ����� �  �� ����� ��� � ��� ����!� ������� ��� �� �� %�! ��� ���� ��
�����'�! ������� 
����'�! ������ �����  �� ���$���� �������� ����!� �������
 � &����

���� %�! ��� �� ������ #� �  �� ���!���% ��  �� ������� ���� %�! �!� �!� �
"������ ��  �� �������  � ���� �  �� �����'�! ������ ��� �����  �� ����!� �  �
&���� 	� �� %�! ����� � ���$���� �������� ����!� � %�! ����� �� �� ��% ��#
������ ���  �� �������� %����

Before You Begin

� 
� !� � ���"��� ���"���� ���� ����

�  � �����!��� ������ ���  �� ��$ 
���� %��� #���� %�! ��� ������� �!  �� �!���� %���� 
�� ������� �� �����


�� �����
�� ���������

� 
� !� � ��%  %�� �  �����  �  �� ���"��� ���"���� ���� ����

�  �
�����!��� ������ ���  �� ��$ ���� %��� #���� %�! ��� ������� �!  ��
�!���� %���� 
�� ������� �� �	� ������

� �!�  �� �� ���� % ������� ��� ��"��#  �� �����  � ���!�� �� � ������
��� �������� ��� ������ � 
�� ������� ��� ��������� �������

  083781                                              J.D. Edwards & Company                                   Page No. . .    3
                                                                                                               Date – . . .  12 /31/98
 Reimbursable Year. 1998
                                             ––––––––––––– Report Only –––––––––––––
 Address                       Plan            . . . . . . . . . . A M O U N T S . . . . . . . . . .
  Number      Name              ID             Requested   Rejected    Pending      To Pay      Paid
 –––––––– –––––––––––––––––– ––––––––         ––––––––––– –––––––––– ––––––––––– ––––––––––– –––––––––––
          Plan ID. . . . . . FSA–MED  Balance     275.00                             275.00
                                      Detail      275.00                             275.00
                                              ––––––––––– –––––––––– ––––––––––– ––––––––––– –––––––––––
                                   Difference
 –––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––
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Processing Options for Year End Close

PROCESSING FUNCTIONS:

=====================
1. Enter a ’1’ to close all accounts for
   the plan(s) selected.  A default of
   blank will create the “Year-end
   Close Out” report only                           ____________

2. Enter the year to close out.  Default
   of blank will use the previous year .            ____________

3. Enter Effective Date of Close Out.
   A default of blank will use current
   date. . . . . . . . . . . . . . . . .            ____________

REPORTING OPTIONS:

==================
4. Enter ’1’ to suppress printing of
   Flexible Spending Accounts that have
   a balance of zero.  A default of
   blank will report all accounts. . . .            ____________



Nondiscrimination Testing
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Nondiscrimination Testing

Objectives

� �" %(! '�� !"!��&�%� �!�'�"! '�&'& '" �" #�, *�'� �")�%! �!'��
%��(��'�"!& �"% ����%%�� &�)�!�&� "% 	������ #��!&

About Nondiscrimination Testing

��!, �" #�!��& "���% 	����� #��!& �"% �"!'%��('�"!& �! %�'�%� �!' �!)�&' �!'
#��!&� �%�$(�!'�,� '�� �" #�!, #%")���& � #�%'���� "%  �'���!�� �"!'%��('�"! �"%
���� �"���% '�� � #�",�� �"!'%��('�& '" '�� #��!� ��� �")�%! �!' ����%& '��
'�+�& �(� �"% '�� � "(!'& �"!'%��('�� '" �!� ��%!�� �, 	����� #��!& (!'�� '��
� #�",�� *�'��%�*&  "!�, �%" '�� #��!�

	����� #��!& �%� &(����' '" &#����� �")�%! �!' %��(��'�"!&� �" �!&(%� '��'
�" #�!��& �" #�, *�'� '�� %��(��'�"!&� ,"(  (&' %(! !"!��&�%� �!�'�"! '�&'& '"
���!'��, ��,� "% �����, �" #�!&�'��� � #�",��&� ���&� '�&'& �!&(%� '��' �����,
�" #�!&�'�� � #�",��& ���
&� �" !"' '��� &(�&'�!'����, �%��'�% ��)�!'��� "�
'��& '�+ &�)�!�& '��! �"*�%-#��� � #�",��&� ��� �!�(&'%, (&�& '�� '�% ��
� "%
�����, �" #�!&�'�� � #�",��� �!'�%���!�����, *�'� ��, � #�",�� �!�
!"!-��
 �"% �! � #�",�� *�" �& �" #�!&�'�� �' � ��&&�% � "(!' '��! �! ��

"% ��, � #�",���

�! !"!��&�%� �!�'�"! '�&'�!� �"% 	����� #��!&� '�� ��%&' "� '*"  ��"% ���'"%& �& '��
�)�%��� ����%%�� #�%��!'��� �
���� ���& #�%��!'��� �& ����(��'�� #�% � #�",���
#�% �!!( � 
�� %�#%�&�!'& '�� �)�%��� � "(!' "�  "!�, ����%%�� �!'" '�� #��!
�!� ���"��'�� '" '�� � #�",��&� ���"(!'&� ���& � "(!' �& �+#%�&&�� �& �
#�%��!'��� "� '���% �" #�!&�'�"!� ��� 
�� "� '�� !"!-��
 �%"(# ��'�% �!�&
'��  �+� ( 
�� "� '�� ��
 �%"(#� �� '�� �����%�!�� ��'*��! '�� '*" �%"(#&
�& '"" ����� '�� #��! �& �"!&���%�� ��&�%� �!�'"%,�

��� &��"!�  ��"% ���'"% �& '�� �)�%��� �"!'%��('�"! #�%��!'��� �
���� ��� 
��
%�#%�&�!'& '�� �)�%��� � "(!' "� � #�",�%- �'���!� �(!�& �!� � #�",��
#"&'-'�+ �"!'%��('�"!& �!� �& �+#%�&&�� �& � #�%��!'��� "� �" #�!&�'�"!� ���

