JAS 200:

HR Admin (Administrator) Training

Enrollment, Dependents, & Admin Tasks




Technology Check

Can you see the Can you hear
screen? the speaker?
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Ground Rules

Mute yourself throughout training

Ask questions via MS Teams chat
feature
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Why are we moving to
My Insurance Benefits?

Empowers members

Enhances customer experience

Streamlines benefits services
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DOA Learner Journey

: 200: :
— Enrollment, 201 202:

Dependents,

Member Life Events & " 203: 204: 205:
Billing &
Career

Experience :
Video SR Transitions PEITIEL
Tasks

Life Reporting for Cutover
Insurance Employers Training

You are here

Insurance 5



Member Experience Video

IAS 100: My Insurance
Benefits Member
Experience

~

/

My Insurance Benefits
Start

Reminder: Members can
and should enroll in their
own benefits

~

/

Insurance



Learning Objectives

Define Of3 e by : Describe process MERTIEEILS M1
Insurance Benefits

expectations flow for new hires Insurance Benefits
& systems as HR Admin

Support Manage
enrollment documents &

activities Verify dependents

Enroll new

Add dependents
employees

Support for HR
Administrators

Insurance



My Insurance Benefits HR Admin Guide
(ET-1110)

My Insurance Benefits
HR Administrator Guide

ET-1110 (REV 3/15/2025)

My Insurance Benefits (Benefitplace™)

C?etf

Insurance

Robust explanation

of system

Chapters on
multiple topics

Website Resource

dge
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https://etf.wi.gov/employers/insurance-programs/insurance-administration-system-ias
https://etf.wi.gov/employers/insurance-programs/insurance-administration-system-ias

Define expectations

* Training expectations
* HR Admins expectations

 Member expectations

Insurance




Training Expectations

Q

—

X I
ot

Pra Ctical Learners log
Exercise into system

Insurance

EXplore Screenshots
COntent from system

Ask and answer
guestions

System
demonstrations

Clarify
information

Complete tasks
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HR Admin Expectations

HR Admin (Administrator) Definition:

e Anyone who uses system for activities and processes outside it
e Examples: ETF Staff, HR Generalists, Payroll Analysts, Benefits Specialists, etc.
e System refers to all administrators as “Benefits Administrator”

Familiarity with My Insurance Benefits
Front line for member assistance

Log into My Insurance Benefits daily

Timely approval of coverage changes

Ensure data accuracy (e.g. dates match documents)

Insurance 11



Member Expectations

9,
A

Insurance

Make timely benefit elections

Support life events

e Upload acceptable documents

NOTE (for awareness only): Retirees

e Only retirees with insurance benefits in My Insurance Benefits

e Future retirees will have reduced functionality
- Transition from DOA version to retiree version

NOTE: HR Admins who are also members may have two log-ins

e (15Y) HR Admin log-in
e (2"9) Member log-in

12



Log Into My Insurance
Benefits Systems

Insurance



My Benefits Portals Explained

My Benefits Portals =
landing pages for software
applications (apps)

HR Admin portal for HR Member portal for member
Admin apps apps

Apps are programs How ETF staff and Mobile device-
designed for specific employers will do our friendly viewing
function jobs

Access, view, and
change their benefits

Smartphone . :
oc: Administer members
examples: benefits More apps planned

Banking, Music, etc. for future

NOTE: You will get locked out of portal after four unsuccessful log-in attempts
and will need to contact support for help (shown later).

Insurance



Meet Joe Sm

Employver HR Admi

Member Education Employers

Online Tools and Systems

Department and Employer
News

Wisconsin Retirement System

ith!

& Online Tools el Forms and
Brochures

Emgloyer Trinng

2 ([T 25723

Wy Benefrs for Emplayers.
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Canmer Benefts Fos State Empleyees Prgs
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Insurance

Member

About ETF Contact Us My Benefits

Search Q

Related Resources
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Stat oty
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Q Forgot Your Password?
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" s tosi selec the Unlack
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a Locked Account?
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Joe the HR Admin

is. Stat. § 40.07 (1)

Wisconsin Department
of Employee Tt Funs
Online Access
C v et Security Agreement Faxaonsengeor
W pibposy

Both pages of this form must be completed, and an agent signature is required. Please email the completed,
signed form to i ji.gov. Do not mail. If you cannot email, please fax to:
608-266-5801.

Please note the following:
+ AWRS Case Manager will contact new users directly with their username and temporary password.
Existing users requiring a change in access, contact information, or a name change will be notified by email once

the request is complete.

Updating an existing user’s last name will resultin a new username. The existing password and security questions

will not change.
New users are automatically subscribed to ETF E-mail Updates, an ETF email sevice providing employers with -
important ETF benefts administration information. It is the user ibility to read, forward to others in your

agency as necessary, and take the necessary action related to information in each ETF E-mail Update. Add
etfwi@pubiic govdelivery.com to your email address book o prevent news from ETF from ending up in a SPAM folder.
If a user account s not used over a six-month period, the account will be disabled and deleted. An Online Access
Security Agreement will need 1o be resubmitted if the impacted user needs to regain access,

IAM Username

NEW to log in:
“@wisconsin.gov”

MFA required

Insurance 16



Joe the Member

Create MyWisconsin ID

Personal email address
with top-level domain
(.com, .org, etc.)

