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About This PeopleBook Preface

PeopleBooks provide you with the information that you need to implement and use PeopleSoft applications.
This preface discusses:

» PeopleSoft application prerequisites.

* PeopleSoft application fundamentals.

* Documentation updates and printed documentation.
» Additional resources.

* Typographical conventions and visual cues.

+ Comments and suggestions.

» Common elements in PeopleBooks.

Note. PeopleBooks document only page elements, such as fields and check boxes, that require additional
explanation. If a page element is not documented with the process or task in which it is used, then either
it requires no additional explanation or it is documented with common elements for the section, chapter,
PeopleBook, or product line. Elements that are common to all PeopleSoft applications are defined in this
preface.

PeopleSoft Application Prerequisites

To benefit fully from the information that is covered in these books, you should have a basic understanding
of how to use PeopleSoft applications.

You might also want to complete at least one PeopleSoft introductory training course, if applicable.

You should be familiar with navigating the system and adding, updating, and deleting information by using
PeopleSoft menus, and pages, forms, or windows. You should also be comfortable using the World Wide Web
and the Microsoft Windows or Windows NT graphical user interface.

These books do not review navigation and other basics. They present the information that you need to use the
system and implement your PeopleSoft applications most effectively.

PeopleSoft Application Fundamentals

Each application PeopleBook provides implementation and processing information for your PeopleSoft
applications. For some applications, additional, essential information describing the setup and design of your
system appears in a companion volume of documentation called the application fundamentals PeopleBook.
Most PeopleSoft product lines have a version of the application fundamentals PeopleBook. The preface of each
PeopleBook identifies the application fundamentals PeopleBooks that are associated with that PeopleBook.
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General Preface

The application fundamentals PeopleBook consists of important topics that apply to many or all PeopleSoft
applications across one or more product lines. Whether you are implementing a single application, some
combination of applications within the product line, or the entire product line, you should be familiar with
the contents of the appropriate application fundamentals PeopleBooks. They provide the starting points
for fundamental implementation tasks.

Documentation Updates and Printed Documentation

Xiv

This section discusses how to:

* Obtain documentation updates.

* Order printed documentation.

Obtaining Documentation Updates

You can find updates and additional documentation for this release, as well as previous releases, on the
PeopleSoft Customer Connection website. Through the Documentation section of PeopleSoft Customer
Connection, you can download files to add to your PeopleBook Library. You’ll find a variety of useful and
timely materials, including updates to the full PeopleSoft documentation that is delivered on your PeopleBooks
CD-ROM.

Important! Before you upgrade, you must check PeopleSoft Customer Connection for updates to the upgrade
instructions. PeopleSoft continually posts updates as the upgrade process is refined.

See Also

PeopleSoft Customer Connection, https://www.peoplesoft.com/corp/en/login.jsp

Ordering Printed Documentation

You can order printed, bound volumes of the complete PeopleSoft documentation that is delivered on your
PeopleBooks CD-ROM. PeopleSoft makes printed documentation available for each major release shortly

after the software is shipped. Customers and partners can order printed PeopleSoft documentation by using
any of these methods:

* Web
* Telephone

¢ Email

Web

From the Documentation section of the PeopleSoft Customer Connection website, access the PeopleBooks
Press website under the Ordering PeopleBooks topic. The PeopleBooks Press website is a joint venture
between PeopleSoft and MMA Partners, the book print vendor. Use a credit card, money order, cashier’s
check, or purchase order to place your order.

Telephone
Contact MMA Partners at 877 588 2525.
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General Preface

Email

Send email to MMA Partners at peoplesoftpress@mmapartner.com.

See Also

PeopleSoft Customer Connection, https://www.peoplesoft.com/corp/en/login.jsp

Additional Resources

The following resources are located on the PeopleSoft Customer Connection website:

Resource Navigation
Application maintenance information Updates + Fixes
Business process diagrams Support, Documentation, Business Process Maps
Interactive Services Repository Interactive Services Repository
Hardware and software requirements Implement, Optimize + Upgrade, Implementation Guide,

Implementation Documentation & Software, Hardware and
Software Requirements

Installation guides Implement, Optimize + Upgrade, Implementation Guide,
Implementation Documentation & Software, Installation
Guides and Notes

Integration information Implement, Optimize + Upgrade, Implementation Guide,

Implementation Documentation and Software, Pre-built
Integrations for PeopleSoft Enterprise and PeopleSoft
EnterpriseOne Applications

Minimum technical requirements (MTRs) (EnterpriseOne | Implement, Optimize + Upgrade, Implementation Guide,

only) Supported Platforms

PeopleBook documentation updates Support, Documentation, Documentation Updates
PeopleSoft support policy Support, Support Policy

Prerelease notes Support, Documentation, Documentation Updates,

Category, Prerelease Notes

Product release roadmap Support, Roadmaps + Schedules

Release notes Support, Documentation, Documentation Updates,
Category, Release Notes

Release value proposition Support, Documentation, Documentation Updates,
Category, Release Value Proposition

Statement of direction Support, Documentation, Documentation Updates,
Category, Statement of Direction
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Resource Navigation
Troubleshooting information Support, Troubleshooting
Upgrade documentation Support, Documentation, Upgrade Documentation and
Scripts

Typographical Conventions and Visual Cues

This section discusses:

* Typographical conventions.
* Visual cues.
» Country, region, and industry identifiers.

* Currency codes.

Typographical Conventions

This table contains the typographical conventions that are used in PeopleBooks:

Typographical Convention or Visual Cue Description

Bold Indicates PeopleCode function names, business function
names, event names, system function names, method
names, language constructs, and PeopleCode reserved
words that must be included literally in the function call.

Italics Indicates field values, emphasis, and PeopleSoft or other
book-length publication titles. In PeopleCode syntax,
italic items are placeholders for arguments that your
program must supply.

We also use italics when we refer to words as words or
letters as letters, as in the following: Enter the letter O.

KEY+KEY Indicates a key combination action. For example, a plus
sign (+) between keys means that you must hold down
the first key while you press the second key. For ALT+W,
hold down the ALT key while you press the W key.

Monospace font Indicates a PeopleCode program or other code example.

733

(quotation marks) Indicate chapter titles in cross-references and words that
are used differently from their intended meanings.
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Typographical Convention or Visual Cue Description

.. . (ellipses) Indicate that the preceding item or series can be repeated
any number of times in PeopleCode syntax.

{ } (curly braces) Indicate a choice between two options in PeopleCode
syntax. Options are separated by a pipe (| ).

[ 1 (square brackets) Indicate optional items in PeopleCode syntax.

& (ampersand) When placed before a parameter in PeopleCode syntax,
an ampersand indicates that the parameter is an already
instantiated object.

Ampersands also precede all PeopleCode variables.

Visual Cues

PeopleBooks contain the following visual cues.

Notes

Notes indicate information that you should pay particular attention to as you work with the PeopleSoft system.

Note. Example of a note.

If the note is preceded by Important!, the note is crucial and includes information that concerns what you must
do for the system to function properly.

Important! Example of an important note.

Warnings

Warnings indicate crucial configuration considerations. Pay close attention to warning messages.

Warning! Example of a warning.

Cross-References

PeopleBooks provide cross-references either under the heading “See Also” or on a separate line preceded by
the word See. Cross-references lead to other documentation that is pertinent to the immediately preceding
documentation.

Country, Region, and Industry Identifiers

Information that applies only to a specific country, region, or industry is preceded by a standard identifier in
parentheses. This identifier typically appears at the beginning of a section heading, but it may also appear
at the beginning of a note or other text.

Example of a country-specific heading: “(FRA) Hiring an Employee”
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Example of a region-specific heading: “(Latin America) Setting Up Depreciation”

Country Identifiers

Countries are identified with the International Organization for Standardization (ISO) country code.

Region Identifiers

Regions are identified by the region name. The following region identifiers may appear in PeopleBooks:
* Asia Pacific

* Europe

* Latin America

* North America

Industry Identifiers

Industries are identified by the industry name or by an abbreviation for that industry. The following industry
identifiers may appear in PeopleBooks:

* USF (U.S. Federal)
* E&G (Education and Government)

Currency Codes

Monetary amounts are identified by the ISO currency code.

Comments and Suggestions

Your comments are important to us. We encourage you to tell us what you like, or what you would like to
see changed about PeopleBooks and other PeopleSoft reference and training materials. Please send your
suggestions to:

PeopleSoft Product Documentation Manager PeopleSoft, Inc. 4460 Hacienda Drive Pleasanton, CA 94588
Or send email comments to doc@peoplesoft.com.

While we cannot guarantee to answer every email message, we will pay careful attention to your comments
and suggestions.

Common Elements Used in PeopleBooks

Xviii

Address Book Number Enter a unique number that identifies the master record for the entity. An
address book number can be the identifier for a customer, supplier, company,
employee, applicant, participant, tenant, location, and so on. Depending on the
application, the field on the form might refer to the address book number as
the customer number, supplier number, or company number, employee or
applicant id, participant number, and so on.
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As If Currency Code

Batch Number

Batch Date

Batch Status

Branch/Plant

Business Unit

Category Code

Company

Currency Code

Document Company

PeopleSoft Proprietary and Confidential
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Enter the three-character code to specify the currency that you want to use

to view transaction amounts. This code allows you to view the transaction
amounts as if they were entered in the specified currency rather than the
foreign or domestic currency that was used when the transaction was originally
entered.

Displays a number that identifies a group of transactions to be processed by
the system. On entry forms, you can assign the batch number or the system
can assign it through the Next Numbers program (P0002).

Enter the date in which a batch is created. If you leave this field blank, the
system supplies the system date as the batch date.

Displays a code from user-defined code (UDC) table 98/IC that indicates the
posting status of a batch. Values are:

Blank: Batch is unposted and pending approval.

A: The batch is approved for posting, has no errors and is in balance, but it
has not yet been posted.

D: The batch posted successfully.
E: The batch is in error. You must correct the batch before it can post.

P: The system is in the process of posting the batch. The batch is unavailable
until the posting process is complete. If errors occur during the post, the
batch status changes to E.

U: The batch is temporarily unavailable because someone is working with
it, or the batch appears to be in use because a power failure occurred while
the batch was open.

Enter a code that identifies a separate entity as a warehouse location, job,
project, work center, branch, or plant in which distribution and manufacturing
activities occur. In some systems, this is called a business unit.

Enter the alphanumeric code that identifies a separate entity within a
business for which you want to track costs. In some systems, this is called a
branch/plant.

Enter the code that represents a specific category code. Category codes are
user-defined codes that you customize to handle the tracking and reporting
requirements of your organization.

Enter a code that identifies a specific organization, fund, or other reporting
entity. The company code must already exist in the FO010 table and must
identify a reporting entity that has a complete balance sheet.

Enter the three-character code that represents the currency of the transaction.
PeopleSoft EnterpriseOne provides currency codes that are recognized by
the International Organization for Standardization (ISO). The system stores
currency codes in the FO013 table.

Enter the company number associated with the document. This number, used
in conjunction with the document number, document type, and general ledger
date, uniquely identifies an original document.

If you assign next numbers by company and fiscal year, the system uses the
document company to retrieve the correct next number for that company.
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Document Number

Document Type

Effective Date

Fiscal Period and Fiscal
Year

G/L Date (general ledger
date)

XX

If two or more original documents have the same document number and
document type, you can use the document company to display the document
that you want.

Displays a number that identifies the original document, which can be a
voucher, invoice, journal entry, or time sheet, and so on. On entry forms, you
can assign the original document number or the system can assign it through
the Next Numbers program.

Enter the two-character UDC, from UDC table 00/DT, that identifies the origin
and purpose of the transaction, such as a voucher, invoice, journal entry,

or time sheet. PeopleSoft EnterpriseOne reserves these prefixes for the
document types indicated:

P: Accounts payable documents.
R: Accounts receivable documents.
T: Time and pay documents.

I: Inventory documents.

O: Purchase order documents.

S: Sales order documents.

Enter the date on which an address, item, transaction, or record becomes
active. The meaning of this field differs, depending on the program. For
example, the effective date can represent any of these dates:

» The date on which a change of address becomes effective.

» The date on which a lease becomes effective.

* The date on which a price becomes effective.

* The date on which the currency exchange rate becomes effective.

» The date on which a tax rate becomes effective.

Enter a number that identifies the general ledger period and year. For many
programs, you can leave these fields blank to use the current fiscal period and
year defined in the Company Names & Number program (P0010).

Enter the date that identifies the financial period to which a transaction will be
posted. The system compares the date that you enter on the transaction to the
fiscal date pattern assigned to the company to retrieve the appropriate fiscal
period number and year, as well as to perform date validations.
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This preface discusses:
* PeopleSoft products.
* PeopleSoft application fundamentals.

» Common elements used in this PeopleBook.

PeopleSoft Products

This PeopleBook refers to these PeopleSoft products:

* Benefits

» Human Capital Management Foundation
* Payroll

* Manager Self-Service

* Employee Self Service

PeopleSoft Application Fundamentals

Additional, essential information describing the setup and design of the system appears in a companion volume
of documentation called PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals
8.11 PeopleBook.

See Also

PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 PeopleBook,
“PeopleSoft EnterpriseOne HCM Fundamentals Preface”

Common Elements in this PeopleBook

Amount or Rate Enter a value that specifies a percentage, a monetary amount, or an hourly
rate, depending on where it is used. Values are:

1: For a deduction, benefit, or accrual, the meaning of this value depends on
the method of calculation. The method determines whether the deduction is a
flat monetary amount, a percentage, or a multiplication rate. Table method
DBAs, depending on which table method they use, can either use this amount
in the calculation or ignore it. If there are exceptions to the table calculation,
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Beginning Date

Benefit Group

Benefit Group Rule

Benefit Status

Cont Elig Table (continuing
eligibility table)

Employee Identification

Ending Date

Group Category

you can override the table code in the detail area, set up a flat monetary DBA
amount, or override the amount with a one-time override for a timecard.

2: For a pay type, amounts entered in this field override the hourly rate.

Enter the date on which an address, item, transaction, or table record becomes
active. The meaning of this field differs, depending on the program. For
example, the effective date can represent:

» The date on which a change of address becomes effective.

» The date on which a lease becomes effective.

» The date on which a price becomes effective.

» The date on which the currency exchange rate becomes effective.

» The date on which a tax rate becomes effective.

Enter the benefit group to which the employee is assigned. Benefit groups
facilitate employee enrollment by categorizing benefit plans and allowing
enrollment rules for those categories. For example, assigning an employee to
an executive (EXEC) benefit group automatically links the employee to the
benefits available to executives in the organization.

Displays the rule assigned to the benefit group that determines whether the
benefit group contains flex plans and whether you want to keep track of flex
credits that remain after an employee has enrolled in benefit plans. Values are:

0: Flex plans are not offered.
1: Flex plans are offered. Positive remaining credits are allowed.

2: Flex plans are offered. Positive remaining credits are not allowed.

Enter a user-defined code (06/EA) that specifies an employee status, such
as new hire or rehire. The system uses this value as it searches and tests for
benefits eligibility. An * indicates that the guidelines refer to all employee
statuses that are not otherwise specified.

Do not change the codes that are hard-coded, such as A (Active) and X
(Terminated). These are required codes in the system.

Enter a code to specify the rules, if any, for an employee’s continuing
enrollment in the plan.

Even when a plan has no eligibility criteria, you must set up a table, such as
None, for continuing eligibility testing.

Enter the employee number, tax ID, or alternate number, depending on the
employee number mode that is set up in the payroll constants for company
00000.

Enter the date on which the item, transaction, or table becomes inactive, or
through which you want transactions to appear. This field is used generically
throughout the system. It could be a lease effective date, a price or cost
effective date, a currency effective date, a tax rate effective date, or whatever
is appropriate.

Enter the category of a benefit group. The category is used to group benefit
plans according to the type and the rule. For example:
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Init Elig Table (initial
eligibility table)

Plan ID (plan identification)

Plan Option

Plan Option Description

Plan Type

Provider/Trustee

Seq. Num. (sequence
number)
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MEDICAL: Required Medical Selections
DENTAL: Optional Dental Selections
LIFE: Required Life Ins Selections

Valid categories are set up in the Generic Rate and Message table (F00191) for
system 08/type SG. Associated text for categories is stored in the General
Message Detail table (F00192). For more information, see program P00191.

Indicate the table used to specify the rules, if any, for the employee’s initial
enrollment in the plan.

Even when a plan has no eligibility criteria, we recommend that you set up a
table, such as None, for initial eligibility testing.

Enter an abbreviation or number that identifies a specific employee benefit.
Examples are:

* Employee Health Insurance

* Accidental Death and Dismemberment
» Health Club Expense Reimbursement
* Employee Stock Appreciation Rights

A benefit plan typically is associated with a deduction, benefit, or accrual.
For example, a medical plan is a benefit that might also require a deduction
to withhold premiums from an employee’s pay.

Enter a code that identifies any additional options available for a benefit plan
that have been defined in the Plan Additional Options table (F083202).

Note. Additional options must have the same provider, policy number, and
enrollment and eligibility rules as the benefit plan to which they are associated.

Enter a user-defined name or remark.

Enter a user-defined code (system 08/type PT) that identifies the type of plan.
For example, L might be used to identify a life insurance plan.

Enter the address book number for the supplier who receives the final payment.

In Benefits administration, this is the address book number of the company
that issues the plan and receives premium payments for it.

For wage attachments, payee is the address book number of the agency,
company, individual, or court that is to receive the payment of the check.

Enter a number to specify the order in which categories appear on the
Enrollment with Eligibility form.
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CHAPTER 1

Getting Started with PeopleSoft EnterpriseOne
Benefits

This chapter discusses:

* Benefits overview
* Benefits business processes
* Benefits integrations

* Benefits implementation

Benefits Overview

After a company has determined what standard, government-mandated, and supplemental benefits that it
will incorporate into its benefit package, benefit professionals must administer the plans. This task can be

time-consuming and require a lot of paperwork. It generally requires close interaction with health insurance
companies, unemployment insurance offices, and pension plan administrators. Therefore, many companies
hire a third-party administrator (TPA) to assist them in administering the plans, maintaining plan compliance,

and submitting regulatory reports to the appropriate administrators.

In addition to maintaining the benefit plans, benefit administrators must enroll employees in these plans. Many
factors affect how employee enrollment will be administered, such as eligibility requirements and enrollment
periods. Most benefit plans have eligibility criteria, such as age, length of service, and employment status, that
employees must meet before they are allowed to participate in the plan. For example, a pension plan might
stipulate that for an employee to be eligible to participate in the plan, he or she must be at least 21 years old,

work a minimum of 20 hours per week, and have been employed by the company for at least one year.
Sometimes the company decides these eligibility requirements and sometimes the company works with
the plan administrator to decide the requirements.

Some benefit plans contain open enrollment or re-enrollment periods. Open enrollment refers to a time

during which employees can change their benefit coverage or begin enrollment in a plan in which they were
not previously enrolled. If an employee makes such changes outside of the open enrollment period, waiting

periods might be required before the changes take effect, or employees might be prohibited entirely from

making changes outside the open enrollment period. Re-enrollment occurs when a plan is based on a specific

time period, generally one year. Employees must re-enroll in that plan annually. During the re-enrollment
period, employees can sign up for different coverage than they had previously.
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Frequently, annual re-enrollment periods are associated with cafeteria plans or flexible spending account plans.
Cafeteria plans, often referred to as flexible benefit plans, are an effective way of allowing employees to select
benefits that are useful to them. Employees pick from a group of benefit options and pay only for those options
that they choose. This method of selecting benefits represents a cost savings to both employee and employer
because they both are paying only for benefits that the employee uses. Generally, employers grant employees a
certain number of flex credits that they used to pay for the benefits that they select. Each benefit option has a
flex cost, and that cost is deducted from the total number of flex credits granted to the employee.

When an employee does not have enough flex credits to pay for the benefits that the employee chose, the
excess amount can be deducted from the employee’s payment through payroll deductions.

When an employee has more than enough flex credits to pay for the benefits that the employee chose, some
employers allow the employee to use the excess credits in one of the following ways:

» Receive the excess amount in the form of a taxable addition to the employee’s pay.

* Use the excess amount for other life needs, such as tuition expenses, weight-loss programs, smoking
cessation programs, or financial planning expenses.

Some employers do not permit employees to use excess flex credits.

PeopleSoft EnterpriseOne Benefits provides the tools to manage an organization’s benefit plans. The feature
provides online integration with other human resources information and payroll processing. With the Benefits
Administration feature, you can respond to employees’ requests for information about their benefits.

EnterpriseOne Benefits features enable companies to perform these functions:

* Administer plans with varying amount or rate options.

* Separate employer and employee portions of the costs of plans and options.
* Administer both pre-tax and post-tax benefits.

 Track non-cash benefits, such as use of a company car or health club dues.
* Determine benefits eligibility based on system or user-defined criteria.

* Generate payroll deductions.

Benefits Business Processes

This process flow diagram illustrates Benefits business processes:

2 PeopleSoft Proprietary and Confidential



Chapter 1

Getting Started with PeopleSoft EnterpriseOne Benefits

Benefit Carrier

Human Resource Management

Update benefit
coverage

Hire the Change employee Notify carrier of
employee enrollments benefit updates
A
\ y
Benefits
administration required
q Change fund
allocations
s benefits Determine next
benefits Determine
»
enrol!mzr;t No administration > nextaction
required? e
Review employee
benefits
Yes
X A
A A .
Run benefits
_ ) Run employee firmati
Employee self- Print benefits A Enroll benefits reports O aon
service enrollment enroliment form | employee statement

Administer employee benefits

We discuss these business processes in the business process chapters in this PeopleBook.