�� '�&' �& �##���� �! '�� &� �  �!!�% �& '�� 
�� '�&' �!�  ��&(%�& '��
� "(!'& �"!'%��('�� �!� ���"��'�� '" � #�",��&� ���"(!'&�
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��� '�&'& '��' ��'�%!�"� ���& �"� "#"-���& (&� �%#&& ��%"�"�& �#% '��
�#!$�"&�'�#"� ��� �
����� '�&' (&�& � ���� � $ �" ��%"�"�&� �� ,#(% �#!$�",
�#"&���%& �#(%& *#%��� �& � �%�'�%�� �#% $�%'���$�'�#" �" '�� 	����� $ �"� ,#(
!(&' %(" '�� 
�'�%!�"� � ����� �', �, �#(%& '�&'�

�" ����'�#" '# '�� 	����� %� �'�� '�&'&� ,#( ��" %�)��* '�� 	�
 ��$#%'� ��� 	�

��$#%' ���"'����& �  �!$ #,��&� #" � $�,-$�%�#� �, $�,-$�%�#� ��&�&� *�# ��)�
*�'��� � !#%� #" � $%�'�+ ��&�& '��" '�� �#)�%"!�"' �  #*&� �(" '��& %�$#%' �"
�#"�("�'�#" *�'� '�� ��,%#  ��$#%'& �" , $%#�%�!�
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Work with Nondiscrimination Testing

Working with Nondiscrimination Testing

�%* #*() � '() '*$ *& )% (�+�$ )�()( ���%'� .%* '*$ )�� ��)*�" 	���!�
� (�' # $�) %$ )�()� �*' $� )�� � '() (�+�$ )�()(� )�� (.()�# � + ��( �"" �#&"%.��(
 $)% ),% �'%*&( ��(�� %$ )�� &�.'%"" � ()%'.� � ��". �%#&�$(�)�� �#&"%.��(
��
�(�� %' !�. �#&"%.��(� #�!� *& %$� �'%*&� �%$/� ��". �%#&�$(�)��
�#&"%.��( �$%$/�
�(�� %' $%$/!�. �#&"%.��(� �%#&' (� )�� (��%$��

�%* ��$ '*$ *& )% ( - )�()( )%  ��$) �. !�. �#&"%.��(� ��)�' .%*  ��$) �. )�� !�.
�#&"%.��(� .%* '*$ )�� )�()( )%  ��$) �. )�� ��� �$� �
�� �%* ��$ )��$ '*$ )��
� $�" )�()( )% ��)�'# $�  � )�� 	���!� �%$)' �*) %$( �'� , )� $ )�� ����'�"
'��*"�) %$(�

��� ) %$�"".� .%* ��$ '*$ )�� 	�
 )�()( ���� &�. &�' %� )% �$(*'� )��) $%
�#&"%.��( �'� �%$)' �*) $� � �'��)�' &�'��$)��� %� )�� '  $�%#� )��$ �""%,�� �.
'��*"�) %$(�

�% ,%'! , )� $%$� (�' # $�) %$ )�() $�� �%#&"�)� )�� �%""%, $� )�(!(�

� ��)�'# $� �" � � " ). �. �%*'( �%&) %$�"�

� ���$) �. %,$�'( %' %�� ��'(

� ��)�'# $ $� !�. �#&"%.��(

� ��+ �, !�. �#&"%.��(

� ��+ �, !�. �#&"%.�� '�&%')(

� ��� $� ��# ". ���'���)� '�"�) %$(� &( �%&) %$�"�

� �&��)� � !�. �#&"%.���( $%$� (�' # $�) %$ ����� �%��

� �*$ )�� 	���!� � (�' # $�) %$ )�()(

� �*$ )�� 	�
 � (�' # $�) %$ )�()
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Determining Eligibility by Hours

From Human Resources (G08), choose Nondiscrimination Testing

From Nondiscrimination Testing (G08N1), choose Determine Eligibility by Hours

�%� &��% #$"�$� &" ���!&��+ &�� !' ��$ "� �"'$% �! � #�"+�� ��&'���+ )"$�%
�'$�!� � %#������ #�$�"� "� &� �� �� +"' ��(� �%&����%��� � !' ��$ "� �"'$% &��&
�! � #�"+��  '%& )"$� &" #�$&���#�&� �! &�� 	����� #��!� +"'  '%& $'! &��% &�%&�

���% #$"�$� $���% &�� ��+$"�� � #�"+�� �$�!%��&�"! ��%&"$+ &���� &" ��&�$ �!�
&�� �"'$% &��& �! � #�"+�� ��% )"$���� �� &�� � #�"+�� ��% )"$��� &��
 �!� ' !' ��$ "� �"'$%� &�� %+%&� '#��&�% &�� � #�"+���%  �%&�$ $��"$�
)�&� &�� �##$"#$��&� !"!��%�$� �!�&�"! ����� �"���


"$ �*� #��� �� +"' ��&�$ �!� ���������&+ �+ �"'$% )"$��� �!� +"' !��� &"
%����& ��� � #�"+��% )�" )"$��� "(�$ ���� �"'$%� +"'  '%& �" &�� �"��")�!�
%&�#%


� �'! &��% #$"�$� &" ��&�$ �!� ���������&+ �!� '#��&� &�� � #�"+��  �%&�$

� �!��'�� &�� ��� �"�� �"$ ���������&+ �+ �"'$% )��! +"' $'! &�� &�%&% &"
��&�$ �!� ��+ � #�"+��%

�" !"& $'! &��% #$"�$� )���� #�+$"�� �% ���!� $'!� ���% #$"�$� ����'��&�%
(��'�% ��%�� "! #�+$"�� ��%&"$+� �� +"' $'! &��% #$"�$� )���� #�+$"�� �% ���!�
$'!� &�� $�%'�&% )��� �� �!���'$�&��

See Also

� ����������
 
�� 	�������� ��������

Processing Options for Determine Eligibility by Hours

1.  Enter the minimum number of hours
    an employee must work to be eligible
    for your 401K plan . . . . . . . . .            ____________