= a personal email address
(ex. joesmith@gmail.com)

Contact DET help desk
for assistance

Multi-factor
authentication (MFA)
required

Insurance

State of Wisconsin

Division of Enterprise Technology

17


mailto:joesmith@gmail.com
https://etf.wi.gov/employers/insurance-programs/insurance-administration-system-local-employers/employer-multi-factor-authentication-guide

Joe’s My Benefits for Employer Portal

My Benefits for Employers

Buttons to access

different systems

e Only systems he can
access will appear

My Insurance

Benefits

Insurance

18



Joe’s My Benefits for Members Portal

My Benefits for Members
Member applications

My Insurance Benefits

Frgm W A

Se'ect Erpoyer

My Insurance Benefits =)

My Annual Statement of Benefits

The Annual Statement of Benefits is o summary of your most recent Wisconsin Retirement System account. Currently, only your most recent statement is available. See Statement of Benefits page to learn when new statements are

available, how to read your statement, and more.

Annual Statement of
Benefits

ETF Web Forms

If you're eligible for disability retirement benefits. use ETF Web Forms to complete the Disability Retirement Request form. Visit ETF's Disability Benefits page for more information.

Disability Retirement Application

Web Forms

Insurance 19



My Benefits Portal Resources and

Troubleshooting
HR Admin
= e ETF Website support pages (1AM,
l access form, MFA)

e Employer Insurance Unit (EIU)

S
)

Member

e DET & ETF websites (walkthroughs,
videos, FAQs)

e DET help desk: 608-471-6667

NOTE: HR Admin and Member

A access ends upon termination
e DOA: Can term in PeopleSoft up to 7

days in advance

Insurance




Describe Process
Flow

e New hires

Insurance



New Hire Process Flow

Employer ETF facilitates
Employer Employee uses . : :
verifies using process in My
creates My Insurance
employee Renefits My Insurance Insurance
Benefits Benefits
e Use internal HR * \alidates e Review elections and e Assist employers
software demographic info documents e Conduct audits
e Member waits 48 e Add/remove e Approve or deny e Coordinate with
hours dependents tasks system administrator
e ETF creates Member e Upload documents
1D e Enroll in benefits

NOTE: There are multiple ways to do things

Insurance 22



Touchpoint -
Questions?

* Expectations
* Loggingin

 Process flow

Insurance




Navigate My
Insurance Benefits

e HR Admin home page
* Member categories

e Gotchas and good-to-knows

Insurance



Note About Screen Shots

Some screenshots Screenshots taken
might look slightly from standard
different than future computer, not
state smartphone or tablet

Screenshots taken at
different times

logging into system

Insurance 25



My Insurance Benefits & Daily Activities

Must log
Into
system
daily

Resolve Time-
tasks sensitive

nnnnnnnn
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My Insurance Benefits - Home page

Welcome to the Benefit Administrator Role!

Welcome

(0001131) To help you get oriented, we created a short tuforial for you. You can fake it now, fake i
later, or skip it alfogether.

Q) Search by Mame or SN [ Not right now H Don'tshow me this again ' = We | CO m e p O p_ u p

To-do list

Benefit Participation

Member search bar

To-do list

= 5 S8 ° Benefit participation chart

Haalth aaltn Fan s =5 Wast o Haalth

-----

Hisalth

Export

Insurance 27



Home = main landing page

e Review to-do list
e Access enrollment info and other tools and menus

Employees = access member records

w

Employees e Member search bar

e Filters to narrow search

IIII
Data &
Reporting

Data = reports you can run

e Members, benefits, payroll, and more
e Transaction history

Insurance 28



Member search bar

Tool used to:

e Open member records

e Complete tasks associated with that member Q. Search by Name o S5 v | e

Filter members by: | Search By...

B Name or 55N
 Default: Last name (no accent marks) or SSN ey | Prse sees O empiyerto

° ETF Member |D Please select a category from the above dropdown. - ETF Member 10

L4 Click ”Remember this Selection” DF{ememberthisselec'.lion

Benefit Particig

Advanced search by:

e Member status (active, retired, etc.)
e Benefits status
e To-do list

Insurance 29



To-do List

Benefitplace Personal dashboard for outstanding tasks:

e Changes require approval
e Documentation is submitted
e Information is missing

To-do list

View by: All Tasks W

Personal

“View by” to filter tasks by type

e ==s MNeead to be Approved hd JOb ald avallable

Numbers indicate members with that task type

Many types of tasks = See supporting resources

NOTE: Each employer sets own workflow

=0 0 De Approved

Current Benefits

“iew by offer >

Employees Mesad to be Approved

1

Employee with Election Approvals (Health Statement Required)

Task list can vary by role and available benefits

Insurance



Select Employer Sub-Unit (if applicable)

Select “View by”

under To-Do List

Select “Employer
Unit”

Select sub-unit

Insurance

Benefitplace

State of
Wisconsin

Welcome back, Jake
Spielbauer!

CE‘IT ; Jason Spielbauer v

View all employees

‘ Q Search by Name or SS§N

To-do list

Viewby:[ Employer Unit V] [ Please Select

Please select a category from the above dropdown.