Benefits Integrations

The Benefits system integrates with these EnterpriseOne systems:

* Address Book
* Human Capital Management Foundation

* Payroll

We discuss integration considerations in the implementation chapters in this PeopleBook. Supplemental
information about third-party application integrations is located on the PeopleSoft Customer Connection
website.

Address Book

The Address Book system stores personal information for employees, dependents, and beneficiaries.
Employees can view and change Address Book information through Benefits Self Service.
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Human Capital Management Foundation

The Human Capital Management Foundation system tracks the following types of information that is shared
with the Human Resources system:

* Complete employee information.
* Job information.
* Pay type, deduction, benefit, and accrual (PDBA) information.

¢ Time and labor information.

Payroll

The Payroll system calculates benefit deductions, benefits, and accruals (DBAs). The system also deducts
benefit costs from an employee’s paycheck.

Benefits Implementation

This section provides an overview of the steps that are required to implement the Benefits system.

In the planning phase of the implementation, take advantage of all PeopleSoft sources of information,
including the installation guides and troubleshooting information. A complete list of these resources appears in
the About These PeopleBooks.

Global Implementation Steps

This table lists the global implementation steps for the Benefits system:

Step Reference
1. Setup fiscal date patterns, companies, and business PeopleSoft EnterpriseOne Financial Management
units. Solutions Application Fundamentals 8.11 PeopleBook,

“Setting Up an Organization”

2. Setup accounts. PeopleSoft EnterpriseOne Financial Management
Solutions Application Fundamentals 8.11 PeopleBook,
“Setting Up Accounts”

3. Setup General Accounting constants. PeopleSoft EnterpriseOne General Accounting 8.11

PeopleBook, “Setting Up the General Accounting System”

4. Setup multicurrency processing, including currency *  PeopleSoft EnterpriseOne Multicurrency Processing
codes and exchange rates. 8.11 PeopleBook, “Setting Up General Accounting for
Multicurrency Processing”

*  PeopleSoft EnterpriseOne Multicurrency Processing
8.11 PeopleBook, “Setting Up Exchange Rates”

5. Setup ledger type rules. PeopleSoft EnterpriseOne Financial Management
Solutions Application Fundamentals 8.11 PeopleBook,
“Setting Up Ledger Type Rules for General Accounting”

6. Enter Address Book records. PeopleSoft EnterpriseOne Address Book 8.11 PeopleBook,
“Entering Address Book Records”
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Step

Reference

7. Setup Human Capital Management fundamental
information.

PeopleSoft EnterpriseOne Human Capital Management
Application Fundamentals 8.11 PeopleBook

PeopleSoft EnterpriseOne Benefits Implementation Steps

This table list the core implementation steps for the Benefits system:

Step

Reference

1. Setup common settings, group information, benefit
plans, plan options, benefit categories, date codes, pay
type tables, eligibility tables, enrollment parameters,
and link allocation funds to plans.

Chapter 2, “Setting Up Benefits Administration,” page 7

2. (Optional) Set up DBA information for flexible benefits,
a benefit group for flex, lump sun credit, employee flex
deduction, and flex benefit plans.

Chapter 3, “Setting Up Flexible Benefits,” page 67

3. (Optional) Activate automated COBRA administration,
set up COBRA general constants, qualifying event
constants, qualifying event rules, and plan premium
amounts.

Chapter 4. “(USA) Setting Up COBRA.,” page 79

4. (Optional) (USA) Create a plan control group for
Nondiscrimination testing.

Chapter 5. “(USA) Setting Up Nondiscrimination Testing,”
page 97
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CHAPTER 2

Setting Up Benefits Administration

This chapter provides an overview of benefits administration setup and user-defined codes and discusses
how to:

* Set up common settings for benefits enrollment.
* Set up group information.

* Set up benefit plans.

* Set up plan options.

» Recalculate plan option costs.

* Link plans to benefit categories.
» Set up date codes.

* Set up pay type tables.

+ Set up eligibility tables.

» Set up enrollment parameters.

* Link allocation funds to plans.

» Review the benefit structure.

Understanding Benefits Administration Setup

Before you can use the Benefits Administration feature of Human Resources, you must define the information
that the system uses when it processes benefits administration functions.

When you set up the benefits administration information, you define all the benefit plans that the company
uses. Benefit plans include medical coverage and retirement plans. Before you can enroll employees in
benefit plans, you must set up benefit plan information.

When you set up a benefit plan, you include the associated deductions, benefits, and accruals (DBAs), and
define:

» Effective dates.

* Provider or trustee.

* Payroll deduction and benefit information.
* Eligibility tables.
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In some cases, the coverage for a plan can vary from employee to employee. For example, in a medical plan,
employees might be allowed to choose between individual coverage (employee only) and family coverage
(employee plus family). For these plans, you can either set up separate plans for each variation or create a
single plan and set up plan options for each variation.

To simplify the process of enrolling employees in benefit plans, you can set up group information, which
includes benefit groups and benefit categories. For example, you could set up a benefit group for all
management personnel. Your organization might have several benefit categories that apply to the management
group, such as medical, dental, and life insurance. You can also link the benefit categories to the benefit
groups. After you set up the benefit plans, groups, and categories, you can link the benefit plans and options to
the benefit categories.

Employees’ eligibility for benefit plans might depend on various factors, such as length of service or age.
After you set up a benefit plan, you must set up tables that define the eligibility rules for the benefit plan.
Typically, eligibility rules are based on criteria such as:

* Age
* Length of service
¢ Number of hours worked

When you enroll an employee in a benefit plan, the system uses eligibility rules to verify that the employee
meets the criteria required to participate in the plan. You can also use eligibility rules to verify that employees
continue to meet the criteria after they are enrolled in a plan.

If you have set up any eligibility tables that are based on hours worked (method H), you must set up pay type
tables. The system uses pay type tables to calculate the number of hours that an employee worked, and
that number determines the employee’s eligibility.

To define the dates on which employees can be enrolled in a benefit plan after they have passed or failed the
eligibility tests, you set up date codes. You can set up date codes:

* By a specified day of the month.
* By amount of time after a specified date.

* By a specified enrollment date.

When you set up the enrollment parameters, you define which action the system uses to determine eligibility
when you enroll employees using the enrollment with eligibility feature.

This graphic illustrates the relationship between benefit groups, categories, plans, and plan options:
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Benefit Group
Management
Benefit Categories
Medical Dental Life
Benefit Plans
Fee for H CEL Traditional D EE] One times One and a half
- Maintenance Maintenance .
Service Plan L Plan L salary times salary
Organization Organization
BenefitPlan | [ |
Options
Employee only Employee only Employee only Employee only
Employee plus Employee plus Employee plus Employee plus
family spouse family spouse
Employee plus Employee plus
family family

Relationship between benefit groups, categories, plans, and plan options
The system stores the information that you set up in various tables as indicted:
* Categories within Benefit Groups (F08350).
- Generic Message/Rates (F00191).
- General Message Detail (F00192).
* Plans within Benefit Categories (FO8351).
- Generic Message/Rates (F00191).
General Message Detail (F00192).
Benefits Plan Master (F08320).
Plan Additional Options (F083202).

plans

See PeopleSoft EnterpriseOne Human Capital Management Self Service 8.11 PeopleBook, “Employee
Self Service Benefits Setup”.

Understanding User-Defined Codes for Benefits

The user-defined codes (UDCs) described here are specific to the Benefits Administration feature of Human
Resources.
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10

Data Items Based From (08/D1)

You use these codes to specify the date from which eligibility is calculated. For example, to have an employee
be eligible for a benefit plan 30 days after the employee begins employment, you use code DST, which
refers to the data item for the Date Started field.

Data Items for Dates to Follow (08/D2)

You use these codes to specify the date for the system to use in conjunction with either the Date of Month
field or the End of Month field on the Define Date Codes form to enroll the employee in a benefit plan after
he or she has passed eligibility testing. An asterisk (*) indicates the date on which the employee either
passes or fails eligibility.

Dependent/Beneficiary Relationship (08/RL)

You use these codes to define the relationship of the dependent or beneficiary to the employee. Examples of
these codes are spouse, parent, child, or other relationship.

Use the Special Handling field in this code to limit a relationship to:

* D: Dependent only.
* B: Beneficiary only.
* A: Both a dependent and a beneficiary.

For example, using the special handling code, you can specify that a spouse relationship qualifies as both a
dependent and a beneficiary, but that a friend relationship qualifies a friend as a beneficiary only.

Dependent/Beneficiary Type (08/DB)

You use dependent/beneficiary type codes in conjunction with dependent/beneficiary relationship codes to
further define the relationship of the dependent or beneficiary to the employee. For example, when determining
beneficiaries for life insurance, you might designate a primary beneficiary to collect the benefit. You might
also designate a secondary beneficiary to collect the life insurance benefit in the event that the primary
beneficiary is no longer living. Examples of dependent/beneficiary type codes are Primary and Secondary.

Employee Benefit Status (06/EA)

You use these codes to indicate an employee’s status when you test for benefit eligibility. An asterisk (*)
indicates that the guidelines refer to all employee actions that are not otherwise specified. Do not change the
codes that are hard-coded, such as 4 (active) and X (terminated). These are required codes in the system.

Enrollment Status (08/ES)

You use enrollment status codes to indicate the status of an employee’s enrollment in a plan. When you set up
enrollment status codes, you must observe these restrictions for the definitions:

» All codes that indicate active participation in a plan must begin with the letter A.

* All codes that indicate an ending status that does not result in a new enrollment (such as a termination) must
have the letter X in the first position of Description 2 field on the User-Defined Codes form.

* A code that begins with the letter X, when used as an ending status, represents a mistaken enrollment; no
employee DBA instructions are written.

* An asterisk (*) indicates all statuses not otherwise specified.
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Event Codes (08/BE)

You use event codes to indicate events for which employees can change their benefit information using benefits
self service. Examples of event codes include marriage, birth of a child, new hire, and open enrollment.

Pay Type Table (08/TT)

You use pay type table codes to define groups of pay types. These pay type tables identify which pay types are
used for calculating particular benefit eligibility information. For example, if employees must work 160 hours
before they are eligible for medical benefits, you must define which pay types count toward the 160 hours. To
exclude vacation, leave, and sick time when calculating the employees’ accumulated hours for the purposes
of testing eligibility, you do not include vacation, leave, and sick time pay types in the pay type table that is
associated with the eligibility table for the medical plan.

Plan Status (08/ST)

You use plan status codes to define the current state of a benefit plan. For example, you can use A4 to define
the plan as active or N to define the plan as inactive. This code is used for informational purposes only and
does not affect any system calculations or processes.

Plan Type (08/PT)

You use plan type codes to identify and group specific types of benefit plans. For example, you can use L to
identify life insurance plans and M to identify medical plans.

Setting Up Common Settings for Benefits Enroliment

This chapter provides an overview of common settings for benefits enrollment and discusses how to set up
common settings for benefits enrollment.

Understanding Common Settings for Benefits Enroliment

Setting up the common settings for benefits enrollment enables you to specify whether to link dependents and
beneficiaries to benefit plans and whether to require date of birth and tax ID when adding a new dependent or
beneficiary.

The following table describes the common settings for data items that appear on the Work With HRM Common
Display Settings (work with Human Resource Management common display settings) form (W05004A). On
the System Control - Revisions form (W05004B), you can specify the current setting for each of these data
items for enrolling dependents and beneficiaries in benefit plans.

Common Setting Usage

Associate Beneficiaries to Plans? This common setting indicates whether to associate
beneficiaries with benefit plans. To require that
beneficiaries be associated with a plan when you enroll
beneficiaries in benefit plans, set this to Yes.

Associate Dependents To Benefit Plans? This common setting indicates whether to associate
dependents with benefit plans. To require that dependents
be associated with a plan when you enroll dependents in
benefit plans, set this to Yes.
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Common Setting Usage

Date of Birth Required for Dep/Ben? This common setting indicates whether date of birth is
required for dependents and beneficiaries. To require that
you enter the date of birth when you add a new dependent

or beneficiary, set this to Yes.

(Date of Birth Required for Dependent/Beneficiary?)

Tax ID Required for Dep/Ben? This common setting indicates whether tax ID is required
for dependents and beneficiaries. To require that you enter

the tax ID when you add a new dependent or beneficiary,

set this to Yes.

See Also

PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 PeopleBook, “Setting
Up System Options,” Setting Up Common Settings for Human Capital Management

Forms Used to Set Up Common Settings for Benefits Enroliment

Form Name Form ID Navigation Usage
Work With HRM Common | W05004A  Self Service Setup Access System Control -
Display Settings (work (GOSBESS4), Common Revisions form.
with Human Resource Settings for EE Self
Service Appl.
Management common
display settings) » Compensation
Mgmt System Setup
(GO8CM 14), HRM
Common Settings
System Control - Revisions | W05004B On the Work With HRM Set up common settings for
Common Display Settings benefits enrollment. You
form, select the record that cannot delete these data
contains the data item for items from the system.
which you want to change
the setting, and then click
Select.

Setting Up Common Settings for Benefits Enroliment

Access the System Control - Revisions form.
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Common Settings for EE Self Service Appl - System Control - Revisions

Ok Cancel Tools

B X &

Data ltern ACEER

i~ ves
Associate Beneficiaries o Plans?
* Mo

[term can be deleted

System Control - Revisions form

To set up common settings for benefits enrollment:

Select Yes or No to specify the current setting, and then click OK.

To add another data item, on the Work With HRM Common Display Settings form, click Add.
On the System Control - Revisions form, complete the Data Item field.

Select Yes or No, and then click OK.

If you need to delete a data item that you have added, on the Work With HRM Common Display Settings
form, select the data item and click Delete.

A e

You cannot delete system-supplied data items.

Setting Up Group Information

This section provides an overview of group information and discusses how to:

* Set processing options for the Benefit Group Descriptions program (P00191).

» Set up benefit groups.

* Set processing options for the Group Category Descriptions program (P00191).
» Set up benefit categories.

* Link categories to benefit groups.

Understanding Group Information

A benefit group identifies a set of benefits available to a particular group of employees. For example, you
might have a benefit group for executives, another for salaried employees, and another for hourly employees.

Within each benefit group are benefit categories. Benefit categories identify a type of benefit that is available to
the members of the benefit group to which the benefit category belongs. For example, you can have a medical
category that contains a variety of medical plans from which an individual in the Executive group can elect
coverage. You can have another medical category for the Salaried group that offers different medical plans.
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Setting Up Benefit Groups

To save time and reduce data entry errors when you assign benefit plans to employees, you can set up benefit
groups and benefit categories. You set up benefit groups to assign the same benefit plans to a group of
employees, such as executives, hourly employees, or part-time employees. A benefit group identifies the type
of employee who is eligible for a particular set of benefits that you define.

Setting Up Benefit Categories

After you set up a benefit group, you can create benefit categories to organize the plans within the group.
Benefit categories group types of benefit plans. For example, an organization might offer two medical plans, a
traditional-style plan and a health maintenance organization (HMO). You can define a benefit category called
medical and link those two medical plans to that category.

Use benefit categories to associate the different categories of benefits that the company offers to a benefit
group. Examples of benefit categories include medical, dental, life, and disability insurance, as well as
flexible spending accounts.

When you set up a benefit group or benefit category, the system stores the information in the Generic
Message/Rates table (F00191). Any additional or detail information that you include is stored in the General
Message Detail table (F00192).

Important! In self service benefits enrollment, employees can enroll in only one plan per category. Therefore,
if you use Employee Self Service for benefits enrollment, set up a separate category for each type of plan.

Do not set up a single category that includes more than one plan in which an employee is likely to enroll.

For example, do not set up a single category for both employee life insurance and dependent life insurance
plans because an employee is likely to enroll in both.

Linking Categories to Benefit Groups

After you set up benefit groups and benefit categories, you can link categories to each benefit group. For
example, you can link the benefit categories for medical, dental, and life insurance to the management benefit
group. When you link a category to a benefit group, all of the employees in that group are eligible for all of the
benefit plans in that category.

When you link categories to groups, you can also indicate:

* The availability of flex plans for the benefit group.

» The sequence in which the benefit categories appear on the enrollment form.
» The election criteria for a benefit category.

» The benefit category type for special flex plans.

» The benefit category classification.

* An employee option to print a form for declining benefit coverage.

» Requirements for employees to stay within the current benefit group options or within a current group
of benefit plans.

If a benefit group has flex plans, you must set up a benefit category for employee flex deductions (category
type 2). This benefit category controls deduction of a negative flex balance from employee pay. If the
employer awards members of the benefit group a lump sum of flex credits, you must set up a benefit category
for those lump sum credits (category type 1).
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Forms Used to Set Up Group Information

Form Name Form ID Navigation Usage

Enter Generic W00191D Benefits Administration Set up benefit groups.
Message/Rates Setup (G08BB4), Benefit
Group Descriptions

On the Work With Generic
Message/Rate Types form,
click Add.

Enter Generic W00191D Benefits Administration Set up benefit categories.

Message/Rates Setup (G08BB4), Group
Category Descriptions

On the Work With Generic
Message/Rate Types form,
click Add.

Categories By Benefit Group| W08350B Benefits Administration Link categories to benefit
Setup (GO8BB4), Categories | groups.
by Benefit Group

On the Work With Benefit
Groups form, complete the
Benefit Group field and then
click Find.

Select the benefit group
record and then click Select.

Setting Processing Options for the Benefit Group
Descriptions Program (P00191)

Processing options enable you to specify the default processing for programs and reports.

For programs, you can specify options such as the default values for particular transactions, whether fields
appear on a form, and the version of the program that you want to run.

For reports, processing options enable you to specify the information that appears on reports. For example, you
set a processing option to include the fiscal year or the number of aging days on a report.

Do not modify EnterpriseOne demo versions, which are identified by ZJDE or XJDE prefixes. Copy these
versions or create new versions to change any values, including the version number, version title, prompting
options, security, and processing options.

Defaults

Although processing options are set up during EnterpriseOne implementation, you can change processing
options each time that you run a program.

System Code Use this processing option to specify the system code of the UDC table where
you set up the benefit group descriptions.

Record Type Use this processing option to specify the record type of the UDC table where
you set up the benefit group descriptions.

PeopleSoft Proprietary and Confidential 15



Setting Up Benefits Administration

16

Display

Chapter 2

Although processing options are set up during EnterpriseOne implementation, you can change processing
options each time that you run a program.

Text Type Use this processing option to specify the type of text to display. Values are:
1: Display rate text
2: Display message text

Text Column Display Use this processing option to specify the limit on the text column display.

Values are:
1: 60-column display
2: 80-column display

Setting Up Benefit Groups

Access the Enter Generic Message/Rates form.

Benefit Group Descriptions - Enter Generic Message/Rates

Find Delete Cancel Form  Row  Tools

I@EXD@E

Product Code ||;|5_ Payroll fold)
Uszer Defined Codes IF
Records 1- 11 Customize Grid
| |
Code Description
i COMNSAL Canadian Salary Employees ﬂ
) |E}{EC |E:{ecutive Benefit Group
i FLEX Flex Benefits
i FLEX1 Flex Deductions Benefit Group
i FL=LMP Flex Lump Surm Benefit Group
i HELY Hourly Employee Benefit Group
[ MGMT Management Benefit Group
i MGMTY Management Benefit Group
i FT-Th Fart Time Employee Benefit Grp
i SALARY Salary Emplovee Benefit Group
I

Enter Generic Message/Rates form

To set up benefit groups:

1. Complete the Code and Description fields in a blank row.
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2. Select the record that you just created, and then select General Message from the Row menu.

On the General Message form, type the benefit group description that you want to appear on the Enter
Generic Message/Rates form and on the employee’s enrollment form.

4. Click OK to return to the Enter Generic Message/Rates form.
5. Repeat the preceding steps for each benefit group that you need to set up.

After you finish setting up the benefit groups, complete the steps for setting up benefit categories.

Setting Processing Options for the Group Category
Descriptions Program (P00191)

Processing options enable you to specify the default processing for programs and reports.

For programs, you can specify options such as the default values for specific transactions, whether fields
appear on a form, and the version of the program that you want to run.

For reports, processing options enable you to specify the information that appears on reports. For example, you
set a processing option to include the fiscal year or the number of aging days on a report.

Do not modify EnterpriseOne demo versions, which are identified by ZJDE or XJDE prefixes. Copy these
versions or create new versions to change any values, including the version number, version title, prompting
options, security, and processing options.

Defaults

Although processing options are set up during EnterpriseOne implementation, you can change processing
options each time that you run a program.

System Code Use this processing option to specify the system code of the UDC table where
you set up the group category descriptions.

Record Type Use this processing option to specify the record type of the UDC table where
you set up the group category descriptions.

Display
Although processing options are set up during EnterpriseOne implementation, you can change processing
options each time that you run a program.
Text Type Use this processing option to specify the type of text to display. Values are:
1: Display rate text
2: Display message text

Text Column Display Use this processing option to specify the limit on the text column display.
Values are:

1: 60-column display
2: 80-column display

Setting Up Benefit Categories

Access the Enter Generic Message/Rates form.
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Benefit Group Descriptions - General Message
[0]39 Delete Cancel Row  Tools

m X B B
Product Code 0f Fecord Type B

Message Murmber |E}{EC Exocutive Banafit Group

Records 1-3

’i Description

r |We|n:nme to your executive benefit plans. WWe are pleased to
r offer you the most competitive benefits in the industry
-

General Message form
To set up benefit categories:

1. Complete the Code and Description fields in a blank row.
2. Select the record that you just created, and then select General Message from the Row menu.

On the General Message form, type the benefit category description that you want to appear on the Enter
Generic Message/Rates form and on the employee’s enrollment form.

4. Click OK to return to the Enter Generic Message/Rates form.
5. Repeat the preceding steps for each benefit category that you need to set up.

After you finish setting up the benefit categories, complete the steps for linking categories to benefit groups.

