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Getting Started

Welcome to the Benefits Inquiry learning guide, part of the SEMA4 curriculum.

Who should complete this guide?

Employees who:
e Explain benefits to employees
e Maintain current employee records
What skills will I learn?
You will be able to perform the following tasks in SEMAA4:
e View benefit enrollment information
¢ View dependent/beneficiary information
e View insurance benefits summary information
e View employee event summary
What do I need to know before starting?
You must have completed SEMA4 Overview.
How much time will this take me?
Actual time will vary, but plan on approximately 2 hours. Make sure you have enough time
to complete this guide in one day.
What do I need to proceed?

e Access to SEMA4

e Training user ID and password to sign in to the User Training database
How do | obtain a User ID and Password for the User Training database?
First you must register for the course. After you do so, you will receive an E-mail message
with instructions, including a training user ID and password. Access the SEMA4 Training
web site for registration instructions.
Directions

Read the introduction and work through each topic, completing the exercises.

Follow-up

e Complete the evaluation form and send it to SEMA4 HR Services.
e Follow your agency's procedures for tracking completed training.
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Introduction

Web Pages
The SEMA4 system uses Web pages to present information about an employee’s benefit
elections. All information displayed is view-only, meaning that you cannot change the data
on these pages.
Topics in this Guide
e Viewing Benefit Enrollment Information
- Viewing Health Benefits
- Viewing Accidental Death and Dismemberment (AD/D), Short Term Disability
(STD) and Long Term Disability (LTD)
- Viewing Spending Accounts (Pre-Tax Elections)
e Viewing Dependent/Beneficiary Information
e Viewing Benefits Summary Information
e Viewing Employee Event Summary

Although you can only view information on these pages, it is important to remember that all
records of employees who were active at the time of the SEMA4 upgrade have a row of job
data with the Action ‘Data Change’ and the Reason ‘INC’ (Insurance Conversion). This row
was added to aid the conversion to SEMA4 8.3 and must be kept to ensure the integrity of the
employee’s insurance record. Under no circumstances should this row be changed or
deleted.

Continue to the next topic, Viewing Benefit Enrollment Information.
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Viewing Benefit Enroliment Information

Introduction
This section of the learning guide will familiarize you with viewing benefit enrollment
information in SEMA4. You will view the following information.

1. Health Benefits

2. Accidental Death and Dismemberment (AD/D), Short Term Disability (STD) and
Long Term Disability (LTD)

3. Pre-Tax(Spending Accounts) Benefits

Descriptive information
Each Web page provides detailed, descriptive information about an employee’s benefit
choices.

Each page describes one type of benefit coverage

Each Web page provides employee information about only one benefit plan type (such as
health, disability, life, etc.), including historic (if selected) and dependent information, rather
than listing all selection codes on one screen.

Viewing the elections

SEMAMY offers two choices for viewing all of an employee’s elections. You can choose to
view all of the plans or selections, within a category (Health, Life/ADD, Spending Accounts)
on one screen (by scrolling), or you can choose to view one Plan Type at a time.
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1. Viewing Health Benefit Elections

Use the Health Benefit Elections page to view an employee's medical and dental plan
elections. This page displays information such as an employee's coverage, effective dates,

and covered dependents. Each benefit plan type is listed separately within the Health Benefit

Elections page and can be viewed by clicking on the navigation arrows for Plan Type.

m ‘ VIEw SEMA4 HELP

Complete the following steps to look up the step-by-step instructions in SEMA4 Help.

ACTION RESULT

1. Access SEMA4 Help. SEMAA4 Help Contents displays

2. Select HR/Payroll Functions. Allist of HR/Payroll Functions
displays

3. Select Benefits under Human Resources. The Benefis — Contents page
displays

4. Select Pages and Fields. The Benefts — Pages and Fields
displays

5. Scroll down and select Health Benefit Elections (Medical | The Health Beneft Elections -

and Dental). Page Overview displays

View Health Benefit Information

6. Click o Steps — Steps display

7. Scroll down to view the steps.

8. Exit SEMA4 Help.
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HEALTH BENEFIT ELECTIONS

Walk-Through | the following walk-through, you will look at health benefit enrollment
information online. You will view the Health Benefit Elections page.