Benefit Participation

[ 01/01/2025 - 12/31/2025 "]

[ Medical "]

17 5L

Please Select
Administration
Ag, Trade & Consumer Protctn
Assembly

Bd for People with Dev Disab
Bd of Commiss of Public Lands

Bd on Aging & Long Term Care
Child Abuse & Neglect Prev Bd

Children and Families

Circuit Courts
Commissioner of Insurance
Corrections
Court of Appeals
District Attorneys
Educational Communications Bd
Elections Commission
Employee Trust Funds
Employment Relations Comm
Ethics Commission

Financial Institutions

Please Select

31



Benefit participation chart

Benefit Participation

010112023 - 12/31/2023 W

Chart summarizes enrollment
by plan year and health plan

Meadical w

2,069 1,729 1.563

Click any bar to:

I N
CH Cuartz Dwaan A Cwan Mait_..
of  UW- = Haealth = Haalth Haalth
. . e 1 &< X B Haad. PR I¥C  Sguth Flan lan:
e Create report listing enrollees in that con -
;;;;;;;;;; Wisc... Dad... Wast Diad... Haalth
I Health and = Haealh
I

plan

e Run Benefit Detail Report to get
enrollment details across all plans

HHHHHH

Insurance 32



Member role

/.\ g‘:'et_f Profile Benefits
See the system exactly as members view it
Welcome back, 7

ACTIVE BENEFITS

Search for a specific member, then “View in
member role” under Manage Employee

Member role opens in a new tab/window

Your benefits Viewing Current
—_—
® . .
o o =] v HR Admin can make changes in Member Role
Medical Medicare... Pharmac y Wellness... Administrative...
Dean Health Medicare Navitus Wellness Administrative
Plan: IYC Healt... Pharmacy Par... Pharmacy Program Fee

Just you 0 dependents Just you Just you

NOTE: Making changes in Member Role

requires log-out when finished

Insurance 33



Member Categories

Key bits of information GotegoricsiBe
a b O u t m e m b e rS a n d Calendar Set /12 Current Age for Basic Life / 70+ Dental Payment Source / NA Dual Employment / N Employee Type / 07
t h e i r b e n efi tS Employer Medical Surcharge / NA Employer Sub-Unit / 0000001-00001-00 Employer Unit / ETF Retirees and Inactives

Employer Unit Program Option / PO1 Employment Status / RT Health Insurance at Retirement /Y Health Payment Source / DP
ICl Contrib Wait Period Met / N ICI Premium Category / NA ICl Premium Waiver /N Legacy Life /N Life Payment Source / NA
Va | u e S refl e Ct a n d d r i Ve Life Premium Waiver /N Medical Contrib Wait Period / NA Medical Premium Centribution / NA Medicare Some Rate Override / N
b f- . . o] Opt Out Incentive Eligible / NA Out of State Employee / N Previous Employer / 0001131-00013 Primary Employer /Y
ts eligibility and
e n e I S e I I I I a n Protective Status / N Rehire /N Tax Status / Post Under 70 When Hired / Y Unique Plan Eligibility /1

UW Premium Waiver /N UWHC Premium Waiver / N Vision Payment Source / NA WRS Eligible /N

payment

Useful in searching,

filteri ng, reporting, a nd NOTE: Categories displayed vary according to user
more permissions and applicable benefits

Insurance 34



Gotchas and good-to-knows

Times out
after
15 minutes
of

Inactivity
(security
req.)

Insurance

QY

DON'T
click

browser
back

button

Double-
click with

care

Filters set When
up may go searching,
away when enter first
logging off few

characters
to see list
of
matching
records

Type or
click
“Today”
for

inputting
today’s
date

in member

search to
display all
members

35



Touchpoint -
Questions?

* Navigate My Insurance Benefits

Insurance



Support Enroliment
Activities

* Importance of timeliness
* Daterules
* New hire date rules

* Updates on Supplemental
Benefits

* Updates on ICI Benefit

Insurance




Importance of Timeliness

&V

All events have deadlines for Untimeliness has negative
actions downstream impact

e Enrollment deadlines e Denial of coverage

e Date rules for life events e Impact invoicing
e Documentation deadlines e | ate fees

TAKEAWAY: Timeliness should be the norm!

Insurance

38



ETF Date Rules

)

Ig:"\

New hires Open enrollment Life Events
(training closer to date) (1AS 201)

NOTE: Most date rules are NOT changing

Insurance 39



Date Rules & Definitions

Date Rules:

e Rules for when coverage can be changed.
e Examples: Coverage added, terminated, effective date, etc.

New Hire:

e Employee new to employer (not rehire or transfer)
e Could also refer to someone newly eligible for benefits

Initial Enrollment:

e Period for new hire to enroll in health insurance

e Two options:
(1) ASAP: 15t/mo. on or after date of hire
(2) After employer premium contributions

* NOTE: New hires can make changes to their elections within 30 days of hire

Insurance 40



New Hire Date Rules for Health

Initial enrollment
(ASAP—may be prior to
employer contribution)

!

Employee must enroll within
30 days of hire date

L g

Coverage effective 15t /mo. on
or after hire date

Insurance

ASAP Example 1:

!