Linking Categories to Benefit Groups

Access the Categories By Benefit Group form.
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Categories by Benefit Group - Categories By Benefit Group
838 Find Delete Cancel Form  Row  Tools

& m # B B B
Benefit Graup W

Benefit Group Rule

" Flex plans not offered

¥ Flex plans offered, positive remaining credits allowed

" Flex plans offered, positive remaining credits not allowed

Records 1-7

r |FLE}{ru1ED Flex Medical Benefits 1.00 |
N FLEXDEM Flex Dental Benefits 2.00
r FLEXWIS Flex Yision Benefits 3.00
r FLEXEEDED Employvee Flex Deductions 4.00
r 401K 401(K) Benefits 5.00
r ERLLUMPCRD Employer Lump Sum Credits G.00
=

Categories By Benefit Group form
To link categories to benefit groups:

1. Select one of the options in the Benefit Group Rule group box to indicate whether the benefit group offers
flex plans, and if so, how it treats positive remaining credits.

* Flex plans not offered.

* Flex plans offered, positive remaining credits allowed.

* Flex plans offered, positive remaining credits not allowed.
2. Complete the following fields and click OK:

* Group Category

* Seq. Num. (sequence number)

* C R (category rule)

» Category Type

Flex plans not offered Select this option to indicate that flex plans are not offered.

Flex plans offered, positive  Select this option to indicate that flex plans are offered and the system tracks
remaining credits allowed flex credits that remain after an employee has enrolled in benefit plans.

Flex plans offered, positive  Select this option to indicate that flex plans are offered and the system does not
remaining credits not track flex credits that remain after an employee has enrolled in benefit plans.
allowed
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C R (category rule) Enter a code for a rule that defines the election criteria for a benefit category.
Options are:

O: Optional. The enrollee can select one.
R: Required. The enrollee must select one.

Blank: No rule applies. The enrollee can select any items.

Category Type Enter a code that identifies categories for DBAs that use special flex
calculation plans, such as lump sum employer flex credits and employee flex
deductions when remaining flex credits are negative.

Setting Up Benefit Plans
This section provides an overview of benefit plan setup and discusses how to:
* Set processing options for the Plan Master program (P08320).
* Add a new benefit plan.
» Copy an existing benefit plan.

Understanding Benefit Plan Setup

Before you can enroll employees in benefits, you must set up every benefit plan that the company offers. To
deduct benefit payments from employees’ pay, you must also assign the DBAs that integrate the benefit plan
with Payroll. The system stores benefit plan information in the Benefits Plan Master table (F08320).

For some benefits, coverage can vary from employee to employee. For example, employees might have the
option to purchase medical insurance for their dependents, as well as for themselves. Typically, the cost of
insuring dependents is greater than the cost of insuring only the employee. In this case, you can:

* Set up separate medical plans called Employee Only, Employee Plus One, and Employee Plus Family and
link each of these plans to the medical category.

* Set up a single medical plan, such as MED-HMO, that has options called Employee Only, Employee
Plus One, and Employee Plus Family.

When you link MED-HMO to the medical category, the system also links the options.

You can use either of these methods to administer benefit plans. This table lists the main features of each

method:
Administration Method Features
Separate plans * Enables you to apply mandatory or default rules.
* Must be used for a plan that has another plan as a
prerequisite.
Single plan with options Enables you to add or remove options (instead of having to
end an entire plan and create a new one.
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When you set up a benefit plan, you assign one or more DBAs to the plan. You can assign a deduction-type
DBA to automatically withhold the cost (or a portion of the cost) of a benefit plan from an employee’s pay.
You can use a benefit-type DBA to track the cost (or portion of the cost) that the company incurs when it
provides a particular benefit plan.

If you are providing flex benefit plans, you use an employee flex cost DBA to represent the value of the flex
credits that an employee must use to enroll in the plan. Use an employer flex-credits DBA to award employees
with flex credits for selecting a particular plan. You also use the flex DBAs to calculate remaining credits when
an employee enrolls in flex plans. When an employee has negative remaining credits, you use an employee
flex deduction DBA to subtract the overspent amount from the employee’s pay.

After you set up a benefit plan, you might need to periodically update the amounts or rates that are associated
with the DBAs and options for the plan. For example, when a benefit carrier raises its rates, you typically need
to increase the employee- and employer-paid deductions for the plan. When you need to update DBAs or plan
options, you can access the forms that you need from the master record for the plan or plan options.

After you attach an employee record to a plan, you cannot delete the plan. Even when employees are not
active, their records remain attached to the plan. Also, you cannot change the dependent or beneficiary status
of a plan if dependents or beneficiaries are enrolled in the plan or if the plan has options with a conflicting
dependent or beneficiary type.

See Chapter 2, “Setting Up Benefits Administration,” Setting Up Plan Options, page 32 and Chapter 3,
“Setting Up Flexible Benefits,” Setting Up Flex Benefit Plans. page 76.

Adding a New Benefit Plan

Before you can enroll employees in a benefit plan, you must set up the plan. You add a new benefit plan when
you need to set up a unique plan or when you are setting up a plan for the first time. When you set up a plan,
you define the following information:

» Effective dates
» Provider or trustee
e Enrollment rules

* Eligibility tables
Copying an Existing Benefit Plan

You can copy an existing benefit plan when you need to set up a plan that is similar to a plan that you have
already set up. For example, suppose that you have a dental plan already set up that has an effective date of
January 1 and an ending date of December 31 of the current year. The dental plan that the organization offers
for the following year might be basically the same as this current plan, with only a few minor changes. To save
time and reduce data entry errors when you set up the dental plan for the following year, you can copy the
current dental plan and then enter only the appropriate changes.

See Chapter 2. “Setting Up Benefits Administration,” Adding a New Benefit Plan, page 23.

Prerequisites
Before you complete the tasks in this section:
* Set up the pay types, deductions, benefits, and accruals (PDBAs) that you assign to the plan.

See PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 PeopleBook,
“Setting Up Deductions, Benefits, and Accruals”.

* In Address Book, set up the provider or trustee for the plan.
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* (Optional) Set up eligibility tables associated with the plan.

See Chapter 2. “Setting Up Benefits Administration,” Setting Up Eligibility Tables, page 49.

Forms Used to Set Up Benefit Plans

Form Name Form ID Navigation Usage

Plan Master WO08320A Benefits Administration Add a new benefit plan.
Setup (GO8BB4), Plan
Master
On the Work With Plan
Master form, click Add.

Plan Master Rates Window | W083203A On the Plan Master form, Enter a date-sensitive
select Plan Rates from the override amount or rate for
Form menu. the employee contribution.
On the PDBA Detail form,

select the PDBA record for
which you want to enter a
rate, and then click Select.

Work With Plan Master WO08320B Benefits Administration Copy an existing benefit
Setup (GO8BB4), Plan plan.
Master

On the Work With Plan
Master form, find and select
the plan that you want to
copy and click Copy.

Setting Processing Options for the Plan Master Program (P08320)
Processing options enable you to specify the default processing for programs and reports.

For programs, you can specify options such as the default values for specific transactions, whether particular
fields appear on a form, and the version of the program that you want to run.

For reports, processing options enable you to specify the information that appears on reports. For example, you
set a processing option to include the fiscal year or the number of aging days on a report.

Do not modify EnterpriseOne demo versions, which are identified by ZJDE or XJDE prefixes. Copy these
versions or create new versions to change any values, including the version number, version title, prompting
options, security, and processing options.

Display

This processing option specifies whether particular fields appear on the Plan Master form.

1. EE Flex Cost PDBA Use this processing option to specify whether the system displays the

and the ER Flex Credits Employee Flex Costs field and the Employer Flex Credits DBAs field. Values
PDBA fields. are:

0: Do not display these fields.
1: Display these fields.
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Adding a New Benefit Plan

Access the Plan Master form.
To add a new benefit plan:
Complete the Plan ID field.

In the unlabeled field to the right of the Plan ID field, type the name of the plan.
On the General Info tab, complete the Provider/Trustee field.

bl A

Complete the following optional fields or accept the default values:
* From Date

e Thru Date

* Policy/Reference Number

* Plan Type

* Status Code

Note. You need to assign the same benefit plan type to every plan within a benefit category. For example,
all medical plans should be assigned to the medical plan type.

5. Select any of the following options, if necessary:
* Mandatory
* Enter Amount/Rate
* COBRA Plan (Consolidated Omnibus Budget Reconciliation Act)
6. In the Enrollment Rules group box, select an option for the enrollment start date.
7. Select one or both of the following options:
* Allow Enrollment at Plan Level
* Flex Plan
8. Select one of the following options in the Dependent/Beneficiary group box:
* Requires Dependent
* Requires Beneficiary
* Does Not Require Dependent/Beneficiary

The Dependent/Beneficiary options define whether a plan is designated as a dependent plan or a
beneficiary plan.

9. Select one of the following options in the Spending Account group box:
* Not a Spending Account
* Medical Spending Account
* Non-Medical Spending Account
You use the Spending Account options to associate the account with medical or other types of expenses.
10. Select the Calc./Eligibility (Calculation/Eligibility) tab and complete any of the following DBA fields:
* EE Payroll Deduction (Employee Payroll Deduction)
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I1.

12.

13.

14.

15.
16.

17.

18.

19.

20.

» ER Paid Benefit (Employer Paid Benefit)
* EE Flex Cost (Employee Flex Cost)
* ER Flex Credits (Employer Flex Credits)
If the plan is a flex plan, complete either the EE Flex Cost field or the EE Flex Credits field.

To enter a date-sensitive override amount or rate for the employee contribution, select Plan Rates from
the Form menu.

On the PDBA Detail form, select the PDBA record for which you want to enter a rate, and then click Select.

Note. The plan rate or amount that you enter on this form is a date-sensitive override to the rate that
exists in the DBA field. You must complete the DBA field before you enter override amounts or rates.
You cannot enter an amount or rate for a DBA field that is blank.

Entering new rates does not change existing benefit plan information for employees. To recalculate the
new premium costs, the employee must enroll in the plan again, or a human resources administrator
must process batch enrollment.

On the Plan Master Rates Window form, complete any of the following override fields, click OK, and
then click Cancel:

* Type

* Beginning Date

* Ending Date

* Amount or Rate

On the Calc./Eligibility tab of the Plan Master form, complete the following fields:
* Init Elig Table (Initial Eligibility table)

* Cont Elig Table (Continuing Eligibility table)

Complete the optional Prerequisite Plan field.

To enter information about the plan, select the Addl. Info (additional information) tab, and then enter
the information.

To track additional data, select the Cat. Codes (category codes) tab and complete the relevant information.
If you use Self Service Benefits, select the Self Service tab and complete the Description field.

If you do not enter a description, the plan description appears on self service forms. This description field
enables you to enter a longer representation of the benefit plan.

Complete the Short Plan/Plan Option Description field.

This description field provides only a short description that is used when benefit plans appear as column
titles on self service forms.

Complete the Plan Grouping Code field.
We recommend that you use the Plan Master Options program (P083202) instead of the plan grouping code.

You can use plan grouping to associate benefit plans if you do not use benefit plan options. For example, if
you create separate benefit plans for employee only, employee plus 1, employee plus family, and employee
opt out, you can set up a plan grouping code in UDC 08/PG. You can then assign the plan grouping code
to each plan master record.
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We recommend that you set up a nonparticipating plan for each benefit category so that employees can
elect this plan to select no coverage.

21. To track the primary care physician number, select the Track Primary Care Physician (PCP) option to
activate it.

22. If the purpose of the benefit plan is to indicate that an employee is declining coverage, select the
Non-Participating Plan Flag option.

The system displays this option only if the plan is set up as a nonparticipating plan.

Note. We recommend that you set up a nonparticipating benefit plan for every benefit category.

If the benefit plan is a dependent plan, the system displays a field at the bottom of the form where you can
enter the number of dependents who can enroll in the plan.

23. If the plan is a dependent plan, specify the number of people to be covered (including the employee)
by completing the Maximum Dependent field.

24. Select the Premium/Coverage tab and complete either of the following fields to specify premium
information:

* Premium Payment
* Age Rate Table
25. Complete the following optional fields:
» Per Coverage Dollars
* Maximum Premium Amount
26. To enter coverage information, complete either of the following fields:
* Amount - Coverage
+ Salary Factor
27. Complete the optional Rounding Amount field.
28. Click OK to save the record.

General Info
Select the General Info Tab.
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Plan Master - Plan Master

| T

Ok Cancel Form  Previous Mext  Tools
X B &
Flan ID MEDICAL Medical

(anra o Ca gy et o atcases L catro] 1

General
ProviderTrustes 1 fnalf stiohss
From Date Thru Date
FPolicyiReference Mumber - Mandatory
Flan Type M Meciical [T Enter AmountRate
Status Code " Active [T coBRAPlan
Enroliment Rules
Enrollment Start Date Start an enrallment date j
W sllow Enraliment at Plan Level I Flex Plan
Dependent/Beneficiary Spending Account
" Reguires Dependents ¥ Mot a Spending Account
8 Requires Beneficiaries  mMedical Spending Account
% Does not require DependentfBeneficiany " Mon-mMedical Spending Account

Plan Master form: General Info tab

From Date

Thru Date

Policy/Reference Number

Status Code

Mandatory

26

Enter the date on which the benefit plan goes into effect.

This date determines whether the plan displays on the Benefit Group
Selections form and on the employee’s Personal Enrollment form. For
example, if the plan has an effective date that is after the employee’s effective
date on the Benefit Group Selections form or in the batch enrollment, the
employee cannot enroll in the plan.

Enter the date that the benefit plan ends.

If this date exists on the Plan Master Information form prior to an employee’s
enrollment, the effective through date becomes the employee’s ending
enrollment date when you enroll the employee.

Enter the certificate or policy number of the benefit plan.

Enter a user-defined code (system 08/type ST) that defines the current state of
the benefit plan. For example, you might use 4 to define the plan as active.

Enter a code that indicates whether the plan is required for all employees.
Valid codes are:

Y: Yes, all employees must participate in this plan. You should not use this
code unless all employees are required to participate in the plan.
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Enter Amount/Rate

COBRA Plan

Allow Enrollment at Plan
Level

Flex Plan

Requires Dependents,
Requires Beneficiaries,
and Does not require
Dependent/Beneficiary

Calc./Eligibility
Select the Calc./Eligibility tab.
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N: No, all employees are not required to participate in this plan. The plan is
optional.

Enter a code that indicates whether you can enter an amount or rate when
you enroll an employee in a benefit plan. Typically, you enter ¥ (yes) when
the employee determines the amount of a deduction or a benefit. Examples
include 401(k) percentages, dependent care, and health care reimbursements.

Enter a code that specifies:

* Whether the system places an employee being terminated from the plan in
COBRA

* Whether a benefit is also a COBRA plan
Valid codes are:

Y: The plan is a COBRA plan.

N: The plan is not a COBRA plan.

Note. If you enter Y in this field, you must define each DBA with the COBRA
plan equivalent equal to 1. This field is found on DBA Additional Information.

If you specify that this plan is a COBRA plan, then you must also
activate the Valid for COBRA option located on the US Leg/Reg (U.S.
legislative/regulatory) form in the DBA setup.

This option specifies whether an employee can enroll in the plan when plan
options are available. Valid values include:

0: The plan cannot be elected if plan options are available

1: The plan can be elected if plan options are available

Enter a code that identifies the plan as a flex plan. When the plan is defined
as a flex plan, the system displays the EE Flex Cost (data item PDDP) and
the ER Flex Credit (data item PDCP) PDBA fields on the Enrollment with
Eligibility and the Employee Self Service benefit forms.

The options in the Dependent/Beneficiary group box define whether a plan
is designated as a dependent plan or a beneficiary plan. You must select
one of these options.
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Plan Master - Plan Master

[

] Plan Master

Ok Cancel Form  Previous MNext  Tools
X B 3
Flan 1D MEDICAL Medical

Gaieiallifo] ColcEvaiiy |

Payroll Integration DBA Codes

| It

EE Fayroll Deduction 4002 Meadt cob 25,0000 % 0
ER FPaid Benefit 1005 Med Ben 50.0000 % A
EE Flex Cost
ER Flex Credits
Eligibility
Init Elig Tahle MEDI Medical Initial Testing
Cont Elig Table MEDC Medical Continuing ENgibility

Prerequisite Plan

Plan Master form: Calc./Eligibility tab

EE Payroll Deduction
(employee payroll deduction)

ER Paid Benefit (employer
paid benefit)

EE Flex Cost (employee
flex cost)

ER Flex Credits (employer
flex credits)
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Enter the DBA defined in the Payroll Transactions Constants table (F069116)
that is used to calculate the dollar amount that the employee contributes

by enrolling in the plan. In most cases, this DBA is defined to deduct pay
from the enrolled employee’s check.

Enter the DBA defined in the Payroll Transactions Constants table (F069116)
that the system uses to calculate the dollar amount that the employer
contributes to the employee enrolled in the plan. In most cases, this DBA is
defined as a benefit to add pay to the enrolled employee’s check.

Enter the DBA defined in the Payroll Transactions Constants file (F069116)
that is used to calculate the points amount that the employee contributes by
enrolling in the plan in a flexible spending environment.

DBAs used for points in a benefit plan or option must meet two requirements:

» The DBA must have blank values in the specification for gross effect and net
effect (see data items PAYG and PAYN) so that the use of non-dollar points
does not add or subtract dollars from employee pay.

» The DBA must have an M in the specification for journal entry (see data
item NMTH) so that the use of non-dollar points does not affect the
General Ledger system.

Enter the DBA defined in the Payroll Transactions Constants table (F069116)
that the system uses to calculate the points amount that the employer
contributes to an employee enrolled in a flexible spending environment.
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DBAs used for points in a benefit plan or option must meet two requirements:

» The DBA must have blank values in the specification for gross effect and net
effect (see data items PAYG and PAYN) so that the use of non-dollar points
does not add or subtract dollars from employee pay.

» The DBA must have an M in the specification for journal entry (see data
item NMTH) so that the use of non-dollar points does not affect the
General Ledger system.

Indicate the benefit plan, if any, in which the employee must be enrolled before
the employee is eligible to participate in this plan.

Plan Master Rates Window

Access the Plan Master Rates Window form.

Plan Master - Plan Master Rates Window

OK  Find

B <

Delete Cancel Previousz Error Tools

m X # B &

Flan
Cipation
DBA

Tvpe

MEDICAL Medical

40072 Mad cob
B Benefit Pizn Rates

Records 1-2

Beginning Ending
Date Date

01/01/2005 | 12131005 |

Plan Master Rates Window form

Type

Amount or Rate

PeopleSoft Proprietary and Confidential

Enter a code to indicate whether the rates are benefit plans or COBRA plans.

Enter the monetary amount or rate that the employee or the employer pays
for the employee to participate in a benefit plan.

Specify a percentage, a monetary amount, or an hourly rate, depending on
where it is used. Values are:

1: For a deduction, benefit, or accrual, the meaning of this value depends on
the method of calculation. The method determines whether the deduction is a
flat monetary amount, a percentage, or a multiplication rate. Table method
DBAs, depending on which table method they use, can either use this amount
in the calculation or not use it. If there are exceptions to the table calculation,
you can override the table code in the detail area, set up a flat monetary DBA
amount, or override the amount with a one-time override for a timecard.

2: For a pay type, amounts entered in this field override the hourly rate.
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Self-Service
Select the Self-Service tab.

Chapter 2

FPlan Master - Plan Master

Ok Cancel Form Toolz

B X B B

Flan ID 4350

mMedical Flan for EE + One

" I | acal o | [ ser-service [ ]

Description

Shart PlaniPlan Cption

mMedical Coverage - Emplovee and Cne Dependen

Description

Flan Grouping Code i
¥ Track Primary Care Physician (PCFP)

Indicate the minimum numkber of persons to be
covered (including the employes) 1
Indicate the maximum number of persaons to he
covered (including the employee) 2

Plan Master form: Self-Service tab

Short Plan/Plan Option
Description

Plan Grouping Code

Track Primary Care
Physician (PCP)

Non-Participating Plan
Flag

Minimum Dependents

Enter a short description (up to 15 characters) of the benefit plan or benefit
plan option.

Enter a code to designate which benefit plans or benefit plan options are
related, based on a provider or other criteria.

Select to specify whether the benefit plan or benefit plan option tracks primary
care physician numbers. If you select this option, then the system displays a
form during the enrollment process for an employee to enter the number for

a primary care physician.

Select this check box for plans and plan options that track numbers for
primary care physicians.

Enter a code to specify whether an employee can elect to decline participation
in the benefit plan.

Enter the minimum number of people that can be covered under a particular
plan or plan option. This number includes the employee. For example, if the
plan allows an employee plus one dependent, then the minimum number is 2.
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Maximum Dependent Enter the maximum number of dependents that can be enrolled in a benefit
plan.

Premium/Coverage

Select the Premium/Coverage tab.

Plan Master - Plan Master

( Tren i

Ok Cancel Form  Previous Mext  Tools

B X B &K b &

Plan 1D MEDICAL Medical
enera o | o[t Coses  See o] remium Coverae
Premiums
Fremium Payment -or- Age Rate Table
Fer Coverage Dollars 1

Maximum Premium Amount

Coverage
Amount - Coverage -or- Salary Factor
Rounding Amount Data tem

Plan Master form: Premium/Coverage tab

Premium Payment Enter the premium payment amount that applies to this plan.
Age Rate Table Indicate the table used if the calculation requires table values.
Per Coverage Dollars Enter the amount of coverage that is paid for by the amount in the Monthly

Premium field (data item PREP). For example, a premium charge can be
defined as 30 USD for every 1000 USD of coverage. In this case, the monthly
premium is 30, and the value in the Per Coverage Dollars field is /000.