2.  Enter the name of the pay type table
    to retrieve pay types from.  This is
    the pay type table defined in the
    DBA Pay Type Tables program. . . . .            ____________

3.  Enter the From and Thru Dates for
    the plan year to be considered.  If
    left blank time will be included
    from the date the employee started.
                 From Date . . . . . . .            ____________
                 Thru Date . . . . . . .            ____________
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Identifying Owners or Officers

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose Dates, Eligibility, and EEO
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Determining Key Employees

From Human Resources (G08), choose Nondiscrimination Testing

From Nondiscrimination Testing (G08N1), choose Determine Key Employees
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Example: ADP/ACP Calculation
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See Also
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Processing Options for NDT - Determine Key Employees

1. Enter the Test Name to be processed:             ____________

2. Enter the Test Year to be processed:             ____________

3. If the Test Name’s year is not
   calendar, enter the Beginning and
   Ending fiscal period dates:
           Beginning Date. . . . . . . .            ____________
           Ending Date . . . . . . . . .            ____________

4. Enter the maximum eligible
   compensation to be accrued.                      ____________

5. Enter the DREAM Writer version
   number to be executed:
      Key Employee Report (P083679). . .            ____________

6. Enter the value to be used to
   identify a 5% Owner (NDT Code 1). . .            ____________

7. Enter the value to be used to
   identify the Top 10 Employees (NDT
   Code 6) . . . . . . . . . . . . . . .            ____________

Data Selection for NDT - Determine Key Employees
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Reviewing Key Employees

From Human Resources (G08), choose Nondiscrimination Testing

From Nondiscrimination Testing (G08N1), choose Key Employee Review
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Reviewing Key Employee Reports

From Human Resources (G08), choose Nondiscrimination Testing

From Nondiscrimination Testing (G08N1), choose Key Employee Report
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Processing Options for Key Employee Reports

   Enter a ’1’ to NOT print employee
   compensation amount.  Default of
   blank will print the compensation
   amounts . . . . . . . . . . . . . . .            ____________
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Defining Family Aggregate Relationships

From Human Resources (G08), choose Nondiscrimination Testing

From Nondiscrimination Testing (G08N1), choose Determine Key Employees
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Updating a Key Employee’s NDT Code

From Human Resources (G08), choose Nondiscrimination Testing

From Nondiscrimination Testing (G08N1), choose Update Key Employees NDT
Code
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� �"��

� �"��' )�� �%�� ���%'� )�� �&��)�
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�$)�' )�� ��, ��"*� �%'

)�� ��%+� �%��

��� +�"*� %� )�� �%$� (�' # $�) %$ ��() $� �%��  $ )��

�#&"%-�� #�()�'� �� -%* �$)�' � +�"*�  $ )�� �%�� � �"��

-%* #*() �$)�' � +�"*�  $ )� ( � �"�� �� ( +�"*� ��)�'# $�(

,��$ � ��(�' &) %$ &' $)( �%' )�� � �"� +�"*�� ��" � +�"*�(

�'��

� �$�"*�� )�� ��(�' &) %$
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Running the 401(k) Discrimination Tests

From Human Resources (G08), choose Nondiscrimination Testing

From Nondiscrimination Testing (G08N1), choose 401 Nondiscrimination Test

�$0#. 4,1 .1+ �)) 0&# 0#/0/ 0, "#0#.*'+# (#4 #*-),4##/ �+" 0&# ������� 0#/0/�
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���(� -.,%.�* -#.$,.*/
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'*-)#*#+0 0&# +#3 0#/0'+% *#0&,"� 4,1 *1/0 ", 0&# $,)),3'+%�
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�!01�) .#/1)0/

�$ 4,1 !&,,/# 0, !,+0'+1# 1/'+% 0&# /�*# 0#/0'+% *#0&," 0&�0 4,1 &�2# 1/#" '+
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Example: 401(k) ADP/ACP Tests

��!" ��� �! "�� � ��� ' ��!"� ��� �$� ��� �
���	� �� "�� �	�! �����" �&����
"�� �$� ��� �
���	� �� ���(�	�!�

��� ����#��"��� �#�"����! "�� ���(�	�! "���! "�� ���"� '�# ��"� �� "�� �� !"
� ���!!��� ��"���� 
� "�� �
���	� �� "�� �	� �! ��!! "��� "��  �!#�"� "�� "�!"
��!!�! ������"��� "��" "�� �	�! � � ��" �$� �' ���" ��#"��� "� "�� �����

��� �����%��� �&����� ���#!" �"�! "�� ����#��"���  ��#� �� "� ��"� ���� "�� �
�
�� �����' ������!�"�� ��� ���(�����' ������!�"�� �����'��!�

Test One – Primary Test

Highly Compensated
Employees

Non–Highly
Compensated

Employees

ADP Values
5.00

10.00
8.00
2.50

10.00

25.50/5
5.10

ADP Values
4.50

10.00
1.00
3.00
2.00

20.50/5
4.10 x 1.25

5.125

��� ������' ��!!�! "�� "�!" ����#!� "�� �����' ������!�"�� �����'��!� "�"��
�! ��!! "��� "�� ���(�����' ������!�"�� �����'��!� ����#��"�� ���#�"�


� '�# ������' ����! ��!" ���� '�# �#!" ��!! ��"� �� " � ��� �� " � �� ��!"
�%��

� ��!" �%� ( ��"� ��"�$� ��!"� �� " �� ��� �$� ��� �
���	� �� ���(�	�!
�#!" �� � ��"� "��� "�� �$� ��� �
���	� �� �	�!�

��� ����#��"��� �#�"�����! "�� �
���	� �� "�� ���(�	�! �' "�� ���"� '�#
��"� �� "�� !����� � ���!!��� ��"���� ���  �!#�" �#!" �� � ��"� "��� "��
�$� ��� �
��


� '�# ������' ��!!�! �� " � �� "�� ��"� ��"�$� "�!"� '�# �#!" ��!� ����#��"� ���
��!! �� " � �� "�� ��"� ��"�$� "�!"�
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��� 
!� ������������ ����
��������� ��� �	� ��� �����# ����������� ��� ���$�����# �����������
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Test Two – Alternative Test Part A