View Health Benefit Elections page
ACTION

RESULT

1.

Sign in to the SEMA4. User Training database. Using
your training user ID and password.

Main menu appears

2. Select Benefits > Enroll in Benefits > Health Benefits. :,eal"h Benefis search page
isplays
. ) Alist of search results display
3. Enter Doe in the Name field. Click | Seareh
4. Select Jane Anne Doe. The Health Benefit Elections
page displays
5. Onthe Plan Type header bar, click the View All link. Al of the Health Benefit plan
types applicable to the employee
display on the same screen
6. Scroll down to see the plan types, and then scroll up.
7. Onthe Plan Type header bar, click the View 1 link. Only one of the Health Benefit
plan types will display
8. Click the Find link. A Search Box displays
9. Enter 11 as the Search String then click OK. ;Zglgjge with Dental Coverage
10. Click [+l on the Plan Type header bar to view the Th‘; fé?gtl:esa'm Beneft plan
previous benefit. ype display
11. Click [*] on the Plan Type header bar to view the next The previous Health Beneft plan
benefit. type displays
12. Click the First link on the Plan Type header bar to view | The last Health Benefi plan type
the first plan type. displays
13. Click the Last link on the Plan Type header bar to view | The first Health Benefi plan type
the last plan type. displays
14. Click the \=| Inelude History |y tton on the toolbar.
15. In the Coverage header bar, click [*] to view history. Historical data displays
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Health Benefit Elections page
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Health Benefit Elections fields

Field

Description

Plan Type

This is the type of health benefit being viewed. Plan Type ‘10’ = Medical,
Plan Type ‘11’ = Dental.

Coverage Begin Date

If the employee is eligible and currently enrolled in coverage (Cowerage
Election = Elect), this is the date coverage begins. If the employee is eligible
and has chosen not to participate in coverage (Cowverage Election = Waiwe),
this is the date the employee no longer has coverage. (Note: Only part time
employees may waive medical or dental coverage.) If the employee is no
longer eligible for coverage (Cowerage Election = Terminate), this is the first
day the employee no longer has cowerage. If the employee has never been
eligible for this plan, no row will be found.

Deduction Begin
Date

If the employee is eligible and enrolled in covwerage (Cowerage Election =
Elect), this is the date deductions will begin. If the employee is eligible and
has chosen not to participate in coverage (Cowerage Election = Waiwe), this
is the date on which deductions are discontinued. If the employee is no
longer eligible for coverage (Cowerage Election = Terminate), this is the first
day of the pay period when deductions for the benefit are discontinued. If
the employee has never been eligible for these plans, no row will be found.

Coverage Election

Indicates the employee’s election: Elect indicates the employee is eligible
and has chosen to enroll in coverage. Waive indicates the employee is
eligible and has chosen not to participate in coverage. (Note: Only
employees eligible for insurance but not eligible for full employer
contributions, may waive medical coverage.) Terminate indicates the
employee is no longer eligible for coverage. If the employee has never been
eligible for these plan types, no row will be found.

Election Date

The date the enrollment was last processed through the Benefits
Administration system.

Benefit Program

A collection of benefit plans the State offers to a group of employees subject
to collective bargaining agreements and compensation plans. This is the
benefit program for which the employee is eligible.

This field displays the current benefit program from the employee’s job
record and is based on the Deduction Begin Date.

Benefit Plan Identifies the specific health benefit plan in which the employee is enrolled.
(Examples: Blue Cross, Health Partners, Preferred One, State Dental Plan)
Option Code Describes the combination of the benefit plan selected and the coverage

code. This code is automatically assigned by SEMA4.

Coverage Code

Identifies the cowerage that the employee has selected.

Code 1 = Employee Only. Code 4 = Family (Employee + Dependents).

Benefits Inquiry
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Field

Description

Health Provider ID

The code identifying the primary care clinic selected by the employee at the
time of enrollment. The employee must elect a plan administrator and a
primary clinic for all medical plans. If Blue Plus or Health Partners dental
plans are selected, the employee must select a primary clinic. If the
employee selected the State Dental Plan, this field is blank for dental
cowerage. This information is collected at the time of the enroliment;
howewer, the plan administrators will be the only ones to maintain this
information; therefore the information on the screen may not be current.