Maximum Premium Enter the maximum premium amount permitted.
Amount
Amount - Coverage Enter the dollar amount of coverage that this plan provides to every employee

enrolled in the plan.

Salary Factor Enter a multiplier (factor) that the system uses to calculate the amount of
coverage provided to an employee, based on the employee’s salary.

For example, a salary factor of 2.0 indicates coverage for an employee in the
amount of twice the employee’s salary.

Rounding Amount Enter the amount that the system uses to round the coverage dollars to the
nearest whole number. For example, if the coverage dollars are 15,250 USD
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and you enter 7,000 in this field, the system rounds the coverage dollars to
16,000 USD.

Copying an Existing Benefit Plan
Access the Work With Plan Master form.
To copy an existing benefit plan:

Complete the Plan ID and From Date optional fields.

To specify whether to display only active plans or all plans, select one of the options in the Plans area.
Click Find.

In the detail area, select the plan that you want to copy and click Copy.

b=

Note. If the plan that you copy has associated plan options, the system displays a confirmation message. To
copy both the selected plan and its associated plan options, click OK. To copy only the plan, click Cancel.

5. On the Plan Master form, complete the Plan ID field.
6. Review and, if necessary, change the name of the plan in the unlabeled field to the right of the Plan ID field.

7. Review and, if necessary, change any of the remaining information on the form that the system copied from
the original plan, and then click OK.

Setting Up Plan Options

32

This section provides an overview of plan option setup and discusses how to set up plan options.

Understanding Plan Option Setup

When the coverage a plan varies from employee to employee, you can either set up a separate plan for each
variation or set up a plan with several options. For example, an organization might offer a dental plan to
employees, and the cost for this plan might vary depending on whether employees elect coverage for themselves
only or for themselves plus their dependents. You can set up this dental plan in either of the following ways:

» Set up separate dental plans called Employee Only, Employee Plus One, and Employee Plus Family, and link
each of these plans to the dental category.

* Set up a dental plan, such as DEN-01, for an employee and include options such as DEN-01 Plus One and
DEN-01 Plus Family.

When you link DEN-01 to the dental category, the system also links the options.

When you set up benefit plan options, you can enter different coverage costs for each option. For example, the
Employee Only option might cost 20.00 USD (United States Dollar), the Employee Plus One option 40.00
USD, and the Employee Plus Family option 80.00 USD. You can indicate the cost of an option by:

 Assigning it a separate DBA that has an associated amount or rate.
* Assigning it the DBA that is associated with the plan.
You can enter an override amount or rate for the option in the Plan Master Rates Window program (P083203).

 Using the benefit plan DBA and the benefit plan options DBA.
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The DBAs must be separate in this case.

When the employee enrolls in a benefit plan option, the system updates the employee’s DBA instructions with
the amount or rate that you entered for the option.

When you set up options for a single benefit plan, use the option rule to determine how the system calculates
additional coverage costs. You can include one or more of the following in the calculation:

* DBA for the benefit plan.
* DBA for the option.

» Additional amount.

When the employee enrolls in a benefit plan option, the system uses the option rule to either add the additional
cost or replace the amount in the DBA that you identified in the Plan Master program (P08320). For example,
suppose that the plan DBA identifies the amount that the employee pays for coverage when enrolled in
DEN-01 only. If the employee enrolls in DEN-01 Plus One, you can add an amount to deduct for the additional
coverage. If the employee enrolls in the DEN-01 Plus Family option, you can set up an even greater amount to
deduct for the coverage for an entire family.

You can use one of three option rules for a single plan with options. Depending on the value that you select
for the option rule, you can include additional factors that the system uses in the calculation, such as DBAs
and additional amounts or rates. When you enter plan options, the system stores the information in the
Plan Additional Options table (F083202).

This table illustrates the DBA and additional amounts or rates that are enabled with each rule:

Option Rule DBA for Plan ID DBA for Option Additional Amount
1 X Not Applicable X
2 X X X
3 Not Applicable X X

You use the rules for any of the DBA codes that are used for the plan, including the employee payroll
deduction and the employer-paid deduction.

Note. You cannot delete a benefit plan or plan option when employees are enrolled in that option. Even
when employees are not active, their records remain attached to the plan option. Also, you cannot change
the dependent or beneficiary status of the plan option when dependents or beneficiaries are enrolled in the
plan option.

See Chapter 2. “Setting Up Benefits Administration,” Setting Up Benefit Plans, page 20.
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Forms Used to Set Up Plan Options

Chapter 2

Form Name Form ID Navigation Usage
Plan Master Options WO083202A Benefits Administration Set up plan options.
Setup (GO8BB4), Plan
Master
On the Work With Plan

Master form, complete the
Plan ID field and click Find.

Select a plan, and select Plan

Options from the Row menu.

Setting Up Plan Options

Access the Plan Master Options form.

Plan Master - Plan Master Options

With Plan mMaster | Plan Master Options

oK Find

B & 0 X B K [ &

Delete Cancel Row Prewvious Rext Tools

Options
Flan 1D MED-HMO Medical Pian - HMO
& valid
Al

Records 1-5

rr’ﬁ’W’W Short Plan/Option Enrolled

Option Description Self Service Description I]escriptiun (YMH)

(O DF |Employee + Partner I ID—
[ EMP Employee Only M

(o FAh Employvee + Family Y

(o OME Employvee + One Y

~

4 |

Plan Master Options form
To set up plan options:
1. Complete the following fields:
* Plan Option
* Plan Option Description
* Dep Ben (dependent beneficiary)
* Additional Premium Payment
* V O (valid option)

2. Ifyou are using self service benefits, complete the following fields to set up the plan option for self service:

* Plan Option Self Service Description

* Short Plan/Option Description
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* Minimum Dependents

* Maximum Dependent

PCP Flag (primary care physician flag)
* Non-Participating Plan

If you do not enter a self service description, the system uses the benefit plan option description on self
service forms.

Complete the following fields to set up the employee contribution information:
* Payroll Ded - Option Rule

 Payroll Ded DBA

 Payroll Ded - Add’l or Override Rate

Complete the following fields to set up the employer-paid information:

* Paid Benefit - Option Rule

* Paid Benefit DBA

 Paid Benefit - Add’1 or Override Rate

Complete the following fields to set up the employee flex cost information:
* Flex Cost - Option Rule

* Flex Cost DBA

* Flex Cost - Add’l or Override Rate

Complete the following fields to set up the flex credits information:

* Flex Credit - Option Rule

* Flex Credit DBA

* Flex Credit - Add’l or Override Rate

Select one of the DBA fields and select Plan Rates from the Row menu to enter a date-effective override
amount or rate for the employee contribution to the DBA item.

On the PDBA Detail form, select a record and then click Select.

On the Plan Master Rates Window form, complete the following fields:
* Beginning Date

* Ending Date

« Amount or Rate

10. Click OK to save the amount or rate record, and then click Cancel to return to the Plan Master Options form.

11. Click OK to save the plan record.

Dep Ben Enter a code that indicates whether beneficiary information is required for

employees participating in the plan or plan additional option. Valid codes are:
Blank: No dependent or beneficiary information is required
D: Dependent information is required

B: Beneficiary information is required
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Additional Premium
Payment

V O (valid option)

Plan Option Self Service
Description

Short Plan/Option
Description

Minimum Dependents

Maximum Dependent

PCP Flag

Non-Participating Plan

Payroll Ded - Option
Rule (payroll deduction -
option rule)

Payroll Ded DBA (payroll
deduction DBA)

Payroll Ded - Add’l or

Override Rate (payroll

deduction - additional or
override rate)

Chapter 2

Enter the premium payment amount that applies to this plan.

Enter a code to indicate whether an option is valid for the plan. This code
enables you to cancel options when they are no longer valid. Values are:

Y: Yes, this is a valid plan option.
N: No, this is not a valid plan option.

When you make an option invalid, that option does not appear on any
enrollment form, whether print or online, and no employee can enroll in
that option.

Enter a descriptive statement of up to 50 characters in length.

Enter a short description (up to 15 characters) of the benefit plan or benefit
plan option.

Enter the minimum number of people that can be covered under a specific plan
or plan option. This number includes the employee. For example, if the plan
allows an employee plus one dependent, then the minimum number is 2.

Enter the maximum number of dependents that can be enrolled in a benefit
plan.

Select to specify whether the benefit plan or benefit plan option tracks primary
care physician numbers. If you select this option, then the system displays a
form during the enrollment process for an employee to enter the number for

a primary care physician.

Enter a code that specifies whether an employee can elect to decline
participation in the benefit plan.

Enter a code that specifies the rule that the system uses to determine the
specific DBA to add to an employee’s DBA instructions when the employee is
enrolled in a plan. This rule also includes the amount or rate to use. Values are:

1: Plan DBA. Use the employee share from the DBA for the specified plan.
You can also include an additional amount or rate that the system adds in the
calculation. No DBA is allowed for the option.

2: Plan and Option DBAs. The system uses both the DBA for the plan and the
DBA for the option. The two DBAs must have different code numbers.

3: Option DBA. Use the employee share from the option DBA. Use the
additional amount from the option, if any.

Enter the DBA defined in the Payroll Transactions Constants table (F069116)
that is used to calculate the dollar amount that the employee contributes

by enrolling in the plan. In most cases, this DBA is defined to deduct pay
from the enrolled employee’s check.

Enter the employee’s additional payroll deduction (employee share amount)
for optional coverage.
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Paid Benefit - Option Rule

Paid Benefit DBA

Paid Benefit - Add’l or
Override Rate

Flex Cost - Option Rule

Flex Cost DBA

Flex Cost - Add’l or
Override Rate
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Specify a rule that indicates the specific DBA to add to the employee’s DBA
instructions when an employee is enrolled in a plan. This rule also includes the
amount or rate to use. Values are:

1: Plan DBA. The system uses the employee share DBA from the specified
plan. It adds the additional amount from the option to the amount or rate from
the plan employee share DBA. No DBA is allowed for the option.

2: Both DBAs. For the plan DBA, this is the default amount from DBA
definition.

For the option DBA, the system uses the additional amount from the option.
The plan and option DBAs must be different.

3: Option DBA. The system uses the employee share DBA from the option. It
uses the additional amount from the option, if any.

Enter the DBA defined in the Payroll Transactions Constants table (F069116)
that the system uses to calculate the dollar amount that the employer
contributes to the employee enrolled in the plan. In most cases, this DBA is
defined as a benefit to add pay to the enrolled employee’s check.

Enter an additional amount that the employer contributes toward the cost of a
benefit option. For example, an employer might pay 100.00 USD toward the
cost of the option for family medical coverage.

Specify a rule that indicates the specific DBA to add to the employee’s DBA
instructions when an employee is enrolled in a plan. This rule also includes the
amount or rate to use. Values are:

1: Plan DBA. The system uses the employee share DBA from the specified
plan. Add the additional amount from the option to the amount or rate from the
plan employee share DBA. No DBA is allowed for the option.

2: Both DBAs. For the plan DBA, this is the default amount from the DBA
definition.

For the option DBA, the system uses the additional amount from the option.
The plan and option DBAs must be different.

3: Option DBA. The system uses the employee share DBA from the option. It
uses the additional amount from the option, if any.

Specify the DBA defined in the Payroll Transactions Constants file (F069116)
that is used to calculate the points amount that the employee contributes by
enrolling in the plan in a flexible spending environment.

DBAs used for points in a benefit plan or option must meet two requirements:

» The DBA must have blanks in the specification for gross effect and net effect
(see data items PAYG and PAYN) so that the use of non-dollar points does
not add or subtract dollars from employee pay.

* The DBA must have an M in the specification for journal entry (see data
item NMTH) so that the use of non-dollar points does not affect the
General Ledger system.

Enter the additional points or credits that the employee contributed for
optional coverage.
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Flex Credit - Option Rule

Flex Credit DBA

Flex Credit - Add’l or
Override Rate

Amount or Rate

Chapter 2

Specify a rule that indicates the particular DBA to add to the employee’s DBA
instructions when an employee is enrolled in a plan. This rule also includes the
amount or rate to use. Values are:

1: Plan DBA. The system uses the employee share DBA from the specified
plan. Add the additional amount from the option to the amount or rate from the
plan employee share DBA. No DBA is allowed for the option.

2: Both DBAs. For the plan DBA, this is the default amount from DBA
definition.

For the option DBA, the system uses the additional amount from the option.
The plan and option DBAs must be different.

3: Option DBA. The system uses the employee share DBA from the option. It
uses the additional amount from the option, if any.

Enter the DBA defined in the Payroll Transactions Constants table (F069116)
that the system uses to calculate the points amount that the employer
contributes to an employee enrolled in a flexible spending environment.

DBAs used for points in a benefit plan or option must meet two requirements:

* The DBA must have blanks in the specification for gross effect and net effect
(see data items PAYG and PAYN) so that the use of non-dollar points does
not add or subtract dollars from employee pay.

* The DBA must have an M in the specification for journal entry (see data
item NMTH) so that the use of non-dollar points does not affect the
General Ledger system.

Enter the additional points or credits the employer contributed for optional
coverage.

Enter the monetary amount or rate that the employee or the employer pays
for the employee to participate in a benefit plan.

A value that specifies a percentage, a monetary amount, or an hourly rate,
depending on where it is used. Values are:

1: For a deduction, benefit, or accrual, the meaning of this value depends on
the method of calculation. The method determines whether the deduction is a
flat monetary amount, a percentage, or a multiplication rate. Table method
DBAs, depending on which table method they use, can either use this amount
in the calculation or not use it. If there are exceptions to the table calculation,
you can override the table code in the detail area, set up a flat monetary DBA
amount, or override the amount with a one-time override for a timecard.

2: For a pay type, amounts entered in this field override the hourly rate.

Recalculating Plan Option Costs

This section provides an overview of plan option cost recalculations and discusses how to run the batch
enrollment program to recalculate plan option costs.

38
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Understanding Plan Option Cost Recalculations

After you set up a plan with options, you might need to update the amounts or rates that are associated with
those options. For example, if a benefit carrier raises its rates for family medical coverage, you must update
the cost of the family option of the medical benefit plan.

The system uses the Batch Enrollment program (R083800), and the Recalculate Option Costs program
(R083810) to recalculate the option costs and update employee DBA instructions with the new costs. To
update option costs, you must complete these steps:

1. Change the rate of the option using the Plan Master Options program (P083202).

2. Create a new version of the Batch Enrollment program.

Enter the following information when you set up this version:

Enter the date on which the new option costs will take effect in the Effective Date processing option
on the Date tab.

Initially, enter 0 in the Mode processing option on the Process tab. This enables you to process the
report in proof mode.

Note. After you have processed this version in proof mode and verified that the information is correct,
you can change this processing option to run the Batch Enrollment program in final mode. This updates
employee DBA instructions with the new enrollment records for the updated option costs.

Enter the plan ID to which the option is attached in the Plan processing option on the Process tab.

Enter TRT in the Ending Enrollment Status processing options on the Process tab and on the
Recalculation tab.

Verify that the data selection for this version selects employees whose benefit status is not equal to blank.
You can use additional data selection to narrow the selection criteria.

3. Process the newly created version of the Batch Enrollment program in proof mode.

The system automatically generates the Recalculate Option Costs report (R083810).

4. Review the Recalculate Option Costs report and verify that the stop dates, start dates, and new rates
are correct.

5. Process the Batch Enrollment program in final mode.

6. To verify that the updates were successful, review the DBA instructions of an employee who was included
in the Batch Enrollment process.

In order to update option costs for an employee, you must ensure that:

* The benefit plan and benefit option are set up.

» The employee is enrolled in the plan and the option.

» The employee has history for the DBA that is associated with the plan option.

» The employee is not locked to a payroll ID at the time that you update plan option costs.

See Also

Chapter 2. “Setting Up Benefits Administration,” Setting Up Plan Options, page 32
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Running the Batch Enroliment Program (R083800)
to Recalculate Option Costs

Select Daily Processing (GO8BB1), Batch Enrollment.

Linking Plans to Benefit Categories

40

This section provides an overview of links between plans and benefit categories and discusses how to link
plans to benefit categories.

Understanding Links Between Plans and Benefit Categories

To streamline data entry when you enter benefit information for employees, you can link plans to categories
within a benefit group. Benefit categories are groups of related types of benefit plans. For example, an
organization might offer two medical plans, a traditional-style plan and an HMO. You can define a benefit
category called Medical and link those two medical plans to that category.

You can link specific plans for each benefit, or you can link a plan with attached options. For example, you
can set up a benefit category called Medical and link three plans to it:

* MED, for the employee only.
* MED+ONE, for the employee plus one other person.
* MED+FAM, for the employee and the employee’s family.

Alternatively, you can set up a benefit category called Medical and link to it a single medical plan with options
for the employee-plus-one and family coverages.

When you link plans to categories, you can also enter effective beginning and ending dates. The system
supplies default dates to the employees’ records when you enroll employees in a particular plan.

Forms Used to Link Plans to Benefit Categories

Form Name Form ID Navigation Usage
Plans Within Categories WO08351B Benefits Administration Link plans to benefit
Setup (GO8BB4), Plans categories.
Within Categories

On the Work with Categories
within Groups form,
complete the Benefit Group
field and click Find.

Select a record and click
Select.

Linking Plans to Benefit Categories

Access the Plans Within Categories form.
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Work with Categar

Ok Delete Cancel Form

ies within Groups

Plans Within Categories - Plans Within Categories

Plans Within Categories

Rowe  Previous MNext  Tools

B o0 # B B K [ &

Benefit Group
Benefit Group Category

EXELC: Exgcitive Benefit Group

MEDC:aL Mecical Benefits

Records 1-4

Plan Plan ID Sequence Mnd
(1} De=scription Humber

|ru1ED
e MED+FAM
e MED+ONE

-
4|

Medical Flan - EE Only 1.00 |N '
Medical Plan - EE + Family 300 M [+
Medical Plan - EE + One 200 M ]

Plans Within Categories form

Sequence Number

Mnd Prt (mandatory
participation)

Dft PIn (default plan)

Effective Begin
Effective End

Enter a number to sequence information for review purposes only.

The sequence number determines the order in which the plans are listed in the

self service applications. It does not affect the order of plans on the Plans
Within Categories form.

Enter a code to indicate whether the plan is required for all employees.
Valid codes are:

Y: Yes, all employees must participate in this plan. You should not use this
code unless all employees are required to participate in the plan.

N: No, all employees are not required to participate in this plan. The plan is
optional.

Enter a code that specifies if the plan is a default plan in the category. An
employee is automatically enrolled in this plan if no other plans within the
category are selected. Valid codes are:

Y: Yes, this is a default plan.
N: No, this is not a default plan.

Enter the date on which the benefit plan is included in the benefit category.

Enter the last date on which the benefit plan is included in the benefit category.

Setting Up Date Codes

This section provides an overview of date code setup and discusses how to:

* Set up date codes for a specific date following a particular date of the month.
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* Set up date codes for the last day of the month following a particular date.
* Set up date codes by an amount of time after a specific date.

 Set up date codes by a specific enrollment date.

Understanding Date Code Setup

To determine eligible and ineligible enrollment dates for a benefit plan, you set up date codes. You must set up
the date codes that you need to include on the eligibility table for the benefit plan.

Eligibility tables and date codes work together. For example, an eligibility table can test for 30 days from the
date of hire, and the date code can assign the enrollment date to the first of the month following eligibility.

Date Codes for a Specified Day of the Month That Occurs After a Particular Date

Use this method to set up a date code when you want enrollment to occur on a specified day of the month that
occurs after a particular date.

For example, suppose that you want enrollment always to occur on the 15th of the month, and it must occur
after an employee’s date of hire. In that case, you would enter /5 as the day of the month, and you would use
the hire date as the date to follow. Then, when an employee begins work on May 30, eligibility for enrollment
in the benefit plan begins on June 15 (the first 15th after the employee’s hire date).

Here is another example. Suppose that you want enrollment to occur on the 1st of the month, and it must occur
after an employee passes eligibility. You would enter / in the Date of Month field and an asterisk (*) as the
date to follow. When an employee passes eligibility on June 1, enrollment in the plan occurs on June 1. If the
employee passes eligibility on June 2, enrollment in the plan occurs on July 1.

Date Codes for the Last Day of the Month in Which a Particular Date Occurs

Use this method to set up a date code when you want enrollment to occur on the last day of the month in
which a particular date occurs.

For example, suppose that you want enrollment to occur on the last day of the month in which the date of hire
occurs. You would select the End of Month check box and enter the code for the date of hire in the Date to
Follow field. In this case, an employee becomes eligible for enrollment on the last day of the month after being
hired. If an employee begins work on May 30, eligibility for enrollment in the benefit plan begins May 31. If
an employee is hired on the May 31, then enrollment begins on that day.

Date Codes for a Length of Time After a Specified Date

Use this method to set up a date code when you want enrollment to occur a specified number of days, months,
or years after a particular date.

For example, you can define an enrollment date in a particular stock option plan as exactly two years after the
employee’s hire date.

Date Codes for a Specified Enroliment Date

Use this method to set up date codes by an enrollment date. You can enter up to six enrollment opportunities
for a date code.

For example, you can enter the first day of each fiscal quarter as an enrollment date so that the system enrolls
any employee who meets other eligibility requirements on the first day of the following quarter. Likewise, if
you want enrollment to occur on only a single date each year, enter only that date.
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Forms Used to Set Up Date Codes

Form Name

Form ID

Navigation

Usage

Define Date Codes

W08395B

Benefits Administration
Setup (G08BB4), Define
Date Codes

On the Work With Date
Codes form, click Add.

Set up a date code for a
specified day of the month
that occurs after a particular
date.

Define Date Codes

WO08395B

Benefits Administration
Setup (GO8BB4), Define
Date Codes

On the Work With Date
Codes form, click Add.

On the Define Date
Codes form, complete the
Enrollment Date Code,
Description, and Date to
Follow fields.