Highly Compensated
Employees

Non–Highly
Compensated

Employees

ADP Values
5.00

10.00
8.00
2.50

10.00

25.50/5
5.10

ADP Values
4.50

10.00
1.00
3.00
2.00

20.50/5
4.10 x 2

8.20
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Test Two – Alternative Test Part B

Highly Compensated
Employees

Non–Highly
Compensated

Employees

ADP Values
5.00

10.00
8.00
2.50

10.00

25.50/5
5.10

ADP Values
4.50

10.00
1.00
3.00
2.00

20.50/5
4.10 + 2

6.10
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  083675                                               J.D. Edwards & Company                                Page. . . .        2
                                                   ADP/ACP Discrimination Results                            Date. . . .  12/31 /99

   Test Name. . . . ADP/ACP
   Test Year. . . . 1998
           Employee                                                  . .Contributions. .        . .Percentages. .      Home
    Rank    Number           Name             HCE  Compensation     Employee     Employer       ADP          ACP      Company
   ––––––– –––––––– ––––––––––––––––––––––––– ––– ––––––––––––––– –––––––––––– –––––––––––– –––––––––––– –––––––––––– –––––––
         1     7566 Meikle, Chris              Y        17,024.00      898.80       449.40          5.28         2.64  00050
         2     7570 Manderfield, Jake          Y        15,808.00      327.08       163.58          2.07         1.03  00050
         3     6000 Easter, Melvyn             Y        15,013.60                                                      00100
         4     2129 Jackson, John              N        14,391.01      287.84       143.95          2.00         1.00  00001
         5     7572 Miller, Michael            Y        14,348.80      303.01       151.53          2.11         1.06  00050
         6     7568 McGrew, Nancy              N        13,558.40      572.65       286.39          4.22         2.11  00050
         7     7554 Machock, Kevin             N        13,004.80      685.18       342.61          5.27         2.63  00050
         8     7550 Morrell, Jason             N        11,776.00                                                      00050
         9     2006 Walters, Annette           N        11,512.78      445.14       222.60          3.87         1.93  00001
        10     7558 Mekos, David               N        11,466.00      502.81       251.45          4.39         2.19  00050
        11     7500 McDougle, Cathy            N        10,511.56      394.98       197.52          3.76         1.88  00100
        12     7556 Myerly, Floyd              N         9,472.00                                                      00050
        13     7560 Marchiano, Jay             N         9,344.00                                                      00050
        14     7505 Mastro, Robert             N         9,292.33                                                      00100
        15     7504 Meade, Jane                N         8,884.14      444.18       222.12          5.00         2.50  00100
        16     6010 Eason, Walter              N         8,760.00                                                      00001
        17     7562 Mannon, Howard             N         7,658.60      642.51       321.30          8.39         4.20  00050
        18     7552 Muha, Robert               N         6,988.80                                                      00050
        19     7564 Moriya, Carol              N         6,762.00      411.60       205.80          6.09         3.04  00050
        20     7506 Mayeda, Donald             N         3,840.00                                                      00100
        21     7510 Moralez, Jesus             N         3,328.00                                                      00100
        22     6002 Abbot, Dominique           N         2,500.00                                                      00001
        23     7508 Mai, Tien                  N         2,171.00      142.44        71.22          6.56         3.28  00100
                                             Average Employer ACP, HCE     =           1.18
                                             Average Employer ACP, Non–HCE =           1.30
                                             Average Employee ADP, HCE     =           2.36
                                             Average Employee ADP, Non–HCE =           2.60
                    TEST RESULTS
                    ––––––––––––
                             Test 1. . . . . . P Pass
                             Test 2. . . . . .
                                    Part 1 . .
                                    Part 2 . .
                         Final Results ....... P Pass

Processing Options for 401(k) Discrimination Results

1. Enter the multiplier related to the
   first test. . . . . . . . . . . . . .            ____________

2. Enter the multiplier related to the
   second test . . . . . . . . . . . . .            ____________

3. Enter the factor related to the
   second test . . . . . . . . . . . . .            ____________

4. Enter a ’1’ to NOT print employee
   number and employee name.  Default of
   blank will print the employee number
   and employee name . . . . . . . . . .            ____________

Ñ
Ñ
Ñ
Ñ

Exercises
��� ��� �����	
�
 �
� ��	
 ��������
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Running the 415 Discrimination Test

From Human Resources (G08), choose Nondiscrimination Testing

From Nondiscrimination Testing (G08N1), choose 415 Nondiscrimination Test

� &�"����$�� "��%��$� �# ��$�"���� $�� ��(��%� !�"���$��� �� ��!� )�� ���
� �$"��%$� $ ����""�� !���#� �%� $�� ��� � ���#�"�����$� � $�#$ $ ����$��) �� ��)
��!� )��# �"� � �$"��%$��� � "� $ $���" ����""�� !��� $��� $�� � &�"����$
��� '#� � % ��� !"��$ $�� "�! "$ ��� "�&��' $�� "�#%�$# ���� !�) !�"� � $ 
��#%"� $��$ ��� ��!� )��# "����� �� � �!�������

���# "�! "$ �# !�"$  � $�� ��)" �� ��! "$# 
��) !" �"��� � ��#%"� $��$ $��
"�#%�$# �"� ���%"�$�� !"��$ $��# "�! "$ ��$�" !�)" �� !"�*!" ��##��� �# � �!��$��

Before You Begin

� ��"��) $��$ $�� !�)" �� � �!��) � �#$��$# � " $�� ����%�$ � �!��) �����
��# $�� ��(��%� ����""�� "�$� ��$�"��

� ��#%"� $��$ ��� 
	�� � " ��� � ���#�"�����$� � �"� #�$ %! ��� $��$ !�)" ��
��#$ ") �(�#$#

  083676                                              J.D. Edwards & Company                                   Page       –    2
                                                  415 Nondiscrimination Testing                                Date       –  7/ 29/98
 Maximum Deferral Amount (%)                     Selected on Address Book Number                               Period End –
                                             Sequenced by Addr Bk No, within Home Co.                          P/R Version–