Previously Seen

This information will be maintained by the plan administrators rather than in
SEMAA4.

Employee Status

Displays the employee’s status from their job record (such as active, leave
of absence, separated, etc.). (Note: This information is based on the
Deduction Begin Date and may not be accurate for the Coverage Begin
Date.)

Dependent/Beneficiari

es

ID A unique identifier assigned by SEMAA4 for each dependent as they are
entered. The ID ties back to the dependent and/or beneficiary data found on
the Dependent/ Beneficiary page.

Name Displays the dependent’s name from the Dependent/Beneficiary record.

Relationship

Displays the dependent’s relationship from the Dependent/Beneficiary
record.

Health Provider ID

The code identifying the primary care clinic selected at the time of
enrollment. The employee must elect a plan administrator and a primary
clinic for all medical plans. If Blue Plus or Health Partners dental plans are
selected, the employee must select a primary clinic. If the employee
selected the State Dental Plan, this field is blank for dental coverage. This
information is collected at the time of the enrollment; however the Plans will
be the only ones to maintain this information; therefore the information on
the screen may not be current.

Prev Seen

This information will be maintained by the plan administrators rather than in
SEMAA4.

Covered Person
Type

General category of relationship. Some relationships are considered part of
a larger relationship.

Age LimitFlg

Indicator used to determine if the eligible dependent’s cowverage will end
when the dependent reaches a pre-determined age.
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HEALTH BENEFIT ELECTIONS

EXERCISE

In this exercise, you have an opportunity to view health benefit enrollment information.

Resources
You may use these resources in completing this exercise:
e The step-by-step instructions in the walk-through
SEMA4 Help

Directions

An employee tells you he needs to verify current health benefits. You need to find his health

benefit elections information.

View Health Benefit Elections page

ACTION RESULT

1. Select Benefits > Enroll in Benefits > Health Benefits.

Health Benefits Elections search
page displays

2. Enter Smith,G in the Name search field. Click
Search

The Health Benefit Elections
page for George L. Smith
displays

3. Onthe Plan Type header bar, click the View All link.

All of the Health Benefit plan
types applicable to the employee
displays on the same screen

4. Scroll to view the plans.

All of the Health Benefit plan
types display

Benefits Inquiry Viewing Benefit Enroliment Information
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REVIEW QUESTIONS

Review what you just learned by answering the following questions. If you have difficulty
answering the questions, review the topic.

1. To view the Health Benefit Elections page in SEMA4, select Benefits >

> Health Benefits.

2. Which field contains the effective date of coverage?

3. Inwhich field would you find the plan for which the employee is enrolled?

4. Which field displays the primary care clinic selected by the employee when
he/she first enrolled in the plan?

Check your answers on the next page.

Benefits Inquiry Viewing Benefit Enroliment Information
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REVIEW ANSWERS

Check your answers to the review questions.

1. To view the Health Benefit Elections page in SEMA4, select Benefits > Enroll in
Benefits > Health Benefits.
2. Which field contains the effective date of coverage?

Coverage Begin Date

3. Inwhich field would you find the plan for which the employee is enrolled?
Benefit Plan
4. Which field displays the primary care clinic selected by the employee when
he/she first enrolled in the plan?

Health Provider ID
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2. Viewing Accidental Death and Dismemberment (AD/D), Short Term Disability (STD)
and Long Term Disability (LTD)

The Life/ADD Elections page includes both employee and dependent basic and optional life
insurance enrollment information and lists dependents covered by each benefit. It includes
Employee and Spouse Accidental Death and Dismemberment. Italso includes Employee
Short Term Disability (STD) and Long Term Disability (LTD) or where applicable
Manager’s IPP.

Each benefit plan type is listed separately within the Life/ADD Elections page and can be
viewed by clicking on the navigation arrows for Plan Type.

w ‘VIEW SEMA4 HELP

Complete the following steps to look up the step-by-step instructions in SEMA4 Help.