Select the End of Month
option and click OK.

Set up a date code for the last
day of the month in which a
particular date occurs.

Define Date Codes

WO08395B

Benefits Administration
Setup (G0O8BB4), Define
Date Codes

On the Work With Date
Codes form, click Add.

On the Define Date

Codes form, complete the
Enrollment Date Code,
Description, Number of
Dys, Mos, or Yrs and Date
to Follow fields.

Select the Day, Month, or
Year option in theBasis group
box, and then click OK.

Set up a date code by a
period of time after a
specified date.

Define Date Codes

WO08395B

Benefits Administration
Setup (G08BB4), Define
Date Codes

On the Work With Date
Codes form, click Add.

On the Define Date

Codes form, complete the
Enrollment Date Code and
Description fields.

Enter a month and day in one
or more of the enrollment
fields and then click OK.

Set up a date code by a
specific enrollment date.
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Setting Up Date Codes for a Specified Day of the Month

That Occurs After

a Particular Date

Access the Define Date Codes form.

Define Date Codes - Define Date Codes

[

1 Define Date Codes

Ok Cancel Previous MNext  Tools

First Enrollment
Second Enrollment
Third Enrollment
Fourth Enrollment
Fifth Enrollment
Sixth Enroliment

X #

Enrollment Date Code E Description 15t of Month After Eligible

Drate of Month 1 Qr [ End of Month

Date to Follow * Effective Date

Qr
Mumber of Dvs, Mos or ¥rs " Day  manth  vear
Date to Follow

Qr
Find Mext Match (MDD

Define Date Codes form

Enrollment Date Code
Date of Month

Date to Follow

Enter a code to identify the terms for a beginning or ending enrollment date.

Enter the day of the month on which enrollment must begin or end. You can
use either this field or the End of Month field. You cannot use both.

For example, a value of (5 in this field means that enrollment either begins or
ends on the first 5th of the month that occurs after the date specified in the
Date to Follow field. If you enter 05 in this field, you cannot also enter ¥

in the End of Month field.

Enter a code to identify the date that the system uses in conjunction with
either the Date of Month field (data item DYMO) or the End of Month
field (data item ENDM). The codes correspond to the dates that appear on
the Dates, Eligibility, and EEO form (P060190). You can define this code in
the user-defined code table 08/D2.

PeopleSoft Proprietary and Confidential




Chapter 2 Setting Up Benefits Administration

Setting Up Date Codes for the Last Day of the Month
in Which a Particular Date Occurs

Access the Define Date Codes form.

Define Date Codes - Define Date Codes

Ok Cancel Tools

X B
Enrolliment Date Code L Description End of Maonth After HirelRehire
Date of Month Qr W End of Manth
Date to Follow DsT Date Stated
Or
Murmber of Dys, Mos or s " Day O Month  © Year

Drate to Follow

Qr
Find Mext Match (MDD

First Enrollment
Second Enrollment
Third Enrollment
Fourth Enrollment
Fitth Enrollment
Sixth Enrollment

Define Date Codes form

End of Month Select to specify that enrollment either begins or ends on the last day of the
month. You can use either this field or the Date of Month field. You cannot
use both.

Select this field to have enrollment either begin or end on the last day of the
month in which a specified date occurs. You specify that date in the Date to
Follow field.

Setting Up Date Codes for a Length of Time After a Specified Date

Access the Define Date Codes form.
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Define Date Codes - Define Date Codes

oK Cancel Tools

X B
Enrollment Date Code 3m Description Three Months After HireiRehire
Date of Morth or ™ End of Month

Drate to Follow

o
Mumber of Oys, Mos or ¥rs 3 @ Day " Month  vear

Date to Follow OsT Date Stared

Qr
Find Mext Match (MWiT):

First Enrollment
Second Enrollment
Third Enrollment
Fourth Enrollment
Fitth Enrollment
Sixth Enroliment

Define Date Codes form

Number of Dys, Mos or Yrs Use this field in conjunction with the Basis (Day, Month, Year) field and the
(number of days, months, Date to Follow field to define an enrollment date that is a specified number
or years) of days, months, or years after a particular date.

For example, if you want the effective date of enrollment to be one year after
the employee’s original hire date, define these fields as follows:

1. Enter / in this field.
2. Select the Year option.

3. Type the user-defined code (system 08, type D2) that indicates original
hire date in the Date to Follow field.

When you run an eligibility test, the system searches the Employee Master
Information table (F060116) for employees eligible to enroll in the plan
because they meet these requirements.

Basis Default Use this field in conjunction with the Number of Dys, Mos or Yrs field and the
Date to Follow field to define an enrollment date that is a specified number
of days, months, or years after a particular date.

Setting Up Date Codes for a Specified Enroliment Date

Access the Define Date Codes form.
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Define Date Codes - Define Date Codes

| Youon o coms

Ok Cancel Previouz Mext Toolz
X &

Enrollment Date Code i Description Guarterly Enrallment

Drate of Manth or [T End of Month
Date to Follow

or
Mumber of Oys, Mos or s C Day " Maonth  Year

Date to Follow

> Find Mext Match (MhdrTilny:
First Enrollrment 0101
Second Enrollment 0401
Third Enrollment a7l
Fourth Enrollment 10001

Fitth Enrollment
Sixth Enrollment

Define Date Codes form
First Enrollment Enter a date that specifies the first opportunity for enrollment during a given
calendar year.

For example, you might create quarterly enrollment opportunities for a
401(k) plan.

Second Enrollment Enter a date that specifies the second opportunity for enrollment during a
given calendar year.

Third Enrollment Enter a date that specifies the third opportunity for enrollment during a
given calendar year.

Fourth Enrollment Enter a date that specifies the fourth opportunity for enrollment during a
given calendar year.

Fifth Enrollment Enter a date that specifies the fifth opportunity for enrollment during a given
calendar year.

Sixth Enrollment Enter a date that specifies the sixth opportunity for enrollment during a
given calendar year.
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This section provides an overview of pay type table setup and discusses how to set up pay type tables.

Understanding Pay Type Table Setup

If you plan to set up eligibility tables that are based on timecard hours (method H), you must set up a pay type
table for each hour-eligibility requirement that you define for the eligibility table.

When you set up a pay type table, you enter a range of pay type numbers. The system uses this range to
calculate the number of hours for each pay type that determines the employee’s eligibility.

For example, to include all pay types in the eligibility test, enter pay type 001 through 999. To exclude
specified pay types, set up a table with more than one range. For example, to exclude pay type 450 only, set
up the following two ranges:

* 001 through 449
* 451 through 999

In each table, you can set up as many ranges as necessary, but you cannot overlap any of the ranges within a
table. For example, the system does not accept the following two ranges in one table:

* 001 through 449
* 445 through 999

Prerequisite
Set up the user-defined codes (08/TT) for the pay type tables.

See PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 PeopleBook,
“Understanding User Defined Information Setup,” Understanding User Defined Codes for Human Capital
Management Systems.

Form Used to Set Up Pay Type Tables

Form Name Form ID Navigation Usage

Pay Type Tables WO08393A Benefits Administration Set up pay type tables.
Setup (GO8BB4), Pay
Type Tables

On the Work With Pay Type
Table form, click Add.

Setting Up Pay Type Tables

Access the Pay Type Tables form.
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Pay Type Tables - Pay Type Tables

Ok Find Delete Cancel Index Tranzactions Row  Tools

B & m X @& B &

Fay Type Tahle I Cwvertime Exciuded

Records 1-3

From From Thru Thru
Trans De=scription Trans Description

1 |Hegu|arF’ay 4 |EI|:|nus
i 200 499
-
Pay Type Tables form
Pay Type Table Displays the name of the table that you defined in user-defined code table
08/TT.

From Trans

Thru Trans

Enter the number and description of the PDBA the system uses to calculate
the corresponding PDBA. This number is the beginning number in the range
that is the basis of the calculation.

When you are defining the range of pay types and the range includes only
one pay type, the From Trans and Thru Trans fields must contain the same
pay type number.

Enter the number and description of the PDBA that the system uses to
calculate the corresponding PDBA. This number is the ending number in the
range that is the basis of the calculation.

When you are defining the range of pay types, the value in the Thru Trans
field must be greater than or equal to the value in the From Trans field. If the
range includes only one pay type, the From Trans and Thru Trans fields must
contain the same pay type number.

Setting Up

Eligibility Tables

This section provides an overview of eligibility tables and discusses how to:

* Set up a typical eligibility table.

* Set up an eligibility table for no eligibility requirements.

Understanding Eligibility Tables

Some benefit plans require that employees meet specified eligibility requirements before they qualify for or
maintain enrollment in a benefit plan. If a benefit plan requires eligibility rules, you enter the name of the
eligibility table on the plan master for the benefit.
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You must set up an eligibility table to define each of the requirements that you use to determine eligibility. You
can use the same table for more than one benefit plan if the eligibility requirements are the same for both. For

example, an organization might require that employees be employed full time for six months and have worked
a minimum of 40 hours in the past week before they qualify for medical insurance and dental insurance. In this
case, you could set up an eligibility table and associate that table with both plans.

You can also set up an eligibility table to verify employees’ continuing eligibility in a plan. For example, an
organization might require that employees continue to work at least 35 hours per week to participate in the
organization’s medical plan.

After you have set up an eligibility table and included it in the plan master for a benefit, the system can test
an employee’s eligibility for enrollment in a benefit plan. When the system tests for eligibility, one of the
following occurs:

* When an employee passes the eligibility test, the system assigns a status to the enrollment record to indicate
eligibility and a beginning enrollment status date based on the date code.

When the enrollment status begins with an A (for active), the system passes the DBA code to the Payroll
system so that the system can make the necessary deductions or contributions. The system also assigns a
participation date and an eligibility date.

* When an employee does not pass the eligibility test, the system assigns a status to the enrollment record to
indicate ineligibility and a beginning enrollment status date based on the date code.

The system does not pass the DBA code to the Payroll system. In this case, the system does not assign
eligibility and participation dates.

In addition, set up an eligibility table that you use to indicate that a plan has no eligibility requirements.
Use this eligibility table for all benefit plans that do not require employees to meet or maintain eligibility
requirements to participate in the plans.

Prerequisites
Before you complete the tasks in this section:
* Set up the user-defined codes (08/ES) to define the enrollment status.

See PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 PeopleBook,
“Understanding User Defined Information Setup,” Understanding User Defined Codes for Human Capital
Management Systems.

» Set up pay type tables to include in any table based on hours worked.

See Chapter 2, “Setting Up Benefits Administration,” Setting Up Pay Type Tables, page 48.

* Set up the date codes to define eligible and ineligible enrollment dates.

See Chapter 2, “Setting Up Benefits Administration,” Setting Up Date Codes, page 41.
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Form Name Form ID Navigation

Usage

Benefits Administration
Setup (GO8BB4), Define
Eligibility

On the Work With Define

Define Eligibility WO08390A

Eligibility form, click Add.

Set up a typical eligibility
table.

Benefits Administration
Setup (GO8BB4), Define
Eligibility

On the Work With Define

Define Eligibility WO08390A

Eligibility form, click Add.

Set up an eligibility table for
no eligibility requirements.

Setting Up a Typical Eligibility Table

Access the Define Eligibility form.

Define Eligibility - Define Eligibility
Define Eligibility

Wnrk wWiith Define Eligibility

@R

(929 Find  Delete Cancel Form  Previous Mext  Tools
@ m X B &
Eligibility Table MEDI

Description |ru19|:|ical Initial Testing

Records 1-3

4| |

Custamize Grid

And Min Method Bazed Bazed From Comp Comp Period
10r Amount Method Description From Description Period Description

r |AND | B [m Months Senice |[DET Date Started
I AMD 40 H Hours
-

W Week (7 days

Eligible Enrollment

Eligible Status ACT

Date Code E 1at of Month After Eligibiz
Ineligihle Enroliment

Ineligible Status FER

Date Code F Fixed Effective Date

User Defined Programs

Eligibility

——
—

Maintenance

Define Eligibility form

Eligibility Table

Enter a code that identifies the particular table of eligibility rules. The rules

determine whether the employee is eligible for enrollment in a plan. Complete

this field to name the table.

PeopleSoft Proprietary and Confidential

51




Setting Up Benefits Administration

And/Or

Min Amount (minimum
amount)

Method

Eligible Status

Date Code

Ineligible Status

Date Code

52
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Enter AND or OR to designate whether the test parameters or criteria are based
on an And condition or an Or condition.

Enter the minimum requirement that must be met to satisfy the eligibility
requirements. The minimum is associated with the method that you use to
calculate eligibility.

See the Method field (data item MTHD) for more information.

Enter the code that the system uses to calculate eligibility. Use this field in
conjunction with the Amount field (data item ELMH).

For example, if the eligibility criteria for a plan includes minimum age, you
enter AM (minimum age) in this field and the specific age in the Amount field.

We provide codes for six of the most common methods. These codes are
hard-coded and cannot be changed or deleted:

H: Hours of service
D: Days of service
M: Months of service
Y: Years of service
AM: Minimum age
AX: Maximum age

Enter the status to be assigned to the enrollment record after the employee
becomes eligible for a plan.

You can define this code using a user-defined code 08/ES. See Enrollment
Status (data item XDFS) for restrictions on the allowed values for this field.

Enter a code that indicates the date that the employee’s new enrollment record
begins after the system determines that the employee is eligible for a plan.
These codes are defined in the Define Date Codes table (F08395).

Enter the status that the system assigns to the enrollment record after it
determines that an employee is ineligible for a plan.

You can define this code using user-defined code list 08/ES. See Enrollment
Status (data item XDFS) for restrictions on the allowed values for this field.

If the eligible or ineligible enrollment status code begins with an 4, such as
ACT or AC2, the system writes the DBA code from the Plan Master table to
the Employee DBA Instructions table. When a begin enrollment status code
begins with a letter other than 4, no record is written to Payroll.

To indicate an ending status that does not result in a new enrollment, such as
termination, you must define the code with an X in the first position in the
Description 2 field of the General User-Defined Codes form.

Use a status that begins with an X as an ending status to indicate a mistaken
enrollment. The system does not write instructions to the Employee DBA
Instructions table when the status begins with X.

Enter a code that indicates the date that the employee’s new enrollment record
begins after the system determines that the employee is ineligible for a plan.
These codes are defined in the Define Date Codes table (F08395).
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Based From Enter a code that defines the date from which eligibility is calculated.
Complete this field if eligibility is not based on hours worked. The allowed
codes correspond to the dates that appear on the Dates, Eligibility, and EEO
form (P060190) and that are defined in user-defined code list 08/D1. If you do
not enter a code in this field, the system uses the employee’s hire date.

Comp Period (computation = The computation period used to calculate if a person has the minimum number
period) of hours necessary to be eligible for a plan. Complete this field if eligibility is
based on hours worked. Valid codes are:

W: Week (seven days prior to effective date)
M: Previous calendar month

Y: Year (previous year to effective date)

Number Periods Enter the number of consecutive periods used to calculate eligibility. Complete
this field if eligibility is based on hours worked.

Pay Type Table Enter the pay type table used to calculate the hours worked for plan eligibility.
You can define this table using user-defined code 08/TT. Complete this field if
eligibility is based on hours worked.

Setting Up an Eligibility Table for No Eligibility Requirements
Access the Define Eligibility form.
To set up an eligibility table for no eligibility requirements:

Complete the Eligibility Table and Description fields to name the table:
Type any value in the Method field.
Type a code that begins with the letter 4 in the Eligible Status and Ineligible Status fields.

Sl .

Type a code that indicates a fixed effective date in the two Date Code fields and click OK.

In the eligibility table that is set up for no eligibility requirements, you must still set up an And/Or criterion
within the detail area. You cannot set up an eligibility table with no information in the detail area.

Setting Up Enrollment Parameters

This section provides an overview of enrollment parameters and discusses how to set up enrollment parameters.

Understanding Enroliment Parameters

You can set up enrollment parameters to define which eligibility test and date code the system applies when
you enroll employees using enrollment with eligibility or batch enrollment. Enrollment parameters define

the action that the system takes when it tests for eligibility. The system compares the employee enrollment
information with each enrollment parameter to determine which eligibility test and date code to use. The
system then uses the eligibility test and the date code to calculate when to enroll an employee in a benefit plan
or whether to terminate the employee’s participation.

You can base each enrollment parameter on any combination of the following search items:

e Plan ID
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* Benefit status
¢ Enrollment status
* Valid plan

After you create enrollment parameters, the system searches the records in the Batch Enrollment Parameters
table (F08392) based on level of detail. The least detailed parameter appears at the top of the table, and
therefore, the system searches it last. The most detailed parameter appears at the bottom of the table, and
therefore, the system searches it first. When you enroll an employee in benefits or test for continuing
eligibility, the system first compares the employee’s enrollment information with the most detailed enrollment
parameter (the parameter at the bottom of the table). When the employee’s enrollment information does not
match the criteria of this enrollment parameter, the system searches for the second most-detailed parameter.
The system continues searching, from the most detailed parameter to the least detailed parameter, until it
identifies the parameter to use.

When the system locates a parameter that matches the enrollment information for which it is searching, it
conducts the eligibility test or assigns the date code and status that is specified in that parameter.

If you do not set up enrollment parameters, the system does the following:

* When an employee is enrolled in a benefit plan and has an eligible enrollment status as defined by the
eligibility test, the system tests continuing eligibility in a plan.

* In all other cases, the system tests initial eligibility for employees.

If you set up parameters for a particular plan, you must also set up the basic parameters for initial and
continuing eligibility.

Default Enrollment Parameters

If you use batch enrollment to enroll employees in benefit plans, set up default enrollment parameters.
When you set up default parameters, you do not identify a plan ID. Therefore, the parameter can be used to
determine eligibility for any plan. If eligibility testing is the same for all benefit plans, you can set up only
default enrollment parameters.

The following table illustrates examples of default enrollment parameters and the actions that the system takes
when the parameters are used. The system uses the most detailed enrollment parameter that corresponds to the
employee enrollment record. For example, parameter 1 is the least detailed; therefore, the system uses it only
if it does not find a more detailed parameter that specifies how to test the employee’s eligibility. Parameter 5
is the most detailed. The system tests this parameter first and uses the information to determine employee
eligibility for each employee benefit record that matches its criteria. If the system uses this parameter, it
determines the eligibility status for the current benefit enrollment record and then moves to the next enrollment
record. The parameter search begins again, starting with parameter 5, and continues through the list of
parameters in order of decreasing detail until it finds a valid enrollment parameter. The system then uses that
parameter to calculate the employee’s new benefit status.

Parameter 1

Using parameter 1, the system requires a manual review for any plans that are not valid for the employee. The
system treats a plan as invalid if it is not attached to the employee’s benefit group.

Field Value

PlanID Not applicable

Benefit Status *
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Field

Value

Enroll Status

Valid Plan N
Prev Elig Not applicable
Elig Test Not applicable
Date Code Not applicable
New Status Not applicable
Man Review Y

Parameter 2

Using parameter 2, the system tests for initial eligibility for all valid plans for each employee.

Field Value

Plan ID Not applicable

Benefit Status *

Enroll Status *

Valid Plan Y

Prev Elig Not applicable

Elig Test I

Date Code Not applicable

New Status Not applicable

Man Review N

Parameter 3

Using parameter 3, the system tests for continuing eligibility for all employees who are currently enrolled in

valid plans (that is, employees who have a benefit status of Active).

Field Value
Plan ID Not applicable
Benefit Status *
Enroll Status ACT
Valid Plan Y
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Field Value
Prev Elig Not applicable
Elig Test C
Date Code Not applicable
New Status Not applicable
Man Review N

Parameter 4

Using parameter 4, the system assigns the terminated status (TRX) to plans that are not valid for employees
whose benefit status is X (terminated) at the time that batch enrollment is processed.

Field Value
PlanID Not applicable
Benefit Status X
Enroll Status *
Valid Plan N
Prev Elig Not applicable
Elig Test Not applicable
Date Code T
New Status TRX
Man Review N

Parameter 5

Using parameter 5, the system assigns the terminated status (TRX) to plans that are valid for employees whose
benefit status is X (terminated) at the time that batch enrollment is processed. The system searches parameter 5
first. If the employee benefit enrollment record matches the criteria in this parameter, the system uses this
parameter to determine the employee’s new benefit status. If the criteria in this parameter do not match the
benefit enrollment record for the employee, the system then searches parameter 4. The system continues
searching enrollment parameters, in order of decreasing detail, until it finds a match. The system then uses the
matching parameter to determine the employee’s new benefit status.

Field

Value

Plan ID

Not applicable

Benefit Status

X

Enroll Status

*
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Field Value

Valid Plan Y

Prev Elig Not applicable

Elig Test Not applicable

Date Code T

New Status TRX

Man Review N

Prerequisites

Before you complete the tasks in this section:

* Set up the benefit plans.

See Chapter 2. “Setting Up Benefits Administration,” Setting Up Benefit Plans. page 20.

* Set up the eligibility tables.

See Chapter 2, “Setting Up Benefits Administration,” Setting Up Eligibility Tables, page 49.

» Set up the date codes that control when an employee becomes eligible or ineligible for a benefit plan.

See Chapter 2, “Setting Up Benefits Administration,” Setting Up Date Codes, page 41.

Form Used to Set Up Enroliment Parameters

Form Name Form ID Navigation Usage
Batch Enrollment WO08392H Benefits Administration Set up enrollment
Parameters Setup (GO8BB4), Enrollment | parameters.

Parameters

On the Work With Batch
Enrollment Parameters form,
click Add.