 . . . . . . . .Employee . . . . . . . .      Earnings            Deferral            Maximum           Excess
  Number               Name                   Accrual             Accrual             Deferral          Deferral        Report Msgs.
 –––––––– –––––––––––––––––––––––––––––– ––––––––––––––––––– ––––––––––––––––––– ––––––––––––––––––– –––––––––––––––––– ––––––– –––––
 Home Company . . . . . . . . .     0            0
 –––––––––––––––––––––––––––––– –––––––––––– ––––––––––––––––––––––––––––––
     6002 Abbot, Dominique                                            11,000.00                              11,000.00  ** Fail ed **
                                         ––––––––––––––––––– ––––––––––––––––––– ––––––––––––––––––– ––––––––––––––––––
              0                                                       11,000.00                              11,000.00
                                         ––––––––––––––––––– ––––––––––––––––––– ––––––––––––––––––– ––––––––––––––––––
          Grand Total                                                 11,000.00                              11,000.00

See Also

� � "���� &�$� ��'" �� �'��� ��! "$# ���	����� �� $�� ��'" �� �#�"# 
%���

� ��$$��� %! $�� ��� � ���#�"�����$� � ��#$ ���	���� ��� ��	���
�
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System Setup

Objectives

� 
� !�" #� "�� ���� ��"��� ����!!� ' "� ������!"� ������"! � �� ��!
����#���� ����!� �
���� ���&���� !������� ����#�"!� ���
�����!� �����"��� "�!"���

About System Setup

���� � '�# ��� #!� "�� 	#��� ��!�# ��! ������"! ������!" �"��� !'!"��� '�#
�#!" ������ �� "��� ���� ��"��� "��" "�� !'!"�� #!�! %��� �" � ���!!�! ������"!
������!" �"��� �#��"���!�

�'!"�� !�"#� ���!�!"! �� "�� �����%��� "�!�!�

� ��" #� ������"! ������!" �"���

� ��" #� �
��� ����!

� ��" #� ���&���� !������� ����#�"!

� ��" #� �����!� �����"��� "�!"!

���� '�# !�" #� "�� ������"! ������!" �"��� ���� ��"���� '�# ������ ��� "��
������" ����! '�# ������' #!�!� ��# �#!" ��!� ����"��' ��' ��' "'��!  ��#� ��
"� ��' �����'��! �� "�� ������"!� !#�� �! $���"��� ��' %��� �����'��! #!� "��
$���"��� ������"� ��# �#!" ��!� !�" #� "�� ���� ��"��� "��" ����! ��' �� "��
������"! "� !������� � �#�! �� �����'��!�

�
���  ��#� �! "��" �����'� ! %�� !���!� � � �#� ����"� ���� ���� 
�����'��! � �&(�����'��! ��� "��� �#������� ��������� ��! ���"��#�"��� ��
��$� ��� �" � �#�  �"�! "��" "�� �����'�� %�#�� ��$� �"�� %�!� �� ���"�� �#� "�
� �#����'��� �$��"� ���� '�# !�" #� �
���� '�# ������ "�� ���� ��"��� "��
!'!"�� #!�! "� �� ��� ��� ����"��� ����$��#��! �� "�� ���"��#�"��� ��$� ��� ��"� 
� �#����'��� �$��"�

���&���� !������� ����#�"! ����% �����'��! "� ���" ��#"� � �("�& ����� ! ��"�
!������� ����#�"!� "��� ��  ����# !�� ��"� !#���""��� �����! �����!" "��
����#�"� ��# ��� !�" #� ���&���� !������� ����#�"! �� ������� ��� ���(�������
�&���!�!� ���� '�# !�" #� ���&���� !������� ����#�" ���� ��"���� '�# ������
"�� ����! '�# ������' #!�! ��� ��' ��' "'��!  ��#� �� "� ��' �����'��!
%��� "��' #!� "�� ���&���� ����!�
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Set Up Benefits Administration

Setting Up Benefits Administration

������% !���$ ����&�� $&�� %����$ �$ ������� � '�#���� '���%� � %���� ��� ������
!���$� ���) ������%$� $&�� �$ '���%� �$� #�"&�#� %��% ) & $�% &! $!������ !�)
%)!�$� 
��������%) � # $&�� !���$ ����% ��!���  � � '�#��%)  � ���% #$� $&�� �$
����%�  � ��!� )���%  # %�� ! $�%� � �� ��!� )�� � ��$ �� ) &# � �!��)�
��� #� ) & ��� � %��) ��� ��# �� ��!� )��$ �� ������% !���$� ) & �&$% $�% &!
������%$ ������$%#�%� �� ����&���� ������% !�) %)!�$� %�� ��
$ � # ���� ������%�
��� ������% �# &!$ ��� ��%�� #��$�

� $�% &! ������%$ $ %��% ) & ��� ������$%�# %�� !���$� � �!��%� %�� � �� (���
%�$�$	

� ��% &! !�) %)!�$

� ��% &! ���&�%� �$� ������%$� ��� ���#&��$

� ��% &! ������% �# &!$
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Setting Up Pay Types

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), enter 29

From Benefits Administration Setup (G08B4), choose Pay Type Setup
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Setting Up Deductions, Benefits, and Accruals
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Setting Up a DBA

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), enter 29

From Benefits Administration Setup (G08B4), choose DBA Setup
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Identifying Additional Information and Limits for a DBA

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), enter 29

From Benefits Administration Setup (G08B4), choose DBA Setup
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Setting Up the Tax Status for a DBA

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), enter 29

From Benefits Administration Setup (G08B4), choose DBA Setup
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Setting Up a Tax-Deferred Compensation Deduction

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), enter 29

From Benefits Administration Setup (G08B4), choose DBA Setup
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Setting Up a Calculation Table

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), enter 29

From Benefits Administration Setup (G08B4), choose DBA Setup
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Setting Up Benefit Groups

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), enter 29

From Benefits Administration Setup (G08B4), choose Benefit Group Descriptions
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Setting Up Group Categories

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), enter 29

From Benefits Administration Setup (G08B4), choose Group Category
Descriptions
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Linking Categories to Groups

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), enter 29

From Benefits Administration Setup (G08B4), choose Categories by Benefit
Group
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Setting Up Benefit Plans

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), enter 29

From Benefits Administration Setup (G08B4), choose Plan Master Information
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Processing Options for Plan Master Information

1. Enter a ’1’ to automatically call                ____________
   Plan Additional Information (P083201)
   when adding a Plan.  A default of
   blank will not call this program.