New employee hired
April 7

L 4

Employee enrolls
May 5

L g

Coverage effective May 1

Employer contribution

Initial enrollment

(Employer contribution) Example 2:
Enroll within 30 days of hire New employee hired
(even if waiting) April 7
. v
Effective when eligible for Employer contribution begins
employer contributions 15t/mo. 60 days after hire
v

Employee enrolls May 5
L 4

Coverage effective July 1

41



Updates for Supplemental Benefits

Once cutover starts, enrollment shifts from vendors to ETF

ETF has enrollment forms, if needed

e Different than vendor forms

Retiring employees automatically enroll, no forms needed

e Can use forms to opt out if needed

Insurance 47



Updates for Income Continuation
Insurance (ICl)

Initial enrollment offered to new hires

NOT offered with life events
Need participating employer

Enrollment opportunities: State

e |nitial enrollment
e Deferred Coverage
e Evidence of Insurability (EOI)

Employer triggers ICl enrollment event by creating new hire

Insurance

None of
this is new

43



Manage

Documents & Verify
Dependents

e Access documents

* Upload documents

Reference: My Insurance Benefits HR
Administration Guide Chapters 7 & 8

Insurance




Document Reminders

Insurance

Documents become part of
member’s permanent record
stored in OnBase

o

\1—/

Members should upload their
own documents

Q

HR Admin should thoroughly
review documents to ensure
quality and accuracy

\1—/

Detail examples:
Names, Dates, SSNs, Cut-off
date eligibility, etc.

T
AN S SN

Documents used for multiple
tasks (e.g. enrollment, health

plan change, etc.)

\1—/
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Access Documents

Benefitplace Clf & poonspicbouer -

Open member
record

Q search by Name or SSN v | d ]

in System-0001131

=) Overview
= has 1 pending task
@ Benefit details
£\ Sections To Be Completed
Missing Depend ification - D ion Pending for Baby Jane Doe.

(® Employee history

C I I C k O n EMPLOYEE REPORTS Benefits Snapshot
Employee Detail Report

E::::yee Benefit Summary Medical # Edit $115.62

( ( , , Dean Health Plan: IYC Health Plan 2024 | Family | Pending Approval | Effective as of 12/09/2024 Semi-Monthly
D O C u I I l e I tS ‘/ Pharmacy s e $20.89
Navitus Pharmacy 2024 | Family | Pending Approval | Effective as of 12/09/2024 Semi-Monthly

E Wellness Program et $0.70
l I O I I Wellness Program 2024 | Individual | Effective as of 01/01/2022 Semi-Monthly

Insurance 46



Document Center

Insurance

Document Center will
load

Can view and access

existing documents

Click “Add Document”
button to upload

47



Upload Document

Adding New Document

Adding New Document tool e

Choose File Mo File Chosen

L
W I | | | O a d Hover over the (¥) above to view accepted file types.

Document name *

Associate Document With *

Upload document and fill in

required fields

Category *

[(J Hide from Employee

Date
12/18/2024

Description

Click “Save” button when

Notes (adhoc information; this will only be displayed

complete

Insurance
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Document Upload Success

Document Center
Please submit the requested documents.
Documents

+ Add D t
There are 2 documents. —

Search by:

@® employee name O Document name

2, Begin typing search

Filter by type | All v | Filter by status | All Documents -
Sort By: ‘ Document Name ~ | File Type | Date Created ‘ Date Uploaded ‘ Employee
BillyBob Birth Cert i}
Word  Subscriber Name: B

) Billy Bob Birth Cert Updated

Subscriber Name:

GE BE

word

# Edit | @ Preview | X Delete

per page

per page

12/17/2024
12/17/2024

Birth Certificate

12/18/2024
12/18/2024

Birth Certificate

10

Document Center

will reload

New document

Insurance

will appear
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Errors Uploading Documents

Error noticed before
approval

Error noticed after approval

e Document part of member’s
permanent record

e Contact ETF
e Do NOT try to fix this yourself

e Delete and upload correct
document

Insurance 50



Why Dependent Verification?

Streamlines enrollment process

e Eliminates inconsistent verification requirements
e Encourages timeliness for members supplying documents
e Errors slowed enrollment process

Prevents fraud and controls costs

e Ensures dependent eligibility
e Reduces costs from fraudulent claims

NOTE: for new dependents going forward

More information on ETF website

Insurance
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Dependents & Social Security Numbers

Dependents need Social Security Numbers (SSNs)
or ITINs

Newborns must

be added within

1 year = Others
ASAP

Dependents can be added without

Q Vendors need SSNs
r'T-@ SSNs helpful for searching

Insurance 52




Dependent Verification To-Do Task

Benefitplace

1 Employee Needs to be Approved

4 Employees with UPID Discrepancies
Work

20 Employees Need to be Approved

Current Benefits

View by offer >

2 Employees and/or Dependents with Invalid Data

Benefits not started

Enrollment period | 01/01/2024 - 12/31/2024 ~

Benefit offer | 15 selected +

‘I Employees with 6 or more days left to enroll

Dependent Information

1 Employee with Documents Pending Approval

Very common task

Important to verify dependent before completing QLE tasks

Members create dependents in system

e Member creates when they first add to coverage

* HR Admins can create, but members should (more secure
and faster)

HR Admins verify dependents

Click on “Employee with Documents Pending Approval”

Insurance
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Employees with Dependent Verification

New task screen loads

Members displayed based on
filter

Color-coded key for member
status (e.g. active, retired, etc.)