ACTON . RESuT

1. Access SEMA4 Help. SEMA4 Help Contents displays

2. Select HR/Payroll Functions. Alist of HR/Payroll Functions
displays

3. Select Benefits under Human Resources. The Benefits — Contents page
displays

4. Select Pages and Fields. The Benefits — Pages and Fields
displays

5. Scroll down and select Life and AD/D Benefits. The Life/ADD Elections - Page
Overview displays
View Life, AD/D and Disability

6. Click T Steps Information — Steps displays

7. Exit SEMA4 Help.

Benefits Inquiry Viewing Benefit Enroliment Information 13



Accidental Death and Dismemberment (AD/D), Short Term Disability (STD) and Long
Term Disability (LTD)

Walk-Through |n the following walk-through, you will look at health benefit enrollment
information online. You will view the Life/ADD Elections page.

View Accidental Deathand Dismemberment (AD/D), Short Term Disability (STD) and
Long Term Disability (LTD)

ACTION

RESULT

1. If you have signed out of SEMA4, sign into the User Main menu appears
Training database.
2. Select Benefits > Enroll in Benefits > Life and AD/D Life and AD/D Elections search
Benefits. page displays
. . Alist of search results displ
Enter Doe in the name search field. Click | S&areh 151 O search restls dispay
4. Select Jane Anne Doe. The Life/ADD Elections page
displays
5. On the Plan Type header bar, click the View All link. All of the Life/ADD plan types
applicable to the employee
displays on the same screen
6. Scroll down to see the plan types.
7. Click the View 1 link on the Plan Type header bar. Only one of the Life/ADD plan
types will display
8. Click the Find link. A Search Box displays
9. Enter 2C in the Search String then click OK. The page with Child Life
Coverage displays.
10. Click [*] on the Plan Type header bar to view the next The next Life/ADD plan type
benefit. displays
11. Click [#]on the Plan Type header bar to view the The previous Life/ADD plan type
previous benefit. displays
12. Click the Last link on the Plan Type header bar to view The last Life/ADD plan type
the last plan type. displays
13. Click the First link on the Plan Type header bar to view | The first Life/ADD plan type
the first plan type. displays
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Life/ADD Elections fields

Field

Description

Plan Type

This is the type of life/disability benefit being viewed. Plan Type ‘20" =
Basic/Managers Life, Plan Type ‘21’ = Employee Additional Life, Plan Type
‘22" = Employee AD/D, Plan Type ‘24’ = Spouse Life, Plan Type ‘25’ =
Spouse AD/D, Plan Type ‘3I' = Income Protection Plan, Plan Type ‘2C’ =
Child Life, Plan Type ‘2S’ = STD, Plan Type ‘2L’ = LTD and Plan Type ‘2P’
= IPP.

Coverage Begin Date

If the employee is eligible and enrolled in coverage (Cowerage Election =
Elect), this is the date coverage will begin. If the employee is eligible and
has chosen not to participate in coverage (Cowerage Election = Waiwe), this
is the date on which deductions never started. If the employee is no longer
eligible for coverage (Cowerage Election = Terminate), this is the first day of
the pay period when deductions for the benefit are discontinued. If the
employee has never been eligible for these plans, no row will be found.

Deduction Begin
Date

If the employee is eligible and enrolled in coverage (Cowerage Election =
Elect), this is the date deductions will begin. If the employee is eligible and
has chosen not to participate in coverage (Cowerage Election = Waiwe), this
is the date on which deductions never started. If the employee is no longer
eligible for coverage (Cowerage Election = Terminate), this is the first day of
the pay period when deductions for the benefit are discontinued. If the
employee has never been eligible for these plans, no row will be found.

Coverage Election

Indicates the employee’s election: Elect indicates the employee is eligible
and has chosen to enroll in coverage. Waive indicates the employee is
eligible and has chosen not to participate in coverage. Terminate indicates
the employee is no longer eligible for coverage. If the employee has never
been eligible for these plan types, no row will be found.

Election Date

The date the enrollment was processed through the SEMA4 Benefits
Administration system. Similar to the transaction date in EMDI.

Benefit Program

A collection of benefit plans the State offers to a group of employees
subject to collective bargaining agreements and compensation plans. This
is the benefit program for which the employee is eligible.

This field displays the current benefit program from the employee’s job
record and is based on the Deduction Begin Date.