2. Enter a World Writer Version (WW)                ____________
   name to be used in the “Skip to”
   field when the WW Versions List is
   called. Blank will display the entire
   list for Benefits WW (Group Q083).

3. Enter a ’1’ to display EE & ER                   ____________
   “Points” information.  A default of
   blank will not display these fields.

ÑÑ Exercises
��� * � �.�(�!)�) �&( * !) � �'*�(�

Setting Up Options for a Benefit Plan

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), enter 29

From Benefits Administration Setup (G08B4), choose Plan Master Information
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Linking Plans to Categories within a Benefit Group

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), enter 29

From Benefits Administration Setup (G08B4), choose Plans Within Categories
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Setting Up Date Codes

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), enter 29

From Benefits Administration Setup (G08B4), choose Define Date Codes
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Setting Up Pay Type Tables

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), enter 29

From Benefits Administration Setup (G08B4), choose Pay Type Tables
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Setting Up Eligibility Tables for Benefit Plans

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), enter 29

From Benefits Administration Setup (G08B4), choose Define Eligibility
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Setting Up Enrollment Parameters

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), enter 29

From Benefits Administration Setup (G08B4), choose Enrollment Parameters
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Linking 401(k) Allocations Funds to Plans

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Fund Allocation Setup
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Verifying the Setup of Benefits Administration

From Human Resources (G08), choose Benefits Administration

From Benefits Administration (G08B1), choose Benefits Reports

From Benefit Reports (G08B11), choose World Writer Reports
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                                                         Benefit Structure                                    Page       –        1
                                                Groups, Categories, Plans & Options                           Date       – 07/1 8/98

 Benefit Grp   Group    Cat   Plan                                  Man Dft  Begin    Ending  Add                                Opt
  Group  Rul  Category  Rul    ID        Description                Prt Pln   Date     Date   Opt     Description                Rul
 ––––––– ––– –––––––––– ––– –––––––– –––––––––––––––––––––––––––––– ––– ––– –––––––– –––––––– ––– ––––––––––––––––––––––––––––– – –––
 FACBEN      DENTAL     O   DEN–01   Dental – EE only               N    Y                    FAM EE plus family                  1
                                                                                              ONE EE plus one                     1
 HRLY                                                                                         FAM EE plus family                  1
                                                                                              ONE EE plus one                     1
 MGMT                                                                                         FAM EE plus family                  1
                                                                                              ONE EE plus one                     1
 SALARY      MEDICAL        MED+1    Medical Plan – Employee + one       N                    FAM EE plus Family                  1
                                                                                              MED EE Only                         1
             DENTAL         DENONE   Dental – EE only                    Y                    FAM Dental EE + FAM                 1
                                                                                              TWO Dental EE + One                 1

                                                         Benefit Structure                                    Page       –        1
                                                     Groups, Categories & Plans                               Date       – 07/2 3/98
                                                    (Plans without Options Only)

 Benefit Grp   Group    Cat   Plan                                  Man Dft  Begin    Ending
  Group  Rul  Category  Rul    ID        Description                Prt Pln   Date     Date
 ––––––– ––– –––––––––– ––– –––––––– –––––––––––––––––––––––––––––– ––– ––– –––––––– ––––––––
 HRLY        MEDICAL    O   MED      Medical Plan – Employee Only   N    Y
                            MED+FAM  Medical Plan – Plus Family          N
                            MED+ONE  Medical Plan – Employee + one
             DENTAL         DEN–01   Dental – EE only                    Y
             LIFE           LIFE     Life Insurance Plan
             401K           401K     401(k) Investment Plan

                                                            Plan Listing                                      Page       –        2
                                                                                                              Date       – 07/1 8/98

   Plan                               Man Provider Effective  Effect  Dep St Pln Employee Employer  Prereq
    ID        Description             Prt Trustee  Beg Date  End Date Ben Cd Typ  DBA ID   DBA ID    Plan       Description
 –––––––– ––––––––––––––––––––––––––– ––– –––––––– ––––––––– –––––––– ––– –– ––– –––––––– –––––––– –––––––– ––––––––––––––––––– –––––
 MEDDEN2  FMedical/Dental  ER plus on  N      1001                     N  A  M              5040
 MEDDEN2+ FMedical Dental ER 2plus Fl  N      1001                     N  A  M              5050
 MEDONE   FMedical – EE only           N      5741                     N           1500     1522
 MED00    FMedical – No coverage       N      1001                     N
 MED01    FMedical Plan– $100 Deducti  N      5186 01/01/98            Y  A  M     1501
 MED01+1  FMedical Plan – $100 ded–EE  N      5186                     Y           1511
 MED01–2+ FMedical Plan – $100 ded–EE  N      5186                     Y           1521
 MED02    FMedical – $250 Ded EE only  N      5178                     Y           1502
 MED02+1  FMedical–$250 Ded EE plus o  N      5178                     Y           1512
 MED02–2+ FMedical–$250 Ded EE – 2 pl  N      5178                     Y  A  M     1522
 PENSION  Pension Benefit Plan         N      5303                     Y  A  P
 RRSP     RRSP Retirement Plan         N      1001                     Y           7700     7701
 SPND–DEP FSpending Dep Care Flex      N      1001                     Y           4598
 SPND–MED FSpending Acct for Medical   N      1001                     Y           4599
 STD–01   Disability Short Term        N      5186                     Y           1017
 TEST     test                         N      1001                     N
 VACATION Canadian Vacation Plan       N      1001                     N           7785
 VISIONE  FVision Employee only        N      1001                     N  A  V     5501
 VISIONE1 FVision Employee plus one    N      1001                     N  A  V     5502
 VISIONE2 FVision Employee plus two p  N      1001                     N  A  V     5503
 VIS000   FVision – No coverage        N      1001                     N  A  V     5504
 401K     401(k) Investment Plan       N      1001                     Y           7000     7001
 401K–FLX F401(k) Investment Plan      N      1001                     Y           7000     7001
 403(B)   403(b) Investment Plan       N      1001                     Y           9400