Click on member name to load
their record

Insurance 54



Open Member Record to Complete Task

Benefitplace Chy & eadminsireacs - Member record will
Company: SWI [Q Search by Name or SSN v | Go ] | O a d

< Back to employees
Training Sponsor -

State

Ana Perez2 s
Notification for

525-01-1102 ana.perez@gmail.com

overview == Ana has 2 pending tasks p en d | N g ta S kS

W Benefit details

2 Dependents A\ sections To Be Completed

& Documents

Missing Dependent Verification -
Documentation Pending for Max Perez2.

N Click “Start” button

Interactions

55
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Dependent Verification Document Center

. Benefitplace' C:‘etf & HR Adminstate002 v
Document Center will
| d ?r:rilr‘ﬁ:;‘;pso\:;or— [ Q, Search by Name or SSN v ‘ Go
State
Od i
Employees Ana Perez2 (ANAP1102)

525-01-1102  ana.perez@gmail.com
Explanation Of Status = Overvew Document Center

W Benefit details

(" . )) :
d O C u m e nt re q u I re d _ adding a document through the "Add Document" option, it can then

& Documents be associated with a "Document Required" request and can be

viewed by selecting the filter for "All Decuments".

For requests with a status of "Document Required", upload a

document to associate it. The Document will then show as "Pending

Approval” until it is approved or denied by an administrator. When

Interactions

Documents
@ Employee history

Document “Pending

There are | requests

B, 1 Pending Approval,

0 Approved, 0 Denié
1 All Documents

| , , Report

A p p rova e

Insurance
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Dependent Verification Document Review

Insure

Filter by type All v Filter by status
All Requests v Sent on APT | All™
Sort By: |

Document Name =« Date Created

Sent on API

" Max Perez2 Birth Cert
PDF

here.

Approve | Deny | Disable | # Edit

per page | 10 -

Dependent Mame: Max Perez2
For more information about

Date Uploaded | Employee

04/17/2025
04/17/2025

& GE GE

Perez2, Ana

required documentation, click

Birth
Certific

+ Download
Send on API

Scroll down to find uploaded
document

Preview document to review

e Legibility, parent & child names, etc.

Click approve to verify dependent

NOTE: Deny does not notify
member... HR Admin should notify

57



Touchpoint -
Questions?

e Accessing documents
* Uploading documents

* Dependent verification

Insurance




HR Admin Enroll New
Employee & Add
Dependents

Reference: My Insurance Benefits HR
Administration Guide
Ch.10: Enrolling a Member in Benefits




Changes related to Member Elections

Members should enroll
themselves & add dependents

HR Admins may enroll or add

dependents — not preferred

HR Admin elections require
paper app & leave “paper trai

|II

nnnnnnnn 60



Search for Member

Benefitplace Clf & posonspctoner

Welcome, SWI University of Wisconsin System!

(0001131)

Search member

[Q Search by Name or SSN v | Go ] Additional tools

ETF Preferred:

View by: l Please Select

Member ID ( M | D) —

Benefit Participation

[ 01/01/2024 - 12/31/2024 VI

[ Medical vl

State Preferred:

Employer ID - -

Insurance 61



New Employee Overview

Benefitplace

 Bocko ampoyes Member Overview
page loads

Company: SWI Training Sp - State

Ben Johnson2 evzon

325-01-2102  ben.johnson@gmail.com

= Overview

® Benefit details

2 Dependents

== Ben has 10 pending tasks |nC|UdeS member
—— information and
R — benefits information

&S Documents
Health Benefits and Health Savifig

[= Interactions

Dependent Day Care 2025 - Section not started.

® Employee history

Supplemental Dental 2025 - Section n
EMPLOYEE REPORTS

Empoyes Dot epon o So o Click “Benefit details”

Employee Benefit Summary

Report recont 2025 Socton ot st button to edit benefit

not started.

Life Insurance 2025 - Section

NOTE: Available benefits vary based on what employer offers

Insurance 62



Getting Started - Enrollment

Benefitplace oy E wradmes -

S — pp—— ]

Benefit detail page loads Rl cenjonson .
—— e

& Documant:

NOTE: Only benefits offered will -

appear B .

e |f not offered, benefits won’t appear

NOTE: Two enrollment
opportunities during OE

Dependent Day Care 2025

‘Walh Porlod: 03/M/3025 - 04/01/2025 | Inlal Envollmant: 03/10/2025 - 04/09/2025

e Clearly delineated

Supplemental Dental 2025

“Walh Parlod: 03/%/3025 - 04/01/2025 | Inlal Envollmant: 03/10/2025 - 04/09/2025

Click “Enroll in benefits” button

Insurance
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Select Health Plan and HSA

Benefitplace

Company: SWI Training Sponsor - State Q, search by Name or SSN

Health Benefits and Health

Ben Johnson2 coween

325-01-2102  ben.johnson@gmail.com

Savings Accounts page loads

[=] Overview

3 Sencfil detalls Health Benefits and Health Savings Account 2025 Lists a ” avd Ila ble hea lth pla ns

2 Dependens for each plan year

B Documents
Plan

=] Interactions

(© Emplyee ot TR e Select health plan (e.g. Common

O Access Health Plan 2025

EMPLOYEE REPORTS e — Ground IYC Health Plan 2025 )