Benefit Plan

Identifies the benefit plan the employee is enrolled (examples: MMLB —
Employee Basic Life, LTD — Long Term Disability, STD — Short Term
Disability).

Coverage Options

Flat Amount

The actual coverage amount is displayed when it is a flat amount based on
employee classification. If coverage is specific to the plan, this field will be
blank.

Smoker

Indicates if the covered person is a smoker. It is not maintained.

Payroll Status

Displays the employee’s status from their job record (such as active, leave
of absence, separated, etc.). (Note: This information is based on the
Deduction Begin Date and may not be accurate for the Cowerage Begin
Date.)

Benefits Inquiry
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Field

Description

Dependent/Beneficiaries

ID A unique identifier assigned by SEMAA4 for each dependent as they are
entered. The ID ties back to the dependent and beneficiaries indicative data
found on the Dependent/Beneficiary page.

Name Displays the dependent/beneficiary’s name from the Dependent/Beneficiary

record.

Relationship

Displays the dependent’s relationship to the State employee from the
Dependent/Beneficiary record.

Percent of Benefit

Indicates the benefit distribution percentage the designated beneficiaries
will receive.

Flat Amount Indicates the benefit distribution dollar amount the designated beneficiaries
will receive.

Excess The amount received by the beneficiary checked when the total of the flat
amount(s) entered is less than the policy amount.

Contingent A beneficiary who is a secondary beneficiary rather than a primary

beneficiary.

Benefits Inquiry
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Accidental Death and Dismemberment (AD/D), Short Term Disability (STD) and Long
Term Disability (LTD) Exercise

In this exercise, you have an opportunity to view the optional health benefit
enrollment information.

Resources

You may use these resources in completing this exercise:
e The step-by-step instructions in the walk-through
e SEMA4 Help

Directions

An employee has scheduled a meeting with an insurance agent to compare insurance options.
You need to find his Life/ADD elections information.

View Accidental Deathand Dismemberment (AD/D), Short Term Disability (STD) and
Long Term Disability (LTD)

ACTION RESULT

1. Select Benefits > Enroll in Benefits > Life and AD/D Life/ADD Elections search page
Benefits. displays
2. Enter employee 1D 01080005 and click | Seareh The Lite/ADD Elections page for

George L. Smith displays

3. Click [*] several times on the Plan Type header bar, to The next Life/ADD plan type
view the next benefit, until you have seen all plans for displays with each ciick
which the employee is eligible.
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REVIEW QUESTIONS

Review what you just learned by answering the following questions. If you have
difficulty answering the questions, review the topic.

1. The path to the Life/ADD Elections page is Benefits > Enroll in Benefits >

2. This page contains information on which of the following plans:
A. Basic Life Insurance
B. Short-Term and Long-Term Disability
C. Child Life Insurance
D. Manager’s Life Insurance
E. All of the above

Check your answers on the next page.
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REVIEW ANSWERS

Check your answers to the review questions.

1. The path to the Life/ADD Elections page is Benefits > Enroll in Benefits > Life
and AD/D Benefits.

2. This page contains information on which of the following plans:

E. All of the above

Benefits Inquiry Viewing Benefit Enroliment Information
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3. Viewing Spending Accounts Benefits

The Spending Account page includes employee elections of pre-tax accounts — Medical
Dental Expense Account (MDEA), Dependent Care Expense Account (DCEA), Transit
Expense Account — Parking (TEA-Parking) and Transit Expense Account Bus Pass/VVanpool

(TEA — Bus Pass/VVanpool). Each benefit plan type is listed separately within the Spending

Accounts page and can be viewed by clicking on the navigation arrows for Plan Type.

@ ‘SEMA4 HELP

Complete the following steps to look up the step-by-step instructions in SEMA4 Help.

ACTION RESULT

1. Access SEMA4 Help. SEMA4 Help Contents displays

2. Select HR/Payroll Functions. Alist of HR/Payroll Functions
displays

3. Select Benefits under Human Resources. The Benefits — Contents page
displays

4. Select Pages and Fields. The Benefits — Pages and Fields
display

5. Scroll down and select Spending Accounts. The Spending Accounts — Page
Overview displays

) View Spending Accounts
St
6. Click T Stens Information — Steps displays
7. Exit SEMA4 Help.