Human Resources — Benefits

6–82 A8.1 (8/97)



A8.1 (8/97) 6–83

Set Up COBRA Coverage

Setting Up COBRA Coverage
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Setting Up a Plan Master for COBRA Coverage 

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1) enter 29

From COBRA Compliance Setup (G08C4), choose Plan Master Information
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Setting Up the General Constants

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1) enter 29

From COBRA Compliance Setup (G08C4), choose COBRA General Constants
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Reviewing the COBRA General Constants Report

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1) enter 29

From COBRA Compliance Setup (G08C4), choose Print General Constants

�!' �� "$� & &�� 
� �$�� 	! %&� &% $�"!$& &! $�(��) &�� 	���� �� �$��
�! %&� &% � � (�$��+ &�� ���'$��+ !� &�� � �!$��&�! � �!' �� ��%! '%� &��% $�"!$&
�% � �$!%% $���$� �� )�� +!' � &�$ &�� �! %&� &% �!$ #'����+� � �(� &%�

  089909                                              J.D. Edwards & Company                                   Page – . . .    5
                                                  COBRA General Constants Report                               Date – . . .  7/ 23/98

 Company. . . . . . . . . . 00000            J.D. Edwards & Company
 Start Effective Date . . . 01/01/84
 Ending Effective Date. . . 12/31/99
 Coverage Information:      Regular          Disabled
 ––––––––––––––––––––
  Period Covered. . . . . .    18               29
  Continuation Code . . . . M                M
  Administrative Fee . . .  2.00             2.00
  Admin Fee Method. . . . . %                %
  Administrative Address. .     1001         Edwards, J.D. & Company
  Construct Coverage. . . . 3                Uses Benefits and Group Plans
 Grace Periods:
 ––––––––––––––
  Coverage Loss Date. . Y                    Initial Pay/Code. . .  45 / D
  Election Period/Code.  60 / D              Additional Pay/Code .  30 / D
  COBRA Folder. . . . . COBRA
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Processing Options for Print General Constants

REPORT CONTROL OPTIONS:

=======================
1. Enter the effective date to be used
   for company constant selection. Only
   the company constants that are active
   as of the effective date will be
   reported.  A default of blank will
   use today’s date. . . . . . . . . . .            ____________

2. Enter a ’1’ to report all company
   constants regardless of effective
   date.  A default of blank will print
   only those company constants active
   on the effective date defined in
   option 1 above. . . . . . . . . . . .            ____________

ÑÑ Exercises
���  �� �#������� ���  ��� ���� ���

Setting Up the Constants for Qualifying Events

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1) enter 29

From COBRA Compliance Setup (G08C4), choose Qualifying Events Constants
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Reviewing the COBRA Qualifying Events Report

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1), enter 29

From COBRA Compliance Setup (G08C4), choose Print Qualifying Events

�#) ��" $&�"( (�� �)� ��-�"� �*�"(' &�$#&( (# &�*��+ �  (�� �#"'(�"(' �#&
%)� ��-�"� �*�"(' �"� *�&��- (�� ���)&��- #� (�� �"�#&!�(�#"�

                                               
  
 089919                                              J.D. Edwards & Company                                   Page – . . .    5
                                                  COBRA Print Qualifying Events                                Date – . . .  5/ 21/98

 Company. . . . . 00000       J.D. Edwards & Company
 Tax Area . . . .
 Effective  From: 01/01/84    Thru: 12/31/99

    Q                                . . . . . Coverage . . . . .   . . Administrative Fees. . . Election  Initial
 QE T     Description                Regular C Disable C Depend  C Regular M Disable M Depend  M Period C Payment C
 –– – –––––––––––––––––––––––––––––– ––––––– – ––––––– – ––––––– – ––––––– – ––––––– – ––––––– – –––––– – ––––––– –

 DV 2 Divorce or Legal Separation       36   M    36   M    36   M   2.00  %   2.00  %   2.00  %    60  D    45   D
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Setting Up Profile Data 

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1), enter 29

From COBRA Compliance Setup (G08C4), choose Define Types of Data
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Setting Up Security for Profile Data

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1) enter 29

From COBRA Compliance Setup (G08C4), choose Data Type Security
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Generating the Title Search Table

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1) enter 29

From COBRA Compliance Setup (G08C4), choose Build Word Search
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Transferring Profile Data

From Human Resources (G08), choose COBRA Compliance

From COBRA Compliance (G08C1) enter 29

From COBRA Compliance Setup (G08C4), choose Profile Data Copy/Move
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                                        HR Data Base . . . . J   Job Descriptions
                                        From Type of Data. . D   Job Reporting Relationships
                                        To   Type of Data. . D1  Job Reporting Relationships - Staff
 
Job Type
and Step               Name               Reports to                         Date                   Comment
---------- ------------------------------ ---------- -------------------- -------- ---------------------------------
                                                                               

Processing Options for Profile Data Copy/Move

1. Enter the Type of Data the                       ____________
    information will be copied FROM.

2. Enter the Type of Data the                       ____________
    information will be copied TO.

3. Enter ’1’ if you want to delete the              ____________
    Original FROM data after copying.
    (Default of blank will copy without
    deleting the Original FROM Data).