Employee Detail Report

O Aspirus: I'YC Health Plan 2025
Employee Benefit Summary
Report O Aspirus: High Deductible Health Plan 2025

@ Common Ground: IYC Health Plan 2025

O Common Ground: High De(rificlirble Health Plan 2025 C | i C k 4 N ext 2 b u tto n

O Dean Health Plo

O Dean Health P
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Health Plan and HSA Confirmation

Benefitplace
Confirmation page loads SES——

W Ben Johnson2 ey
. _

Employees 325-01-210: ben.johnsen@gmail.com

= Overview

Indicates plan acceptance and
plan selected

W Benefit details

Health Benefits and Health Savings Account 2025

Displays covered individuals

e Can add dependents

Click “Next” button to

continue

Insurance
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Additional Health Insurance

Persons Covered

System asks about additional

Name

Bon johnson? Insurance

Billy Bob Johnson2

Coverage Level Current Coverage - Individual

Requeted Covarag -l — Pnding Approve Pending status for family plan

Additional Insurance

*Currently, do any of the persons covered under this benefit have other health insurance? Ad d It I O n a | I n S u ra n Ce I n C | u d eS
Do not include GHC-EC medical insurance that the employee currently has through SWI Training Sponsor - State. b Ot h m e m b e r a n d d e p e n d e ntS

O Yes, an d | have all the required information: Policy Number, Policyholder, Carrier's Name, and Effective Date.

O Yes, but | do NOT have all the required details.

® No, neither the employee nor any dependent has had health insurance. I\/I a ke S e | e Ct i O n a n d C | i C k

Insurance 66
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Uniform Dental &
Flexible Spending Account

Benefitplace

Company: SWI Training Sponsor - State

Uniform Dental
Ben Johnson2 oy
e n ro | I m e nt EEEEEEEEE 325-01-2102  ben.johnson@gmail.com

=) Overview
EEEEEEEEEEEEEEE

Flexible Spending
Account (FSA) enrollment

Documents

Plan
*Select A Plan

) Health Care Flexible Spending Account (FSA) 2025

Not compatible with Health Savings Account
Decline Coverage

Decline and click “Next”

® Decline coverage for this persen

Employee Benefit Summary
Report

button

Insurance
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Selections Summary

Benefitplace' C.'eff @ HR AdminState001 +

C y: SWI Training Sp - State [ Q. search by Name or SSN > | Go l

P

Summary of selections will i
i'i B 2 (BENJ2102)
| O a d Emp:’l’“" EZEi':OZJoben,j::ono@':muilmm

= Overview
CURRENT BENEFITS

Health Benefits and Health Savings Account
2025

Health plan, covered — Errollment Summary

You may edit this benefit by clicking on the section's correspending Edit button.

W Benefit details

2 Dependents

= Interactions

individuals, coverage level, S
etC. EMPLOYEE REPORTS

2 3 Detail Report

Medical

Medical Accepted Edit Semi-Menthly
Premium Cost

Summary
Plan Common Ground: IYC Health Plan 2025 Edit
Employee Bend gepary
Report

Total $1,600.00
Premium
Persons Covered Edit

Employer $800.00

Name Relationship Cosi

Employee $800.00

Ben Johnson2 Subscriber
Cost

Click “Save changes” button

Coverage Level Current Coverage - Individual
Requested Coverage - Family —- Pending Approval

Save and go to bencfits Cancel

Insurance



New Hire Supplemental Enroliment

Enrollment process is similar to health

 Select plan (if applicable)
e Select covered individuals

Supplemental benefits enrolled through My Insurance Benefits:

e Vision

* Dental (not UDB - Uniform Dental Benefit)
e Accident plan

e Pre-tax savings accounts (State)

e Life

e Income Continuation (ICl)

Can only enroll if offered
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HR Admin Add
Dependent

Reference: My Insurance Benefits HR

Administration Guide
Ch. 7: Dependent Management & Verification

Insurance



Open Member Record to Add Dependent

Benefitplace

Reminder: Members should R =

add own dependents

= Overview
= Ana has 0 pending tasks

Open member record _— Benefits Snapshot

Medical seq1

@ Employee history Aspirus: IYC Health Plan 2025 | Family | Effective as of 01/01/2025

EMPLOYEE REPORTS i' ' Ph armacy g cait
Employee Detail Report

Click on “Dependents” Bl

Navitus Pharmacy 2025 | Family | Effective as of 01/01/2025

E Wellness Program s cqi

Wellness Program 2025 | Individual + Spouse | Effective as of 01/01/2025

button

. Administrative Fee 4

Administrative Fee 2025 | Individual | Effective as of 01/01/2025
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View Dependents in Member Record

Benefitplace

Member’s dependents will load

< Back to employees
Company: SWI Training Sponsor - State

(if they have any)

Ana Perezl wweim

525-01-1101 ana.perez@gmail.com

= venen Dependents’ info:

W& Benefit details DEPendenfs

®. ]Szz: Perez1 e Name
e Relationship

Status: @ Verified, ® Covered
e Status

B Documents

= Interactions

(D) Employee history

EMPLOYEE REPORTS
Employee Detail Report

o Click “Add another dependent”
S button
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Add New Dependent Tool

Benefitplace

Screen loads to add

£ Back to employees Q Search by Name or SSN
Ci

pany: SWI Training Sp - State

dependent

Ana Perezl wwemo

525-01-1101  ana.perez@gmail.com

< Dependents

Add new dependent

Enter new dependent's information below

Fill out all required fields
*

Personal Information

Relationship* Sex*

Please Select A Please Select

When finished, click
“Save” button
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New Dependent Now Added

Benefitplace

Member’s dependents will load
(if they have any)

< Back to employees
Company: SWI Training Sponsor - State

Ana Perez1 o

525-01-1101  ana.perez@gmail.com

= venen Dependents’ info:

W Benefit details DEPendenfs
2 Dependents —
.\ ]Szzsee Perez1 e Name

Doc ts
= umen Status: @ Verified, & Covered

= eractons e Relationship
. - Carmen Maria Perez1
(O Employee history i 4 StatUS

Btatus: @ Not verified, @ Not Covered

EMPLOYEE REPORTS

[ = Add another dependent ]
Employee Detail Report

e Status “Not Verified” & “Not
__ Covered”
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Enrolilment for Dependents

To recelve coverage, e Someone must enroll the dependents
dependents must be e Dependents are not enrolled if just added to

enrolled in benefits member record

e Completed after enrolling member

e Remember that dependents can be enrolled in
different benefits

Member or HR Admin can

enroll dependents

BISlelslglellalegel=idlelgsiallol s o Example: birth certificate required for parent-
requires proper child relationship
documentation

Insurance
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Touchpoint -
Questions?

* Member search

 New hire enrollment (health,
HSA, supplemental)

* New hire dependent enrollment

Insurance



Support Plan
for DOA

Insurance



Support Plan for DOA - Data Corrections

This would include data like:

e Date of Birth
e Social Security Number (SSN)

Data Corrections that e Hire date changes

cannot be passed on the e Termination date changes
ETA file

Create Jira Ticket for

DPM will update data in Peoplesoft &

ETA Ul that feeds My Insurance Benefits

nnnnnnnn



Support Plan for DOA - Enrollment Issues

II!““||||||| ||““‘|||||||

Designated Agency-Based
DPM staff will create an lvanti
ticket
(if needed)

ETF triages the ticket and Case
Manager follows up with
Agency & DOA

Throughout this process, DOA can view progress to resolution via Ivantf
or call your Case Managers at 1-877-533-5020 (option 2)
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IAS Resources

Insurance



My Insurance Benefits Resources

e Resources Tab in My Insurance Benefits

Benefitplace' C.‘etf & HRAdminstate002 v

Welcome, SWI Training View all employees

Sponsor - State!

e My Insurance Benefits Glossary (ET-1109g)
e My Insurance Benefits HR Admin Guide (ET-1110)

» My Insurance Benefits Qualifying Life Event and
Change Reason Companion Guide (ET-1141)

e My Insurance Benefits WI Member Guide (ET-1109)

mw CTF Website Employer Insurance

e Employer Transaction Application (ETA) Guide (ET-
1113)

e Employer IAS Procedures (ET-1111)

‘Q Search jgy Name or SSN e Go ‘

Tofdo list

View by: [ Please Select v

Please select a category from the above dropdown.

Benefit Participation

e State Employer Health Insurance Manual (ET-1118)
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Practical Exercise

 Login and navigate system
e Search member

e Enroll member

Insurance



Training Environment Quirks

Training environment is
slower than production

Logging in might take more
than one attempt

e Built as State Employer with

e anrlovees e Check spacing and spelling

Members (and premiums)

For pop-up tour, click are all fictitious
“don’t show me again” if

. e Dozens of same members with
desired different numbers added to

Names

Insurance

Multiple methods to
complete same task

* Method you’re given is
intentional

“Demographic Sync Error”
appears when adding
numbers to names

e Training quirk: Ignore it (won’t
affect training)
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JAS 200: Practical Exercise

Open Two Documents:

e Practical Exercise Log-In (Excel doc)
e |AS 200 Practical Exercise (pdf doc)

Log-In Template:

e URL for training environment
e Find row with your name
e Same row has assigned HR Admin username

IAS 200 Practical Exercise Worksheet

Insurance

A | B | c | b | E F
1 |Name Link HR Admin Name Password  MemberA Member B
2 |Trainer Jake - AM htips://eetest-intc.benefitfocus.com/go/bfi  HRADMINSTATEOO1 Welcomel Benlohnsonl Dave Jonesl
P — __ _ _ Ben Johnson2 Dave Jones2
L [Trainer Jen - AM https://estest-inte.benefitfocus.com/go/bfi  HRADMINSTATEOO3 Welcomel WBenJohnson3 Dave Jones3
= D — s _ _ Ben Johnsond  Dave Jonesd
6 |Trainer Caleb - AM https://eetest-intc.benefitfocus.com/go/bfi  HRADMINSTATEOOS Welcomel  BenJohnson5 Dave Jonesh
7 [Trainer Caleb - PM https://eetest-intc.benefitfocus.com/go/bfi  HRADMINSTATEOO6 Welcomel  BenJohnson6 Dave Jonesé
8 |Trainer Katherine- AM htips://eetest-intc.benefitfocus.com/go/bfi  HRADMINSTATEOO7 Welcomel — BenJohnson7 Dave Jones?
9 [Trainer Katherine - PM htips://eetest-intc.benefitfocus.com/go/bfi  HRADMINSTATEOO8 Welcomel —BenJohnson8 Dave Jones8
10 |Moderator 1 - AM https://eetest-intc.benefitfocus.com/go/bfi  HRADMINSTATEOO9 Welcomel  BenJohnsonS Dave JonesS

|

IAS 200 Practical Exercise (Active)

TASK 1: Log into the system and follow pop-up navigation tour.