Benefits Inquiry

Viewing Benefit Enroliment Information

21



SPENDING ACCOUNTS BENEFITS

Walk-Through |y the following walk-through, you will look at Health Benefit Enroliment

information online. You will view the Spending Accounts page.

View Spending Accounts
ACTION

1.

If you have signed out of SEMA4, sign in to the User
Training database.

RESULT
Main menu appears

2. Select Benefits > Enroll in Benefits > Spending FSA Benefis search page
Accounts. displays
Enter Doe in the name search field. Click | Search Alist of search results display
4. Select Jane Anne Doe. The Spending Accounts page
displays
On the Plan Type header bar, click the View All link. All of the Spending Account
(pre-tax) Benefits plan types
applicable to the employee
displays on the same screen
6. On the Plan Type header bar, click the View 1 link. Only one of the Spending
Account plan types will display
7. Click the Find link. A Search Box displays
8. Enter 6Y as the Search String then click OK. The Transit Exp Acct - Parking
page displays
9. Click [*] on the Plan Type header bar to view the next The next Spending Accounts
benefit plan. plan type displays
10. Click [4]on the Plan Type header bar to view the The previous Spending
previous benefit plan. Accounts plan type displays
11. Click the Last link on the Plan Type header bar to view The last Spending Accounts
the last employee selection for Spending Account plan type displays
coverage.
12. Click the First link on the Plan Type header bar to view | The first Spending Accounts

the first employee selection for Spending Account
coverage.

plan type displays
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Spending Accounts page
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— My Dictionary
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Spe Accounts

Doe.Jane Anne

1]

Coverage Begin Date:

Cowverage Election:

Benefit Program:
Benefit Plan:

Annual Pledge:

Credit Rollover Included in Pledge:
Empl Contribution Override:

=

L\Return to Search

Employee ID: 01080004

Medical/Dental Expense Acct

)
08i07i2003 + Deduction Begin Date:

Benefit Rcd Nbr: 0

Firgt [4] 1 or 4 0

First 4] 1 or 1 [ Last

os07R003 ¥

Elect  Waive  Terminate o ElectionDate:  04/30/2003
State of MN Full ER Contribin
MDEA MedicaliDental Expense Account  Option Code: om
$600.00 Fsa adMan Cortert],
§0.00 Contrilwtions YTD: $0.00
Biwaekly Employee Status: Active

) Refresh

) Include History

E4

Mew Window | Help | Customize Page | 5
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Spending Accounts page fields

Field

Description

Plan Type

This is the type of Spending Account benefit being viewed. Plan Type ‘60’
= Medical/Dental Expense Account, Plan Type ‘61’ = Dependent Care
Expense Account. Plan Type ‘6Y’ = Transit Expense Account — Parking,
and Plan Type ‘6Z = Transit Expense Account — Bus Pass/Vanpool.

Coverage Begin Date

If the employee is eligible and currently enrolled in coverage (Cowerage
Election = Elect), this is the date coverage begins. If the employee is
eligible and has chosen not to participate in coverage (Cowerage Election
= Waiwe), this is the date there is no cowerage (the first day the employee
would normally be eligible for the benefit). If the employee is no longer
eligible for cowerage or has elected to end coverage (Coverage Election =
Terminate), this is the first day the employee no longer has cowerage. If
the employee has never been eligible for this plan, no row will be found.

Deduction Begin Date

If the employee is eligible and enrolled in coverage (Cowerage Election =
Elect), this is the date deductions will begin. If the employee is eligible
and has chosen not to participate in coverage (Cowverage Election =
Waiwve), this is the date on which deductions could hawe started. If the
employee is no longer eligible for coverage (Cowverage Election =
Terminate), this is the first day of the pay period when deductions for the
benefit are discontinued. If the employee has newver been eligible for these
plans, no row will be found.

Coverage Election

Indicates the employee’s election: Elect indicates the employee is eligible
and has chosen to enroll in coverage. Waive indicates the employee is
eligible and has chosen not to participate in coverage. Terminate
indicates the employee is no longer eligible for coverage. If the employee
has newver been eligible for these plan types, no row will be found.