Setting Up Enrolilment Parameters

Access the Batch Enrollment Parameters form.
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Enroliment Parameters - Batch Enrollment Parameters

Ok Cancel Tools

X B
Plan 1D 401K 401(k) Plan
Benefit Status R Rehire
Enrallment Status *
Walid Plan v

Action

¥ Consider Previous Eligibility

Eligihility Check Or  Date Code And Enrallment Status Manual Review
e r
r

Batch Enrollment Parameters form

To set up enrollment parameters:

1. Complete the following fields for the most detailed parameter:
* Plan ID
* Benefit Status
* Enrollment Status
2. Click the Valid Plan option.
Complete either the Eligibility Check field or the Date Code field.
4. t"1)"0 use a status that corresponds to a date code, complete the Enrollment Status field in the Action group
OX.
5. To specify that the enrollments in the plan be printed on a manual review request report and processed
manually instead of being processed automatically by the system, select the Manual Review (Y/N) option.
6. To have the system include an employee’s previous eligibility information when it tests for eligibility,
select the Consider Previous Eligibility option.
When you select this option, a second row of eligibility fields appears on the form.
7. Repeat steps 4 through 6 for the second row of eligibility fields.
When you set up a parameter to review previous eligibility, the first row of eligibility fields applies when
previous eligibility is met. The second row applies when previous eligibility is not met.
8. Click OK.
9. For each additional enrollment parameter that you want to set up, repeat steps 1 through 9, completing
only the relevant fields.
Enrollment Status Enter a user-defined code (08/ES) that indicates the status of an employee’s
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enrollment in a plan. Use these restrictions for the definitions:
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Valid Plan

Eligibility Check

Date Code

Enrollment Status

Manual Review (Y/N)
(manual review [yes/no])

Consider Previous
Eligibility
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 All statuses indicating active participation in a plan must begin with the
letter A.

* All statuses indicating an ending status that does not result in a new
enrollment (such as a termination) must have the letter X in the first position
of Description 2 (data item DL02), on the General User-Defined Codes form.

* A status beginning with the letter X, when used as an ending status, represents
a mistaken enrollment. No employee DBA instructions are written.

* An asterisk (*) indicates all statuses not otherwise specified.

Select to indicate whether the specified plan is a valid plan for the employee.
A valid plan is one that is available within the employee’s benefit group.

Enter a code to indicate which eligibility test to run. Valid codes are:
Blank: Do not test for eligibility.

1 Test for initial eligibility.

C: Test for continuing eligibility.

The system uses this field to test for eligibility when previous eligibility
has been met.

Enter a code that indicates the date that the employee’s new enrollment record
begins after the system determines that the employee is not eligible for a plan.
These codes are defined in the Define Date Codes table (F08395).

The system uses this field to test for eligibility when previous eligibility
has been met.

Enter a code that indicates the ending status of an employee’s enrollment in a
plan. This status represents the reason for ending the old enrollment and is
used as the beginning status of any resulting new enrollment.

You can define this code using user-defined code table 08/ES. See data item
XDFS (Status - Enrollment) for restrictions on the allowed values.

Note. An ending status that begins with the letter X represents a mistaken
enrollment.

The system uses this field to test for eligibility when previous eligibility
has been met.

Enter a code that indicates whether the enrollment being processed should be
printed on the Manual Review Requested report so the record can be handled
manually rather than through the batch process.

Enter a code that indicates whether the employee was previously eligible
for the plan. Values are:

Blank: Do not check for previous eligibility.
Y: Yes, the employee was previously eligible.
N: No, the employee was not previously eligible.

If the system finds a code in this field, it then searches the detail area for
further information.
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Linking Allocation Funds to Plans
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This section provides an overview of links from allocation funds to plan and discusses how to link allocation
funds to plans.

Understanding Links from Allocation Funds to Plans

If the organization offers a retirement or investment plan as a benefit to employees, you can link the plan to
the investment programs, or funds, to which employees can allocate their deductions. You must set up all
allocation funds as accrual DBAs that are a percentage of the employee and employer contributions. For
example, if a 401(k) plan offers employees several investment programs from which employees can choose for
their 401(k) deduction, you can link each investment program to the plan.

Prerequisites
Before you complete the tasks in this section:
* Set up the funds as payees in Address Book.

See PeopleSoft EnterpriseOne Address Book 8.11 PeopleBook, “Entering Address Book Records”.

* Set up the deduction DBA for the employee-paid deduction and the benefit DBA for the employer-paid
contribution to the investment or retirement plan.

See PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 PeopleBook,
“Setting Up Deductions, Benefits, and Accruals”.

Form Used to Link Allocation Funds to Plans

Form Name Form ID Navigation Usage
Fund Allocation Setup WO08345A Daily Processing (GO8BB1), | Link allocation funds
Fund Allocation Setup to plans.

Linking Allocation Funds to Plans

Access the Fund Allocation Setup form.
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Fund Allocation Setup - Fund Allocation Setup
Ok Find Delete Cancel Row  Toolz

B & m X B B

Plan ID 401K 401k Flan
Employee DBAID Tooo
Employer DBA 1D 7001

Records 1-3

PDEBA PDEBA Code

. Code De=scription
v | 8023 |

r 024
r

Fund Allocation Setup form

To link allocation funds to plans:

1
2.
3.
4

© o N oo W

11.
12.

13.

To locate the retirement or investment plan, complete the Plan ID field and click Find.
Select a blank record in the detail area, and then select DBA Setup from the Row menu.
On the Work With PDBASs form, click Accrual and then click Add.

On the Basic DBA Information form, in the DBA Code field in the header area, type a number that is
greater than both the employee-paid deduction DBA and the employer-paid benefit DBA.

Complete the Paystub Text field.

Type G in the Source of Calculation field.

Type % in the Method of Calculation field.

Verify that the Calculate Even If No Gross option is cleared.

Type the same values that you entered for the DBA for the employee-paid retirement or investment
deduction in the Pay Period of the Month field.

. Select one of the following options:

* Calculate Only During 1st Period Worked of Month

* Calculate Only Once Per Pay Period

Click OK.

On the General Accounting/Arrearage Information form, complete the following fields and click OK:
+ Effect on GL (effect on General Ledger)

* Payee

On the Basis of Calculation form, type the codes for the employee-paid and employer-paid DBAs in the
following fields and click OK:

e From PDBA
* Thru PDBA
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14. On the Basic DBA Information form, click Cancel.
15. On the Work with PDBAs form, click Close.
16. On the Fund Allocation Setup form, type the new PDBA code in the PDBA Code field, and then press TAB.

The new PDBA appears in the detail area.
17. Click OK to save the new PDBA.

DBA Code

Paystub Text

Source of Calculation

Method of Calculation

Calculate Even If No Gross
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Enter a code that defines the type of pay, deduction, benefit, or accrual.

Pay types are numbered from 1 to 999. Deductions and benefits are numbered
from 1000 to 9999.

Enter the text that the system prints on the employee’s paystub. If you are using
Time and Labor, the system does not create payments. However, this field is
required to complete the form. Generally, you enter a description of the PDBA.

Enter a user-defined code (07/DB) that specifies the basis of a deduction,
benefit, or accrual. When the system calculates the gross amount for
disposable net wages, it does not use the basis of calculation. The gross
amount includes all earnings that have a positive effect on the gross and net
payment. For wage attachments, use one of the following codes:

1-8: Garnishment, tax levy, wage assignment (child support and maintenance)
R: Loan and interest
0: Fees

Enter a user-defined code (07/DM) that specifies the method that the system
uses to perform calculations. For example, the system uses a method of
calculation to calculate deductions, benefits, and accruals (DBAs) and
workers’ compensation insurance.

The method values are preset. If you use methods 0 to 6, 8, 9, or G, you must
also enter a value in the Table Code field.

For wage attachments, use one of the following methods:
C: Wage assignment (child support and maintenance)

G: Garnishment

K: Loan

L: Tax levy

A: Fees

%:. Interest

An option that specifies whether the system calculates a DBA in the absence
of gross pay. Values are:

On: Calculate this DBA when an employee has no gross pay and no PDBA
codes exist in the basis of calculation.

Off: Do not calculate this DBA when an employee has no gross pay and no
PDBA codes exist in the basis of calculation.

When an employee has no gross pay, the system calculates the DBA when
these conditions exist:
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Pay Period of the Month

Calculate Only During 1st
Period Worked of Month

Calculate Only Once Per
Pay Period

Effect on GL (effect on
General Ledger)

Payee

From PDBA

Thru PDBA
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* The Calculate Even If No Gross option is selected.
e The source of calculation is G.
* The method of calculation is $.

The system then records the resulting amount in arrears and performs one
of these functions:

* Creates an overpayment for a deduction.

» Calculates it as a benefit or an accrual.

Note. If the PDBA codes exist in the basis of calculation, the system attempts
to calculate the DBA, regardless of this setting.

Enter a code designating the pay period in which the system calculates the
DBA or auto-deposit. Valid codes are:

Y: Take the DBA or auto-deposit during the current period.
N: Do not take the DBA or auto-deposit during the current period.

*: Take the DBA or auto-deposit only during the first pay period of each month
that the employee works based on the ending date of this month’s pay period.

Blank: Continue to look for a code at the lower level. The system searches for
DBA/auto deposit rules first at the employee level, then at the group level, and
finally at the DBA master level. If the field is blank at all levels, the system
does not calculate the DBA/auto deposit in that period.

M: Applies only to benefits based on gross hours or dollars. An M only in the
fifth field indicates that the system calculates the benefit during the special
timecard post. An M implies a Yes for a weekly withholding frequency.

Select to indicate whether the deduction, benefit, or accrual is calculated only
during the first pay period that an employee works each month.

Select to indicate whether the deduction, benefit, or accrual is calculated only
once in a pay period if the employee receives more than one check.

Enter a code indicating whether you want journal entries passed from payroll
to the general ledger and the method you want to use. Valid codes are:

N: Pass only dollars to General Ledger.

M: Do not pass dollars or hours to the general ledger. This code enables
an accrual to be tracked in employee payroll history and the dollars to be
omitted from the general ledger.

For fund allocations, this is the address book number of the investment
program.

Enter the number and description of the PDBA that the system uses to
calculate the corresponding PDBA. This number is the beginning number
in the range that is the basis of the calculation.

Enter the number and description of the PDBA that the system uses to
calculate the corresponding PDBA. This number is the ending number in the
range that is the basis of the calculation.
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Reviewing the Benefit Structure

This section provides an overview of benefit structure review and discusses how to review the benefit structure.

Understanding Benefit Structure Review

After you set up benefit information, you can review the benefit structure, which shows the relationship
between benefit groups, categories, and plans. You can also print a report that provides more detail about
benefit plans and plan options within benefit groups and categories. Both methods enable you to discern which
plans are associated with a particular benefit group and which plans are associated with multiple benefit groups.

Use Benefit Structure Inquiry program (P083204) to review the organization of the benefit plans. This program
shows benefit categories and plans within each benefit group.

Form Used to Review the Benefit Structure

Form Name Form ID Navigation Usage
Benefit Structure Inquiry WO083204A Benefits Administration Review the benefit structure.
Setup (GO8BB4), Benefit
Structure Inquiry

Reviewing the Benefit Structure

Access the Benefit Structure Inquiry form.
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Benefit Structure Inquiry - Benefit Structure Inguiry L
Find Delete Close  Farmm Roww  Tools
@ m X H
Flan ID |*7
Records 1-28
Group Category Description Date 151 )
e (IAOK
e --{“_‘| AUTO
e --{“_‘| CONSAL
e --{“_‘| EXEC
2 El FLEX
co |— 401K 401K 401 (k) Benefits M
- |— ERFLUMPCRD ERLUMPCRD Employer Lump Sum Credits hd
- |— FLEXDEM FLEXDEM Flex Dental Benefits M
- |— FLEXDEM FLEXDEM Flex Dental Benefits M
o |_ FLEXDEM FLEXDEM Flex Dental Benefits M
o ; |_ FLEXEEDED FLEXEEDED Emplovee Flex Deductions Y
8 |_ FLE%MED FLEXMED Flex Medical Benefits il

Benefit Structure Inquiry form
To review the benefit structure:

1. Complete the Plan ID field and click Find.
The system displays information about the benefit groups that are associated with the plan.
Type an asterisk (*) in the Plan ID field and click Find to list all plans in all benefit groups.

2. To review a list of the plans and plan options, click the plus sign (+) next to the benefit group that you
want to review.

3. Click the plus sign (+) next to another benefit group to display the information about the plan and plan
options within that benefit group.

Click the minus sign (-) next to any benefit group to close all plan and option information.
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Setting Up Flexible Benefits

This chapter provides an overview of flexible benefits setup and discusses how to:

» Set up deduction, benefit, accrual (DBA) information for flexible benefits.

» Set up a benefit group for flex benefits.

* Set up a lump sum credit.

» Set up an employee flex deduction.

» Set up flex benefit plans.

Understanding Flexible Benefits Setup

Before you can use the flexible benefits features, you need to define the information that the system uses for
processing. You set up this information to meet the particular needs of the organization.

The setup of flexible benefits varies depending on the method that you use to administer the flex plan.
Typically, you set up a lump sum credit that can be used for all benefit plans, or you set up multiple lump sum
credits so that each credit is used for a specified category of benefits, such as medical or dental.

Common Elements Used in Flexible Benefits

Allow Enrollment at Plan
Level

Category Type

ER Flex Credits (employer
flex credits)

PeopleSoft Proprietary and Confidential

Select to specify whether an employee can enroll in the plan when plan
options are available. Values include:

0: The plan cannot be elected if plan options are available

1: The plan can be elected if plan options are available

Enter a code that identifies categories for DBAs that use special flex
calculation plans, such as lump sum employer flex credits and employee flex
deductions when remaining flex credits are negative.

Select the DBA defined in the Payroll Transactions Constants table (F069116)
that is used to calculate the points amount that the employer contributes to an
employee enrolled in a flexible spending environment.

DBAs used for points in a benefit plan or option must meet two requirements:

* The DBA must have blanks in the specification for gross effect and net effect
(see data items PAYG and PAYN) so that the use of non-dollar points does
not add or subtract dollars from employee pay.
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» The DBA must have an M in the specification for journal entry (see data
item NMTH) so that the use of non-dollar points does not affect the
General Ledger system.

Enter a code that identifies the plan as a flex plan. When the plan is defined
as a flex plan, the system displays the EE Flex Cost (data item PDDP) and
the ER Flex Credit (data item PDCP) PDBA fields on the Enrollment with
Eligibility and the Employee Self Service benefit forms.

Enter a code that indicates whether the plan is required for all employees.
Values are:

Y: Yes, all employees must participate in this plan. You should not use this
code unless all employees are required to participate in the plan.

N: No, all employees are not required to participate in this plan. The plan is
optional.

Setting Up DBA Information for Flexible Benefits

This section provides an overview of DBA information for flexible benefits.

Understanding DBA Information for Flexible Benefits

You might want to set up the DBAs that you can use in flexible benefits before you complete the other setup
steps. You complete DBA setup information in the PDBA Setup (pay type, deduction, benefit, accrual setup)
program (P059116). This table illustrates DBA setup typically required for flex benefits:

DBA

Description

Employee flex deduction

The employee flex deduction is the total cost to the employee for all the selected
flexible benefit plans. When an employee elects a flexible benefit plan, the
amount in the employee flex deduction is updated with the cost of the selected
plan.

When you set up the employee flex deduction DBA, be sure to include:

* Deduction DBA type.
¢ Flat-dollar-amount method of calculation.

¢ Blank value in the Amount/Rate 1 field.

Employer flex credits

Use the employer flex credits DBA to provide employees with a lump sum
amount used to purchase flexible benefits. Flexible benefit costs that exceed the
lump sum credit typically results in an employee payroll deduction using the
employee flex deduction DBA.

When you set up the employer flex credit DBA, be sure to include:

* Benefit or accrual DBA type.
¢ Flat-dollar-amount method of calculation.

* Amount/Rate 1 field equal to the amount of employer-provided credits.

* Calculation during pre-payroll.
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DBA Description

Employee flex cost The employee flex cost DBA is the amount that an employee must spend in order
to select a particular benefit plan. You must set up an employee flex cost DBA for
each flex benefit plan for which there is an associated employee cost.

When you set up the employee flex cost DBA, be sure to include:

» Benefit DBA type.

+ Flat-dollar-amount method of calculation.

* Amount/Rate 1 field equal to the cost to the employee for the benefit.

+ Calculation during pre-payroll.

Employer-paid benefit The employer-paid benefit DBA is the cost (or portion of the cost) incurred
by the company to provide a particular benefit plan. Some companies provide
employer-paid benefits in addition to or instead of employer flex credits. This
DBA can be used for flex or non-flex plans. The setup is the same for both.

The employer-paid benefit does not appear on any interactive enrollment forms. It
is simply the company cost that is recorded in the general ledger, and it does not
affect the enrollment process.

The employer-paid benefit DBA is set up as a benefit type or accrual DBA type.

See Also

PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 PeopleBook, “Setting
Up Deductions, Benefits, and Accruals”

Setting Up a Benefit Group for Flex Benefits

This section provides an overview of benefit groups for flex benefits and discusses how to link categories to
benefit groups for flex benefits.

Understanding Benefit Groups for Flex Benefits

If you are using flexible benefits, you must set up a benefit group for flex benefits. You cannot use an existing
benefit group that is used for non-flex benefits.

You enable flex benefits at the benefit group level by assigning a benefit group rule in the Categories by
Benefit Group program (P08350). The benefit group rule enables you to specify whether a benefit group offers
flex plans and, if so, whether you require the employee to use all of the available credits on flex plans. When
the benefit group rule indicates that flex plans are offered, the value generated by the employer flex credit
DBAs appears on interactive enrollment forms and is used to calculate an employee’s available flex credits.

When an employee uses more flex credits than are available, the system automatically generates a pretax flex
deduction for the amount of the negative remaining balance. An employee can have positive remaining credits,
if the benefit group rule allows it. The benefits administrator can manually allocate these remaining credits to
other plans. The system does not automatically reallocate positive remaining credits.
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Within each benefit group that offers flex plans, you must set up a single category with a single plan for
employee flex deductions. The system uses this category and plan to track any amounts that an employee
spends on benefits in excess of what the employer allows. This amount is deducted from the employee’s pay.
If you are offering employees an initial lump sum of flex credits, you must set up a single category with a
single plan to hold the lump sum credits. You can also identify the credits for each category or plan, such as
100 credits to spend on medical, 50 credits to spend on dental, and so forth.

See Also

Chapter 2. “Setting Up Benefits Administration,” Setting Up Group Information, page 13

Chapter 3. “Setting Up Flexible Benefits,” Setting Up an Employee Flex Deduction, page 74

Chapter 3. “Setting Up Flexible Benefits,” Setting Up a Lump Sum Credit, page 71

Form Used to Set Up a Benefit Group for Flex Benefits

Form Name

Form ID

Navigation

Usage

Categories By Benefit Group

W08350B

Benefits Administration
Setup (GO8BB4), Categories
by Benefit Group

On the Work With Benefit
Groups form, complete the
Benefit Group field with
the name of a benefit group
that has been set up for flex
benefits, and click Find.

Select the benefit group and
click Select.

Link categories to benefit
groups for flex benefits.

Linking Categories to Benefit Groups for Flex Benefits

Access the Categories By Benefit Group form.
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Categories by Benefit Group - Categories By Benefit Group
838 Find Delete Cancel Form  Row  Tools

& m # B B B
Benefit Graup W

Benefit Group Rule

" Flex plans not offered

¥ Flex plans offered, positive remaining credits allowed

" Flex plans offered, positive remaining credits not allowed

Records 1-7

r |FLE}{ru1ED Flex Medical Benefits 1.00 |
N FLEXDEM Flex Dental Benefits 2.00
r FLEXWIS Flex Yision Benefits 3.00
r FLEXEEDED Employvee Flex Deductions 4.00
r 401K 401(K) Benefits 5.00
r ERLLUMPCRD Employer Lump Sum Credits G.00
=

Categories By Benefit Group form

On the Categories By Benefit Group form, complete the Group Category and Seq. Num. (sequence number)
fields on a blank record in the detail area.

Type I for employer lump sum credits in the Category Type field and click OK.

Setting Up a Lump Sum Credit

This section provides an overview of lump sum credits and discusses how to:

* Set up a lump sum credit category.

* Set up a lump sum credit plan.

Understanding Lump Sum Credits

You can provide employer credits in a lump sum amount that has been determined based on factors such as
length of service, or a lump sum amount that is the same for all employees. You can also award credits at the
plan level for selection of less-costly benefit plans.

When you provide a lump sum of employer credits, you must set up a lump sum credit category and plan
within each benefit group that offers a lump sum credit. The lump sum credit plan is the mechanism for
awarding the lump sum credit. The lump sum credit is awarded through either a benefit or accrual DBA.
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The lump sum credit category and plan do not appear on self service forms because employees cannot change
their enrollment in this plan.

The lump sum credit plan must be set up as a mandatory plan so that all employees are automatically enrolled
in the plan.

See Also

Chapter 2, “Setting Up Benefits Administration,” Setting Up Benefit Plans, page 20
Chapter 3. “Setting Up Flexible Benefits,” Setting Up Flex Benefit Plans, page 76

Prerequisites
Before you complete the tasks in this section:
» Set up a code and description for the lump sum credit category.

See Chapter 2. “Setting Up Benefits Administration,” Setting Up Benefit Categories, page 17.

* Set up a lump sum credit benefit or accrual DBA that has no effect on gross or net pay and that has a
positive amount.

See PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 PeopleBook,
“Setting Up Deductions, Benefits, and Accruals,” Setting Up Basic DBA Information.

Forms Used to Set Up a Lump Sum Credit

Form Name Form ID Navigation Usage
Categories By Benefit Group| W08350B Benefits Administration Setup a lump sum credit
Setup (GO8BB4), Categories | category for flex.
by Benefit Group
On the Work With Benefit

Groups form, complete the
Benefit Group field with
the name of a benefit group
that has been set up for flex
and click Find.