1. Navigate to the Training Portal:
hitps.//eetest-intc.benefitfocus.com/go/stateofwisconsin.
2. Enter the username assigned to you in the username field.
a. Example: HRADMINSTATE### (NOTE: not case sensitive).
Enter Welcome2 in the password field.
Click “Log in.”
Once you've logged in, click “Take the Tour now.”
a. NOTE: The pop-up tour may not launch. Follow along if this happens.
Review the Profile Pop-up and click “next.”
Review the Benefit participation widget Pop-up and click “next.”
Review the Employees Pop-up and click “next.”
. Review the Data & Reporting Pop-up and click “next.”
0.Write “Task 1 Complete” in the Teams chat when finished.

ﬁ

o kW

SeEND

Mgderagor 2.- PM hitps://eatest-intc. henefitfocys.copn/go/bfi  HRADMINSTATEQ10  Welgcom en Johnsgnl0 Dave Jones10
VYTV T vy vy vy vy VOVSVVYVIVIVIVY
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Task 1 - Log in and Follow Navigation Tour

Follow directions

IAS 200 Practical Exercise

TASK 1: Log into the system and Follow Pop-up Navigation Tour

Ask questions in

Navigate to the Test Portal located here: https://eetest-intc.benefitfocus.com
. Enter the username assigned to you in the username field (Example: HRADMINSTATE???

Te a m S C h at Not case sensitive)
. Enter Welcome1 in the password field
. Click “Log in”

Once you've logged in, click “Take the Tour now”

Review the Profile Pop-up and click “next”
. Review the Benefit participation widget Pop-up and click “next”

I h u m bS u p W h e n . Review the Employees Pop-up and click “next”
. Review the Data & Reporting Pop-up and click “next”
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CAUTION: Search Members with Care

You will search and process members

Find your assigned members

e Find member whose last name matches your username with which you
logged in

e £x: HRADMINSTATEOO1 = John Smith1 (may also be John Smith001)
HRADMINSTATEO14 = John Smith14 (may also be John Smith014)

Use “your” member

Insurance 87



Task 2 - Locate and Review Coverage

TASK 2: Locate and review the current coverage.

1. Type the name Ana Perez in the “search by name or SSN” field and press enter
or click go.
a. Find member whose last name matches your username with which you
logged in.
b. Example:
HRADMINSTATEOO1 = Ana Perez1 (may have to check for Ana
Perez001)
HRADMINSTATEO028 = Ana Perez28 (may have to check for Ana
Perez028).
Click the name Perez, Ana (DOB 01/01/1990).
Review the Employee Overview Pop up and click “Take the tour now.”
Review the Secondary Navigation pop up and click “next.”
Review the Manage employee dropdown Pop-up and click “next.”
Click “Benefit Details.”
Use the Benefit details screen to answer the following guestions:
What Medical plan is Ana subscribed to?
How many persons are covered on this medical plan?
10 Does the Perez family have the Uniform Dental Benefit? Yes/no
11.1s Ana contributing to an FSA? Yes/no
12.How many Life insurance coverage units does Ana carry?
1x | 2x | 3x | 4x | bx

CXNDOAWN

Follow directions

Ask questions in

Teams Q&A

Thumbs up when

complete

Insurance
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Task 3 - HR Admin Enroll in Coverage

Follow directions

Ask questions in

Teams chat

Thumbs up when
complete

Insurance

Task 3: HR Admin enroll in coverage.

1.

Search for Ben Johnson.

a. Find member whose last name matches your username with which you
logged in.

b. Example:
HRADMINSTATEOO1 = Ben Johnson1 (may have to check for Ben
Johnson001).
HRADMINSTATEO28 = Ben Johnson28 (may have to check for Ben
Johnson028).

. Click “get started” in the benefits Snapshot section under the tasks section.
. Click “enroll in benefits” on the Benefit details page.
. Select the “Aspirus: IYC Health Plan 2025" radial button and click the “next”

button at the bottom.

. Click “next” on the Persons Covered screen.

. Indicate “No, neither the employee nor any dependent has had health insurance

and click “next.”

. Select “Uniform Dental 2025" and click “next.”
. Decline coverage for FSA and click next.

0.

Click “save changes.”
Write “Task 3 Complete” in Teams chat when finished.
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Touchpoint -
Questions?

* Logging in and navigation
e Searching member

* Enrolling member

Insurance



Next steps

* Feedback Survey

 |AS 201: Life Events and Career
Transitions

Insurance
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