4. Enter ’1’ if you want to overwrite               ____________
    the existing TO rcds with the FROM
    information.  (Default of Blank will
    not overwrite existing TO rcds).
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Set Up Flexible Spending Accounts

Setting Up Flexible Spending Accounts
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Define Benefit
Group

Define Group
Category

Define Plans within
Categories

Define Plans

  Define Pay Type
(FSA Claim Payment)

Define Flex Spending Account
Types (The second description

must match the plan ID)

Define DBA
Deduction

Define Accounting
Liabilities Credit

DBA Additional
Information
401/125 Flag

Define Accounting
Direct Labor Debit

Define Service Code
(The second description
must match the Pay
Type)

Tax Exempt Window

Define Claim Code

Set up default Company
00000 Payroll Constants
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Setting Up Codes for Flexible Spending Account Types

From Human Resources (G08), choose Flexible Spending Accounts

From Flexible Spending Accounts (G08F1), enter 29

From FSA Setup (G08F4), choose Spending Account Types
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Setting Up Pay Types for Flexible Spending Accounts

From Human Resources (G08), choose Flexible Spending Accounts

From Flexible Spending Accounts (G08F1), enter 29

From FSA Setup (G08F4), choose Pay Type Setup
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Setting Up Deduction DBAs for Flexible Spending Accounts

From Human Resources (G08), choose Flexible Spending Accounts

From Flexible Spending Accounts (G08F1), enter 29

From FSA Setup (G08F4), choose DBA Setup
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Setting Up Plans for Flexible Spending Accounts

From Human Resources (G08), choose Flexible Spending Accounts

From Flexible Spending Accounts (G08F1), enter 29

From FSA Setup (G08F4), choose Plan Master Information
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��� %�� �)�#��$�$ �!# %��$ ���"%�#�

Setting Up Codes for Services Provided

From Human Resources (G08), choose Flexible Spending Accounts

From Flexible Spending Accounts (G08F1), enter 29

From FSA Setup (G08F4), choose Service Provided Codes
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Setting Up Claim Codes

From Human Resources (G08), choose Flexible Spending Accounts

From Flexible Spending Accounts (G08F1), enter 29

From FSA Setup (G08F4), choose Claim Codes
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Setting Up Payroll Company Constants

From Payroll Master Menu (G07), enter 29

From Payroll Setup (G074), choose Payroll General Constants

From Payroll General Constants (G0741), choose Payroll Company Constants

�� ,#( (&� '�� 
�
� ��*�%�& ��,%#  &,&'�!� ,#( !(&' &�' ($ '�� $�,%#  �#!$�",
�#"&'�"'&� ��� &�''�"� �" '�� �#"&'�"'& $%#)���& '�� �"&'%(�'�#"& '# $%#��&&
� �+�� � &$�"��"� ���#("'&� ���& &�'($ �  #*& ,#( '#�

� ���� '�� ���(�'�#"& �%#! '�� �!$ #,��&� $�,�����& '# '�� � �+�� �
&$�"��"� ���#("'&

� ���!�(%&� �!$ #,��& *��" '��, &(�!�' � ��!& '# '�� � �+�� � &$�"��"�
���#("'&

�	 ��
 �
 
���	�� �	�
��� �	��
��
�

�" ��,%#  	#!$�", 	#"&'�"'&

�� �#��'� '�� �#!$�",�

�� �"'�% � �" '�� �#  #*�"� ��� ��

� �$�"��"� ���#("'



Set Up Flexible Spending Accounts

A8.1 (8/97) 6–127

����� ��
������	�


������� ����� ���	� � ���� ���� ���������  ������ �� ��� ���!���� ��������

�������� �� ���������� ��"����� 
���� ����� ����

� ��� ���!���� �������� ���������

	 �� ��� ��� ���!���� �������� ��������� ���� ��

��� ������� �����



Human Resources — Benefits

6–128 A8.1 (8/97)



A8.1 (8/97) 6–129

Set Up Nondiscrimination Tests

Setting Up Nondiscrimination Tests
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Setting Up Codes for Nondiscrimination Tests

From Human Resources (G08), choose Nondiscrimination Testing

From Nondiscrimination Testing (G08N1), choose Nondescrimination Test Codes
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Setting Up Contribution and Compensation Tables 

From Human Resources (G08), choose Nondiscrimination Testing

From Nondiscrimination Testing (G08N1), choose PDBA Tables for NDT
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What You Should Know About
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Setting Up Key Employee Tests

From Human Resources (G08), choose Nondiscrimination Testing

From Nondiscrimination Testing (G08N1), choose Enter Key Employee Tests
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What You Should Know About

�
����

 �������� 	����� �). ��( ., �(2 )! -# !)&&)0$(" !$ &�,� �.- 2). ��( ( / +

., �(2 )! -# ' $( �)'�$(�-$)( )( -# ,�' &$( �

� �').(-� �)* ��$�� �)� 
� �').(-� � -#)�� ��&. 

�! 2).  (- + � /�&. $( )( )! -# !)&&)0$(" !$ &�,� 2).

'.,- #�/ � /�&$� /�&. $( -# )-# +�

� �)* ��$� �(� � -#)� ����
� �)� �(� ��&. 

�����

 �� ����� �#)), -# �, + � !$( � �)� , !.(�-$)(� -) , - .* -# 

�)� , -) �)'*& - -# , -.* !)+ � - ,-�

�����

 �� ������ �#)), -# �
����2 �2* ���& , !.(�-$)(� -) , - .* �

�)(-+$�.-$)( )+ �)'* (,�-$)( -��& �

Processing Options for Enter Key Employee Tests

EDIT/DEFAULT OPTIONS:

---------------------
    Enter a ’1’ if you do NOT want to               ____________
    automatically update the user
    defined codes for the Test Name on
    an add or a change.  Default of
    blank will add and update the Test
    Name data in user defined codes.

ÑÑ Exercises
�  -#  1 +�$, , !)+ -#$, �#�*- +�

Setting Up the 415 Nondiscrimination Test
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Setting Up the Nondiscrimination Test Company Constant

From Payroll Master Menu (G07), enter 29

From Payroll Setup (G074), choose Payroll General Constants

From Payroll General Constants (G0741), choose Payroll Company Constants
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Setting Up the DBAS for the Nondiscrimination Test

From Benefits Administration (G08B1), enter 29

From Benefits Administration Setup (G08B4), choose DBA Setup
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Appendix A — Functional Servers
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Example: Voucher Processing Functional Server
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