Select the benefit group and
click Select.

Plan Master WO08320A Benefits Administration Setup a lump sum credit
Setup (GO8BB4), Plan plan.
Master

On the Work With Plan
Master form, click Add.

Setting Up a Lump Sum Credit Category

Access the Categories By Benefit Group form.
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Categories by Benefit Group - Categories By Benefit Group
[0]39 Find Delete Cancel Form  Row  Tools

@ O @ B B B
Benefit Graup W

Benefit Group Rule

" Flex plans not offered

¥ Flax plans offered, positive remaining credits allowed

i~ Flex plans offered, positive remaining credits not allowed

Records 1 -

r |FLE}{ru1ED Flex Medical Benefits 1.00 |
I FLEXDEM Flex Dental Benefits 2.00
- FLEXWIS FlexVision Benefits 3.00
- ERLUMPCRD Emplover Lump Sum Credits 4.00
- FLEXEEDED Employee Flex Deductions 5.00
r

Categories By Benefit Group form
To set up a lump sum credit category:

1. Select a benefit group rule.

The benefit group rule determines whether the benefit group contains flex plans, and whether the system
tracks flex credits that remain after an employee has enrolled in benefit plans.

2. Complete the Group Category and Seq. Num. fields on a blank row in the detail area:
Type I for employer lump sum credits in the Category Type field, and click OK.

Setting Up a Lump Sum Credit Plan
Access the Plan Master form.
To set up a lump sum credit plan:

Complete the Plan ID field.
In the unlabeled field following the Plan ID field, type the name of the plan.

Enter the address book number of the company in the Provider/Trustee field.

el e

Select the following options:

* Mandatory

* Flex Plan

* Allow Enrollment at Plan Level

The Allow Enrollment at Plan Level option must be selected in order for the flex deduction plan to
be included in the self service work-file build.
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Select the Calc./Eligibility (calculation/eligibility) tab.
6. Type the lump sum credit benefit or accrual DBA in the ER Flex Credits field.
7. Complete the following required fields:

* Init Elig Table (Initial Eligibility table)

» Cont Elig Table (Continuing Eligibility table)
8. Click OK.

After you set up the lump sum credit category and plan, you must link the plan to the category.

Setting Up an Employee Flex Deduction
This section provides an overview of employee flex deductions and discusses how to:

* Set up a flex deduction category.

* Set up a flex deduction plan.

Understanding Employee Flex Deductions

Each benefit group that offers flex plans must contain an employee flex deduction category and plan. The
system uses the employee flex deduction to deduct a negative flex balance from an employee’s pay.

You do not set up the employee flex deduction plan as a flex plan because it does not have a predetermined
flex cost or credit. Instead, you set it up as a regular plan and assign it a pretax deduction DBA that requires
entry of a flat amount. The system calculates the flat amount by subtracting the flex costs of the plans that an
employee selects from the employee’s available credits. If the resulting amount is negative, that amount is
deducted from the employee’s pay on a pretax basis.

The employee flex deduction category and plan do not appear on self service forms because employees cannot
change their enrollment in this plan. Also, you cannot change the amount of the employee flex deduction

in the Enrollment With Eligibility program (P08334) because the system automatically updates the plan
DBA with the employee’s negative flex balance.

See Also

Chapter 2. “Setting Up Benefits Administration,” Setting Up Benefit Plans, page 20

Prerequisites
Before you complete the tasks in this section:
* Set up a code and description for the flex deduction category.

See Chapter 2, “Setting Up Benefits Administration,” Setting Up Benefit Categories, page 17.

* Set up a flex deduction DBA with a method of calculation of § (flat dollar amount).

See PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 PeopleBook,
“Setting Up Deductions, Benefits, and Accruals,” Setting Up Basic DBA Information.
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Forms Used to Set Up an Employee Flex Deduction

Form Name Form ID Navigation Usage
Categories By Benefit Group| W08350B Benefits Administration Set up an employee flex
Setup (GO8BB4), Categories | deduction.
by Benefit Group
On the Work With Benefit

Groups form, complete the
Benefit Group field with
the name of a benefit group
that has been set up for flex
and click Find.

Select the benefit group and
click Select.

Plan Master WO08320A Benefits Administration Set up a flex deduction plan.
Setup (GO8BB4), Plan
Master

On the Work With Plan
Master form, click Add.

Setting Up a Flex Deduction Category

Access the Categories By Benefit Group form.

Categories by Benefit Group - Categories By Benefit Group
[8]34 Find Delete Cancel Form  Row  Tools

@ om # B8 H B
Benefit Group FLE Flex Benefits

Benefit Group Rule

" Flex plans not offered

% Flex plans offered, positive remaining credits allowed

" Flex plans offered, positive remaining credits not allowed

Records 1-7

. Gruup Short Category Seq.
Category Description Description Hum.

FLEXMED Flex Medical Benefits 1.00
N FLEXDEM Flex Dental Benefits 2.00
N FLE=M|S Flexision Benefits 3.00
N FLEXEEDED Employee Flex Deductions 4.00
I 401 401 (k) Benefits 5.00
N ERLLUMPCRD Employer Lump Sum Credits G.00
O

Categories By Benefit Group form
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On the Categories By Benefit Group form, complete the Group Category and Seq. Num. fields on a blank
row in the detail area.

Type 2 for employee flex deduction in the Category Type field and click OK.

Setting Up a Flex Deduction Plan

Access the Plan Master form.

To set up a flex deduction plan:

On the Plan Master form, complete the Plan ID field.

In the unlabeled field following the Plan ID field, type the title, or name, of the plan.
Type the address book number of the company in the Provider/Trustee field.
Complete the Status Code field.

If all employees are required to enroll in this plan, click the Mandatory option.

AN

Select the following options:
* Enter Amount/Rate
» Allow Enrollment at Plan Level

You set up employee flex deduction plans without plan options; therefore, you must allow enrollment at
the plan level.

7. Select the Calc./Eligibility tab.
8. Type the flex deduction DBA in the EE Payroll Deduction field:
9. Complete the following mandatory fields:

* Init Elig Table

* Cont Elig Table

10. Click OK.

Status Code Enter a user-defined code (08/ST) that defines the current state of the benefit
plan. For example, you can enter 4 to define the plan as active.

Enter Amount/Rate Enter a code that indicates whether you can enter an amount or rate when
you enroll an employee in a benefit plan. Typically, you enter Y (yes) when
the employee determines the amount of a deduction or a benefit. Examples
include 401(k) percentages, dependent care, and health care reimbursements.

EE Payroll Deduction Specify the DBA defined in the Payroll Transactions Constants table

(F069116) that is used to calculate the dollar amount that the employee
contributes by enrolling in the plan. In most cases, this DBA is defined to
deduct pay from the enrolled employee’s check.

Setting Up Flex Benefit Plans

This section provides an overview of flex benefit plans and discusses how to set up a flex benefit plan.
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Understanding Flex Benefit Plans

You set up flex benefit plans in the same way that you set up other benefit plans, except that you select an
option in the Plan Master program (P08320) to specify that the plan is a flex plan. When you select this option,
assign the plan either an employee flex cost DBA or an employer flex credits DBA.

Flex plans are normally set up to use the employee flex cost and employer flex credit DBAs. However, the
system enables you to enter an employee payroll deduction DBA for flex plans as well. You can also set up a
plan to require entry of an amount or rate. When a plan requires an amount or rate entry, the system displays a
column for amount or rate entries on self service forms. How the system applies the amount or rate that is
entered depends on which DBAs are assigned to the plan.

Note. For each flex benefit plan that you set up, you must link the plan to the appropriate category within the
flexible benefit group.

These rules apply to amount and rate entries for flex plans:

* For plans with the employee flex cost DBA only, amount or rate entries are applied to that DBA.

* For plans with both the employee flex cost DBA and the employee payroll deduction DBA, amount or rate
entries are applied to the employee payroll deduction DBA.

* For non-flex plans, amount or rate entries apply only to the employee payroll deduction DBA.

Important! On self service forms, amount or rate entries can never apply to the employer flex credit DBA.

See Also

Chapter 2. “Setting Up Benefits Administration,” Setting Up Benefit Plans, page 20

Chapter 2, “Setting Up Benefits Administration,” Linking Plans to Benefit Categories, page 40

Prerequisite

Set up DBAs to represent the employee flex cost that is required in order to participate in the plans or the
employer flex credits that are awarded for enrollment in the plans.

See PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 PeopleBook,
“Setting Up Deductions, Benefits, and Accruals,” Setting Up Basic DBA Information.

Form Used to Set Up Flex Benefit Plans

Form Name Form ID Navigation Usage
Plan Master WO08320A Benefits Administration Set up a flex benefit plan.
Setup (GO8BB4), Plan
Master
On the Work With Plan
Master form, click Add.

Setting Up a Flex Benefit Plan
Access the Plan Master form.

To set up a flex benefit plan:
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On the Work With Plan Master form, click Add.

On the Plan Master form, complete the Plan ID field.

In the unlabeled field following the Plan ID field, type the name of the plan.
Select the General Info tab and complete the Provider/Trustee field.

A

Complete the following optional fields:
* Policy/Reference Number
* Plan Type
» Status Code
6. Select the Flex Plan option.
7. Select the Calc./Eligibility tab and complete any of the following fields:
* ER Paid Benefit
* EE Flex Cost
* ER Flex Credits
8. Complete the following required fields and any other optional fields, and then click OK:
* Init Elig Table
» Cont Elig Table

Policy/Reference Number Enter the certificate or policy number of the benefit plan.

Status Code Enter a user-defined code (08/ST) that defines the current state of the
benefit plan. For example, you might use 4 to define the plan as active.

Flex Plan Enter a code that identifies the plan as a flex plan. When the plan is
defined as a flex plan, the system displays the EE Flex Cost field
(data item PDDP) and the ER Flex Credit field (data item PDCP) on
the Enrollment with Eligibility form and the Employee Self Service
Benefit form.

ER Paid Benefit Specify the DBA defined in the Payroll Transactions Constants table
(F069116) that the system uses to calculate the dollar amount that
the employer contributes to the employee enrolled in the plan. In
most cases, this DBA is defined as a benefit to add pay to the enrolled
employee’s check.

EE Flex Cost Specify the DBA defined in the Payroll Transactions Constants file
(F069116) that is used to calculate the points amount that the employee
contributes by enrolling in the plan in a flexible spending environment.

DBAs used for points in a benefit plan or option must meet two
requirements:

» The DBA must have blanks in the specification for gross effect and net
effect (see data items PAYG and PAYN) so that the use of non-dollar
points does not add or subtract dollars from employee pay.

» The DBA must have an M in the specification for journal entry
(see data item NMTH) so that the use of non-dollar points does not
affect the General Ledger system.
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This chapter provides an overview of COBRA (Consolidated Omnibus Budget Reconciliation Act) setup
and discusses how to:

* Activate automated COBRA administration.
» Use COBRA workflow.

* Complete the Post-Install Conversion.

* Set up COBRA general constants.

* Set up COBRA qualifying event constants.
* Set up COBRA qualifying event rules.

» Set up COBRA plan premium amounts.

Understanding COBRA Setup

Before you can use any features of the COBRA administration system, you must verify that settings in the
Plan Master program (P08320) are activated for COBRA. On the Plan Master form, (W08320A), verify that
the COBRA Plan option is selected for the plans that are available for COBRA coverage. Then, on the U.S.
Legislative/Regulatory form (W059116UB), verify that the Valid for Cobra option is selected for all DBAs that
are used for COBRA administration. On UDC (User-Defined Code) 06/PF, verify that the Description 02
column contains the number of pay periods for each pay frequency. A blank value in this column produces
incorrect COBRA premium amounts.

When setting up COBRA, you need to define critical information that the system uses for processing:
* COBRA general constants

* COBRA qualifying event constants

* COBRA qualifying event rules

COBRA legislation allows state, county, and local (city) tax authorities to overrule federal provisions
regarding COBRA benefits, provided that the changes represent an increase in the level of benefits that is
offered. The system uses residential tax area information as the basis for benefits. The residential tax area
information code is a code that identifies a geographical location and the tax authorities for the employee’s
residence. This code is synonymous with GeoCode.

A GeoCode is a nine-digit code that represents a taxing jurisdiction. All GeoCodes are defined and maintained
by Vertex. Each GeoCode has the following format:

XXYYYZZZZ

where
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XX equals State
YYY equals County
7777 equals City

When choosing the residential tax area information to use as the basis of calculation for benefits, the system
searches first for a match on the city, county, and state. If it finds such a match, the system ends the search and
uses the tax information associated with the designated city as the basis of calculation for benefits. If it does
not find a match, the system then searches for a match on just the county and state, and so on.

After the system establishes a match within the hierarchy of the residential tax area, it begins another search to
determine whether the company has increased the level of benefits offered at the company level or the home
business unit. The system searches first for a match on both the company and home business unit. If it finds a
match, the system uses the home business unit information to establish the level of benefits. If it does not
find a match, the system searches for information at the company level only. The system uses the highest
level of benefits recorded by searching first through the qualifying event constants and then through the
general constants information as a basis of calculation.

For current legislative information regarding COBRA administration, contact the regional or district office of
the Pension and Welfare Benefits Administration for the U.S. Department of Labor.

See Also

Chapter 2, “Setting Up Benefits Administration,” Setting Up Benefit Plans, page 20

PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 PeopleBook, “Setting
Up Tax Information”

PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 PeopleBook, “Adding
Employee Records One at a Time”

Prerequisites
Before you administer COBRA processes:

* Set up mail merge data structures for these COBRA notices:
- COBRA Election notice: use data structure DO800696E.
- COBRA Termination notice: use data structure DOS00696T.
- COBRA Unavailability notice: use data structure DO800696U.
- HIPAA letter: use data structure DO500029H.
* Set up mail merge templates:
- COBRA Election notice
- COBRA Termination notice
- COBRA Unavailability notice

See PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 PeopleBook,
“Setting Up Web Mail Merge” and PeopleSoft EnterpriseOne Human Capital Management Application
Fundamentals 8.11 PeopleBook, “Working with Web Mail Merge”.
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Activating Automated COBRA Administration

This section provides an overview of automated COBRA administration and discusses how to activate
automated COBRA administration.

Understanding Automated COBRA Administration

Before you use the COBRA features, you activate the Use Automated COBRA Administration function. When
this function is activated, the system uses information from updated fields in the Employee Master Information
table (F060116) to automate hidden functions for COBRA administration.

When the Automated COBRA Administration function is activated and changes are made to any of the
employee master programs, the system performs a test to determine whether the employee or the employee’s
dependents qualifies for COBRA. When an individual qualifies for COBRA, the system creates records in
the COBRA Qualified Beneficiary File table (F08910) and COBRA Coverage table (F08920). When a
subsequent qualifying event is triggered, the system creates records in the COBRA Subsequent Qualified
Event Info. table (F089101).

Prerequisite
Verify that the system options are set up to track employee history.

See PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 PeopleBook,
“Setting Up System Options”.

Forms Used to Activate Automated COBRA Administration

Form Name Form ID Navigation Usage

System Control - Revisions | W05004B Compensation Mgmt System | Activate automated COBRA
Setup (G0O8CM14), HRM administration.
Common Settings

On Work With HRM
Common Display Settings,
click Add.

On System Control -
Revisions, type UCR in the
Data Item field.

Select the Yes option to
use automated COBRA
administration, and click
OK.

Using COBRA Workflow

This section provides an overview of COBRA workflow.
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When you activate automated COBRA administration, you initiate a workflow process that prompts the
administrator to send the COBRA letter. The workflow process starts when a qualifying event or subsequent
qualifying event is entered and the Employee Master Information table (F060116) and Employee Master
Additional Information File table (F060120) are updated. These tables have table triggers that initiate the
workflow process.

The workflow process first searches the COBRA Qualified Beneficiary File table (F08910) and the COBRA
Subsequent Qualified Event Info. table (F089101) for a date in the Date Printed field. If the COBRA letter
has not been printed, the system sends a workflow message to the COBRA administrator’s work center in
the Priority Mail queue.

After the COBRA notification message has been sent to the administrator, the workflow process is idle for one
day. When the process resumes, the system again searches the tables for a date in the Date Printed field. If the
COBRA letter has not yet been printed, another workflow message is generated and sent to the administrator’s
supervisor, and the workflow process is idle for another day. This process repeats daily, sending a notification
to the next higher supervisor until either the COBRA letter is printed or there are no more supervisors.

See Also
Chapter 4, “(USA) Setting Up COBRA.,” Activating Automated COBRA Administration, page 81

EnterpriseOne Tools 8.94 PeopleBook: Foundation

Completing the Post-Install Conversion

82

This section discusses how to complete the post-install conversion process.

Understanding the Post-Install Conversion

You must have authority to submit table conversions to complete this process.

Forms Used to Complete the Post-Install Conversion

Form Name Form ID Navigation Usage
Web Mail Merge Template | WOSWMMWBB HRM Setup (G05B4); Mail | Add templates for each of
Details Merge Workbench Setup the UDC values (08U/CN)
On Work With Web Mail | hatyou created for the
Merge Templates click Add. '
COBRA Constants Revision | W08990C COBRA Setup Connect the template name

(GO5BCOBI1), General
Constants

On Work With COBRA
General Constants find
the desired record and
click Select.

to the notice type for each
company.

Completing the Post-Install Conversion

Access the Web Mail Merge Template Details form.
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To complete the post-install conversion:

1.

Complete the following fields for each of the COBRA Letter Types in UDC 08U/CN and then click OK:
* Template Name

* Description

* Data Structure

* Address Book Field

* Output Queue

2. On the Work With Web Mail Merge Templates form, click Close.
Access the COBRA Constants Revision form.
4. Select a record in the detail area and complete the following fields to initialize each COBRA Notice
Type mail merge document:
* Mail Merge Letter
* Days To Mail Notice

5. Click OK.

6. Repeats steps 4 and 5 for each of the four COBRA letter types and then click OK.

Template Name Enter a name that identifies a web mail merge template. A web mail merge
document template is a two-part object that consists of an HTML document
and a record in the Mail Merge Web Objects table (F9800014W). The value in
this field must match the name of the document template.

Description Enter a description, remark, name, or address.

Data Structure Enter the object name of the data structure that is used for identifying the
error message substitution variables.

For web mail merge, the data structure is a list of data items that can be added
to a document template.

For the election notice use Data Structure DOS00696E.

For the unavailability notice use Data Structure D0800696U.

For the termination notice use Data Structure DO800696T.

For the HIPAA letter use Data Structure DO500029H.

Address Book Field Enter a number that specifies the sequential field where the address book data
item (ANS) exists in the mail merge data structure. The system uses the
address number when you do the following:

+ Send an email message.
* Attach a letter to the Employee Master program (P0801) by using a
media object.
For example, if address book occupies the third field in the mail merger data
structure, then the correct value for this field is 3.
Output Queue Enter the name of the queue in which the HTML mail merge letters will

be saved.
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COBRA Constants Revision
Access the COBRA Constants Revision form.

Mail Merge Letter Enter the name of the mail merge template that you create.

Days To Mail Notice Enter the number of days after the qualified event that the COBRA notice will
be created in the system. Notices are typically mailed on the same day that
they are created. This field is currently informational only.

Setting Up COBRA General Constants

This section provides an overview of COBRA general constants and discusses how to set up COBRA general
constants.

Understanding COBRA General Constants Setup

COBRA general constants supply default information to fields that are related to COBRA compliance at the
company level. You use COBRA general constants to maintain compliance information, as well as enrollment
criteria for qualified participants.

Forms Used to Set Up COBRA General Constants

Form Name Form ID Navigation Usage

COBRA Constants Revision | W08990C COBRA Setup Set up COBRA general
(GO5SBCOBI1), General constants.
Constants

On Work With COBRA
General Constants, click
Add.

Setting Up COBRA General Constants

Access the COBRA Constants Revision form.
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iseneral Constants - COBRA Constants Revision

Ok Cancel Form  Toolz

B X B =®

Constants

Covera ge Information -

Campany Qonno Peaoplesoft E1

Home Business Unit
Tax Area (Res)

Effective From

0150172001
1213172010

Effactive Thru

Grace Periods | Other Information

Records 1-4

Customize Grid

COBRA COBRA Hotice Mail Merge Days To
otice Type Description Letter Mail Hotice

COBRAELECT COBRA Election Motice |COEIF{AELECT
i COBRATERM COBRATermination Motice COBRATERM 20
i COBRALINAWL COBRA Unavailability Motice COBRALIMNAWL 14
i HIPAA, HIFAA Lettar HIFFA 14

COBRA Constants Revision form: Constants tab
To set up COBRA general constants:
1. Select the Constants tab and complete the following fields:
+ Effective From
 Effective Thru
* Mail Merge Letter
* Days to Mail Notice

2. Select the Coverage Information - 1 tab, and complete the following fields for regular employee coverage

information:
* Coverage Period
* Administrative Fee

* Admin Fee Method (administrative fee method)

3. Complete the following fields for dependent coverage information:

» Coverage Period
* Administrative Fee

* Admin Fee Method (administrative fee method)
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4. Select the Coverage Information - 2 tab and complete the following fields for disabled employee coverage

information:

» Coverage Period

* Administrative Fee

* Admin Fee Method (administrative fee method)

5. Complete the Construct COBRA Coverage field to specify how the system retrieves information to
construct COBRA coverage.

It is recommended using both benefits administration and group plan records to construct COBRA
coverage.

6. To enter constant information that is related to the grace period for payment of COBRA premiums, select
the Grace Periods tab, and then complete the following fields:

* Election Period

* Initial Payment Due

» Additional Payment Due
* Mail Notice to Convert

7. To enter COBRA contact information, select the Other Information tab and complete the following fields:
* COBRA Plan Admin. Address (COBRA Plan Administrator Address)

* COBRA Telephone Number
* COBRA Additional Information URL (COBRA Additional Information Uniform Resource Locator)

8. To automatically update the COBRA Qualified Beneficiary File table (F08910), the COBRA Subsequent
Qualified Event Info table (F089101), or both after a qualifying event occurs, select the Automatic Update
after Qualifying Event option.

Clear this option if you do not want to automatically administer COBRA for a particular group.

9. Click OK.

Constants

Select the Constants Tab.

Effective From Enter the date on which an address, item, transaction, or table record becomes

active. The meaning of this field differs, depending on the program. For
example, the effective date can represent:

» The date on which a change of address becomes effective.

» The date on which a lease becomes effective.

» The date on which a price becomes effective.

» The date on which the currency exchange rate becomes effective.

» The date on which a tax rate becomes effective.

Effective Thru Enter the date on which the item, transaction, or table becomes inactive or

through which you want transactions to appear. This field is used generically
throughout the system. It could be a lease ending date, a price or cost ending
date, a currency ending date, a tax rate ending date, or whatever is appropriate.

Mail Merge Letter Enter the name of the mail merge template that you create.

PeopleSoft Proprietary and Confidential



Chapter 4

Days To Mail Notice

(USA) Setting Up COBRA

Enter the number of days after the qualified event that the COBRA notice will
be created in the system. Notices are typically mailed on the same day that
they are created. This field is currently informational only.

Coverage Information - 1

Select the Coverage Information - 1 Tab.

Admin Fee
Method(administrative fee
method)

Coverage Period
Administrative Fee
Coverage Period

Administrative Fee

Admin Fee
Method(administrative fee
method)

Enter a code that indicates whether the administrative fee is an amount (A) or
a percentage (%). The default value is amount.

Enter a number that indicates the length, in months, of the continuation
coverage period.

Enter a number that indicates the flat amount or percentage that a company
can charge for administering COBRA benefits.

Enter a number that indicates the length, in months, of the dependent
continuation coverage period.

Enter a number that indicates the amount of the dependent coverage
administration fee.

Enter a code that indicates whether the dependent administrative fee is an
amount (A) or a percentage (%). The default value is amount.

Coverage Information - 2

Select the Coverage Information - 2 Tab.

Coverage Period

Administrative Fee

Admin Fee
Method(administrative fee
method)

Construct COBRA
Coverage

Grace Periods

Select the Grace Periods Tab.

Election Period

PeopleSoft Proprietary and Confidential

Enter a number that indicates the length, in months, of the disabled
continuation coverage period.

Enter a number that indicates the amount of the disabled employee coverage
administrative fee.

Enter a code that indicates whether the disabled coverage administrative fee is
an amount (A) or a percentage (%). The default value is amount.

Enter a code that specifies where the system retrieves information in order to
construct the COBRA coverage. Codes are:

1: Benefits administration information
2: Payroll group plans

3: Both benefits administration information and group plans

Enter a number that indicates the time frame (expressed in number of days)
during which the participant may choose to elect COBRA continuation
coverage.
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Initial Payment Due Enter the number of days that the qualified beneficiary has to make the initial
COBRA payment and remain qualified for coverage.

Additional Payment Due Enter a number that indicates the grace period, measured in days, that the
participant has to make the COBRA payments and remain qualified for
coverage.

Mail Notice to Convert Enter the number of days prior to the ending of COBRA coverage that the
COBRA administrator has to mail the Notice to Convert to all qualified
beneficiaries.

Other Information

Select the Other Information Tab.

COBRA Plan Admin. Enter a number that indicates the Address Book number of the plan
Address (COBRA plan administrator. This can be an outside administrator or someone within the
administrator address) company.

COBRA Telephone Enter the telephone number of the government agency, such as the U. S.
Number Department of Labor, that regulates COBRA.

COBRA Additional Enter the internet address of the government agency, such as the U. S.

Information URL (COBRA Department of Labor, that regulates COBRA.
additional information
uniform resource locator)

Automatic Update after A flag that specifies whether or not the system will automatically update the
Qualifying Event COBRA Qualified Beneficiary File (F08910) and the Subsequent Qualified
Event Info table (F089101) after a qualifying event has occurred.

Setting Up COBRA Qualifying Event Constants

88

This section provides an overview of COBRA qualifying event constants and discusses how to set up COBRA
Qualifying Event Constants.

Understanding COBRA Qualifying Event Constants

You set up COBRA qualifying event constants to supply default information to fields related to COBRA
compliance at the company level. You use the COBRA qualifying event constants to maintain qualifying event
constant information for employees and beneficiaries who are enrolled in COBRA.

Prerequisite

Verify that you have set up a qualifying event constant for dependent child in the Qualifying Event Constants
program (P08991). The constant that you set up must define coverage periods, and the Send COBRA letter to
Employee option should be turned off.
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Form Used to Set Up COBRA Qualifying Event Constants

Form Name Form ID Navigation Usage
Qualifying Event Constants | W08991D COBRA Setup Set up COBRA qualifying
(GO5SBCOBI), Qualifying event constants.
Event Constants
On Work With Qualifying
Event Constants, click Add.

Setting Up COBRA Qualifying Event Constants

Access the Qualifying Event Constants form.

Gualifying Event Constants - Glualifying Event Constants

oK Cancel Form  Tools

X B B
clalifving Bvent THhi Termination of Emplovmeant
Company 000on Peopiasoft £
Horme Business Linit
Tax Area (Fes)
Effective Fram 091 62004 Effective Through El
Coorag oo | GaParess
Regular Employee
Coverage Period 12 Months
Admministrative Fee & 00 Admin Fee Method o Percent
Disabled Employee
Coverage Period 12 Months
Adrministrative Fee 5.00 Admin Fee Method o, Percant
Dependent
Coverage Period 12 Months
Administrative Fee 500 Admin Fee Method o, FPercant

Qualifying Event Constants form
To set up COBRA qualifying event constants:
1. Complete the Qualifying Event field:

2. Select the Coverage Information tab, and complete the following fields for regular employees:
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* Regular Coverage Period
* Regular Administrative Fee
* Regular Admin. Fee Method
3. Complete the following fields for disabled employees:
*» Disabled Coverage Period
* Disabled Administration Fee
* Disabled Admin. Fee Method
4. Complete the following fields for dependent coverage information:
» Coverage Period
* Dependent Administrative Fee
* Dependent Admin Fee Method(dependent administrative fee method)
5. Select the Grace Periods tab, and complete the following fields:
* Election Period
* Initial Payment

You use this information to automatically calculate the due dates for the COBRA election period and
initial payment.

6. To send the COBRA letter to the employee after a qualifying event has occurred, select the Send COBRA
Letter To Employee option.

Clear this option for some qualifying events. For example, in the event of the employee’s death, you would
not want to mail the COBRA letter to the employee. In the event of divorce, you would want to mail the
COBRA letter to the employee’s spouse, rather than to the employee. You also clear the Send COBRA
Letter To Employee option for the Dependent Coming of Age and Medicare events.

7. Click OK.
Repeat steps 2 through 6 for all Qualifying Event codes.

Regular Coverage Period Enter a number that indicates the length, in months, of the continuation
coverage period for regular participants.

Disabled Coverage Period  Enter a number that indicates the length, in months, of the continuation
coverage period for disabled participants.

Coverage Period Enter a number that indicates the length, in months, of the dependent
continuation coverage period.

Send COBRA Letter To Use this flag to indicate whether a COBRA or HIPAA letter should be
Employee sent to an employee. Values are:

1: Send Letter
0: Do Not Send Letter
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Setting Up COBRA Qualifying Event Rules

This section provides an overview of COBRA qualifying event rules and discusses how to set up COBRA
qualifying event rules.

Understanding COBRA Qualifying Event Rules

After you have set up constants, you set up COBRA qualifying event rules to link changes within an
employee’s personal data to COBRA qualifying events. The system reads the qualifying event rules to
determine whether any changes in the employee record constitute a COBRA qualifying event. You need to set
up qualifying event rules when you use automated COBRA administration. The notifications for the following
COBRA qualifying events can be automated by setting up qualifying event rules:

* Death

* Divorce or legal separation
* Termination of employment
» Work hour reduction

When you make changes to related fields in the Employee Master Information table (F060116) and you have
set up qualifying event rules, the system updates the following tables:

* F08910 - COBRA Qualified Beneficiary File.
* F08920 - COBRA Coverage.
» F089101 - COBRA Subsequent Qualified Event Info.

To track employee eligibility for Medicare, set up an Employee Master category code to identify Medicare
employees. Then set up an event rule for that category code that triggers a qualified event if the employee
begins receiving Medicare. When setting up the event constant for Medicare, clear the Send COBRA Letter To
Employee option.

Form Used to Set Up COBRA Qualifying Event Rules

Form Name Form ID Navigation Usage
COBRA Qualifying Event | W08992C COBRA Setup Set up COBRA qualifying
Rules Revisions (GO5SBCOBI), Qualifying event rules.

Event Rules

On Work With COBRA
Qualifying Event Rules,
click Add.

Setting Up COBRA Qualifying Event Rules

Access the COBRA Qualifying Event Rules Revisions form.
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Gualifying Event Rules - COBRA Qualifying Event Rules Revisions

O Delete Cancel Form Tools

B 0T X B =B

Qualifying Event T Termination of Emplovinent
Type Of Information E Emplavee Master information

Caompany nonon PeopleSoft EY
Business Unit
Tax Area (Res)

Effective Fram 01012002 Effective Thru 1213102010

Records 1-5

Customize Grid

Line And Based On Data kem Evaluation Operator
Humber |/Or Data kemn Description Operator Description Value

1.00 AMD ChangeReason Mot Equal To
I_ 200 AMD  PAST EmploveePayStatus = Equal To T
- 300 OR PAST EmploveePayStatus Equal To 9
r | 400 [oR  [PAST EmployeePayStatus ]7 Equal To L
r

COBRA Qualifying Event Rules Revisions form
To set up COBRA qualifying event rules:

1. Complete the following required fields:
* Qualifying Event
* Type Of Information
* Company
+ Effective From
2. Complete the following fields, as desired:
* Business Unit
» Tax Area (Res.) (Tax Area [Residential])
* Effective Thru

3. To add or edit the qualifying event rule associated with a qualifying event, complete the following fields, as

necessary, and then click OK:
* Line Number

* And /Or

* Based On Data Item

* Evaluation Operator

* Value

4. Repeat steps 1 through 3 for each qualifying event code.
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Note. For each qualifying event code except divorce, complete the Type Of Information field with an

E. The E specifies information that is used to create a rule that tests data item columns in the Employee
Master Information table (F060116). For divorce, complete the Type Of Information field with an O. The
O specifies information that is used to create a rule that tests data item columns in the Employee Master
Additional Information File table (F060120). Specifically, in the event of divorce, the type of information
needed is marital status, which is stored in the Employee Master Additional Information File table.

UDC 06/MS does not have a value for divorce. You can set up a new UDC value for divorce in this table,
or you can attach a new UDC table for marital status (data item MSA).

Type Of Information Enter a code that specifies the table and the data item columns that will be
used to create the rule. Values are:

None:

Employee: This code creates a rule based on data item columns in the
Employee Master Information table (F060116)

Other: This code creates a rule based on data item columns in the
Employee Master Additional Information File (F060120)

Line Number Enter a line number to move rapidly through a long list of journal entries.
The system shifts the information on that line to the top of the display.

And/Or Enter a code to designate whether the test parameters or criteria are based
on an AND condition or an OR condition.

Based On Data Item Enter a code that specifies the data item on which the rule is based.

Evaluation Operator Enter a boolean logic operator defines the conditional statement. Select a

commonly used operator such as =, equal to, when defining conditions.

Value Enter a number that the Based On item is compared against.

Setting Up COBRA Plan Premium Amounts

This section provides an overview of COBRA plan premium amount calculations and discusses how to
set up COBRA plan premium amounts for unions.

Understanding COBRA Plan Premium Amounts

Before you can enroll employees in COBRA, you must set up the benefit plans that the company offers and
assign the DBAs that integrate the benefit plan with Payroll. You can set up COBRA plan premium amounts
for benefit plans without options, benefit plans with options, or unions.

Calculating COBRA Plan Premium Amounts for Benefit Plans without Options

Set up COBRA plan premium amounts in the Plan Master program (P08320). The system uses the premium
amounts that you set up on the Calc./Eligibility tab of form WO08320A to calculate the COBRA plan premium
that appears in the Coverage Review program (P08922) and the COBRA Coverage Selection program
(P08921). COBRA plan premiums for benefit plans without options are calculated in one of the following
three ways:
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L.

If a DBA appears in the EE Payroll Deduction field, place the cursor in this field and select Plan Rates
from the Form menu.

On the Plan Master Rates Window form, complete the Type field with a C (indicating COBRA), and then
complete the Amount and Date fields in the detail area.

Important! The amount field represents the COBRA rate for the selected plan multiplied by the pay
frequency for the selected individual. It also includes the administration fee.

When creating COBRA coverage records, if the system finds a COBRA plan premium amount for the
EE Payroll Deduction field, it includes that amount, and only that amount, in the calculation. If other
COBRA amounts are set up for the remaining DBA fields on the Plan Master form (W08320A), the
system omits these amounts.

If the system does not find a COBRA amount for the EE Payroll Deduction field as described previously,
the system searches for COBRA amounts on the other DBAs.

You can also set up COBRA amounts for the ER Paid Benefit, EE Flex Cost, and ER Flex Credits fields.
Set up COBRA amounts for these fields in the same manner that you set up a COBRA amount for the
EE Payroll Deduction field.

Note. The COBRA amounts for the ER Paid Benefit, EE Flex Cost, and EE Flex Credits fieclds are
summed up. If no COBRA amount has been set up for a particular field, the system does not use that
field in the calculation.

If no valid COBRA amounts exist for the EE Payroll Deduction, ER Paid Benefit, EE Flex Cost, and ER
Flex Credits fields, the system sums up the regular benefit DBA calculations.

Calculating COBRA Plan Premium Amounts for Benefit Plans with Options

The calculations for benefit plans with options are similar to the calculations for benefit plans without options.
However, a plan with options also uses the option rule fields in the Plan Master Options program (P083202).
COBRA plan premiums for benefit plans with options are calculated in one of the following three ways:

L.

If a DBA appears in the EE Payroll Deduction field on the Plan Master form (W083203A), or a DBA
appears in the Payroll Ded DBA field on the Plan Master Options form (W083202A), you can place the
cursor in the field and select Plan Rates from the Row menu.

On the Plan Master Rates Window form, complete the Type field with a C (indicating COBRA), and
then complete the Amount and Date fields in the detail area. The system calculates the COBRA plan
premium amount based on the value in the Payroll Ded - Option Rule field and whether the user set
up a COBRA amount.

For example, if the option rule is 1, the system searches for a COBRA amount that is set up for the plan in
the EE Payroll Deduction field. If the option rule is 3, the system searches for a COBRA amount that is set
up for the option in the Payroll Ded DBA field. If the option rule is 2, the systems looks for a COBRA

amount for either field. If a COBRA amount is found, the system sums up the amounts for the DBA fields.

Note. If the option rule is 2, and a COBRA amount is set up for only one of the DBAs, the system adds that
COBRA amount to the regular benefit DBA calculations of the other DBA.

If the system does not find a COBRA amount for the EE Payroll Deduction field or the Payroll Ded DBA
field as described previously, the system searches for COBRA amounts on the other DBAs.
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Note. Option rules are important for calculating the COBRA amount. Based on the option rules and the
corresponding DBA fields, valid COBRA amounts are summed. If no COBRA amount is found for a
particular field and a particular option rule, the system does not use the field in the calculation.

3. Ifno COBRA amounts are found for any of the DBA fields, the system sums the regular benefit DBA
calculation for each set of DBAs.

Example: COBRA Premium Calculation
COBRA premium calculations use the formula: COBRA amount x pay frequency + 12 + administrative fee

For example, when an employee is paid weekly and has a COBRA amount of 60.00 USD and a 2 percent
administrative fee, calculate the monthly premium as follows:

60.00 USD (United States Dollar) x 52 weeks = 3120.00 USD
3120 USD + 12 = 260.00 USD (monthly amount)

260.00 USD x .02 = 5.20 USD (administration fee)

260.00 USD + 5.20 = 265.20 USD (COBRA premium due)

The premium amount that appears on the COBRA Coverage Revisions form (W08922C) and the elected total
amount that appears on the COBRA Coverage Selection form (W08921C) are both monthly premium amounts.
The Amount or Rate field on the Plan Master Rates Window form (W083203A) displays a pay period amount.

Prerequisite
Set up benefit plans and assign the DBAs that integrate the benefit plans with Payroll.

See Chapter 2. “Setting Up Benefits Administration,” Setting Up Benefit Plans, page 20.

Form Used to Set Up COBRA Plan Premium Amounts for Unions

Form Name Form ID Navigation Usage
COBRA Union DBA W08996B Pay/Deductions/Benefits Set up COBRA plan
Override Rates Setup (GO5BD4), Group premium amounts for

Plan DBA Setup unions.
On Work With Group Plan

DBA Setup, click Find.

Select the desired record and
then select COBRA Override
Rate from the Row menu.

On COBRA Union DBA
Override Rates, complete the
Amount or Rate field and
click OK.

Setting Up COBRA Plan Premium Amounts for Unions

Access the COBRA Union DBA Override Rates form.
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(USA) Setting Up Nondiscrimination Testing

Before you can use the nondiscrimination testing features of the Human Resources system, you need to
define the critical information that the system uses for processing. You set up this information to meet the
particular needs of the organization.

This chapter discusses how to:

» Work with user-defined codes (UDCs) for nondiscrimination testing.

* Create a plan control group.

Working with User-Defined Codes for
Nondiscrimination Testing

This section provides an overview of user-defined codes for nondiscrimination testing.

Understanding User-Defined Codes for
Nondiscrimination Testing

The user-defined codes defined in these sections are specific to the nondiscrimination testing features
of Benefits.

Test Name Codes for Nondiscrimination Testing (08/TN)

Use test name codes (UDC table 08/TN) to name the various nondiscrimination tests. A test name can refer to
a key employee test or a prior year testing method test.

Compensation and Contribution PDBA Tables (08/TU)

Use UDC table 08/TU to set up names for pay type, deduction, benefit, and accrual (PDBA) tables that relate to
compensation and contributions. The table names enable you to define ranges of PDBAs that govern employee
compensation and both employee and employer contributions. You use these tables and the associated PDBAs
to determine employee compensation, ranking, and average contribution percentage, as well as to determine
the employer contribution, ranking, and average deferral percentage.

Test Category Codes for Nondiscrimination Testing (08/EC)

Use test category codes for nondiscrimination testing (UDC table 08/EC) to review category codes from the
Employee Master Information table (F060116) that relate to nondiscrimination testing. You can change the
descriptions associated with the codes, but not the codes themselves.
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Creating a Plan Control Group

This section provides an overview of plan control groups and discusses how to create a plan control group.

Understanding Plan Control Groups

You create a plan control group to track the nondiscrimination tests that are performed as a group. You create
plan control groups for each calendar year that you track.

Form Used to Create a Plan Control Group

Nondiscrimination Reporting

On the Non-Discrimination

Testing Process form, select
Create a Plan Control Group
from the Nondiscrimination
Test Initial Setup section.

On the Work with Plan
Group form, complete the
Plan ID and Description
fields and click OK.

Form Name Form ID Navigation Usage
Work with Plan Group W083601B Government Create a plan control group.
Reporting (GO5SBQG),

Creating a Plan Control Group

Access the Work with Plan Group form.

Neondiscrimination Reporting - Work with Plan Group
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Delete Cancel
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Current Plan Year
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I

Work with Plan Group form

Plan ID

Enter an alphanumeric ID that identifies the plan control grouping, which can

include one or more nondiscrimination tests for a particular test year.
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CHAPTER 6

Understanding Benefits Administration

This chapter discusses:
* Benefits administration
» System integration for Benefits

» Benefits terms and concepts

Benefits Administration

You use the Benefits Administration feature of Human Resources to implement and support benefit packages
for the employees in an organization. With the Benefits Administration feature, you can enroll employees

in the benefit plans that the organization offers. You can end enrollment whenever employment ends or the
organization changes benefit plans. You can also add new benefit plans, change the cost of current plans,
and remove old plans from the system.

After a company has determined which standard, government-mandated, and supplemental benefits it will
incorporate into its benefit package, benefit professionals must administer the plans. This task can be
time-consuming and require a lot of paperwork. It generally involves close interaction with health insurance
companies, unemployment insurance offices, and pension plan administrators. Therefore, many companies
hire a third-party administrator (TPA) to assist them in administering the plans, maintaining plan compliance,
and submitting regulatory reports to the appropriate administrators.

In addition to maintaining the benefit plans, benefit administrators must enroll employees in these plans. Many
factors affect how employee enrollment is administered, such as eligibility requirements and enrollment
periods. Most benefit plans have eligibility criteria—such as age, length of service, and employment
status—that employees must meet before they are permitted to participate. For example, a pension plan
might stipulate that for an employee to participate in the plan, the employee must be at least 21 years old,
work a minimum of 20 hours per week, and have been employed by the company for at least one year.
Sometimes the company decides these eligibility requirements and sometimes the company works with

the plan administrator to decide the requirements.

Some benefit plans contain open enrollment or re-enrollment periods. Open enrollment refers to a time during
which employees can change their benefit coverage or begin enrollment in a plan in which they were not
previously enrolled. If an employee makes such changes outside the open enrollment period, waiting periods
might be required before the changes take effect, or employees might be prohibited entirely from making
changes outside the open enrollment period. Re-enrollment occurs when a plan is based on a specific time
period, typically one year. Employees must 