Election Date

Indicates the date the enrollment was processed through the SEMA4
Benefits Administration system. Similar to the transaction date in EMDI.

Benefit Program

A collection of benefit plans the State offers to a group of employees
subject to collective bargaining agreements and compensation plans. This
is the benefit program for which the employee is eligible.

This field displays the current benefit program from the employee’s job
record and is based on the Deduction Begin Date.

Benefit Plan

Identifies the benefit plan the employee is enrolled. (Examples:
Medical/Dental Expense Account, Dependent Care Expense Account)

Option Code

Describes the combination of the benefit plan selected and the coverage
code. This code is automatically assigned by SEMAA4.
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Field

Description

Contribution Level

Annual Pledge

The amount the employee has elected to place in a spending account
(pre-tax account) for the calendar year.

Credit Rollover
Included in Pledge

This field is used when flex credits are offered. It is not applicable for the
State’s current benefit package and is not used

Empl Contribution
Override

This field is used when the employee is allowed to make an election
based on a pay period instead of an annual basis. It is not applicable for
the State’s current benefit package and is not used

Account Information

FSA Account Status

This field is used for processing Pre-Tax Claims. The State uses a third
party administrator for this function. This field will not be maintained.

Contributions YTD

Shows the total contributions the employee has made since the beginning
of the plan year (year-to-date).

Employee Status

Displays the employee’s status from their Job record (such as active,
leave of absence, separated, etc.). (Note: This information is based on
the Deduction Begin Date and may not be accurate for the Coverage
Begin Date.)
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SPENDING ACCOUNTS

EXERCISE

In this exercise, you have an opportunity to view Spending Accounts information.

Resources

You may use these resources in completing this exercise:
e The step-by-step instructions in the walk-through
e SEMA4 Help

Directions

An employee wants a list of the pre-tax accounts they are eligible for to discuss with his
spouse to make open enroliment selections. You need to find his Spending Accounts
information.

View Spending Accounts Benefits

ACTION RESULT

1. Select Benefits > Enroll in Benefits > Spending FSA Benefits search page
Accounts. displays
. Spending Accounts page
2. Enter employee ID 01080005 and click | S&arch dizplaysg pag

3. On the Plan Type header bar, click the View All link. All of the Spending Accounts
plan types applicable to the
employee display on the same
screen

4. Scroll down to view all the benefit plans on the Spending
Accounts page.
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REVIEW QUESTIONS

Review what you just learned by answering the following questions. If you have
difficulty answering the questions, review the topic.

1. To view the Spending Accounts page, select Benefits > Enroll in Benefits >

2. Which field contains the effective date of coverage?

3. If an employee wanted to know how much she/he had indicated as an annual
contribution amount, which field would you look in?

Check your answers on the next page.
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REVIEW ANSWERS

heck your answers to the review questions.
1. To view the Spending Accounts page, select Benefits > Enroll in Benefits > Spending
Accounts.

2. Which field contains the effective date of coverage?
Coverage Begin Date
3. If an employee wanted to know how much she/he had indicated as an annual
contribution amount, which field would you look in?

Annual Pledge

Continue to the next topic, Viewing Dependent/Beneficiary Information.
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Viewing Dependent/Beneficiary Information

Introduction

The Dependent/Beneficiary component has three pages: Name, Address, and Personal
Profile. Click the page tabs to view these pages.

These pages list information about an employee’s dependents/beneficiaries who have been
linked to coverage at some time. Do not assume that this means they are still covered.
Covered dependents and beneficiaries can only be found on the page specific to that benefit.
For example, an employee’s beneficiary for Basic Life is included on the Life/ADD
Elections page. An employee's covered dependents are included on the Health Benefit
Elections page.

The Name page displays information on an employee’s dependents and beneficiaries. It
includes the dependent/beneficiary’s Dependent/Beneficiary ID, name and the effective date
for the record.

The Address page displays information on an employee’s dependents and beneficiaries. It
includes the current address and phone number, provided by the employee for each of the
employee’s dependent(s) or beneficiary (or beneficiaries) listed and the effective date of the
Address page (if a new address has been added, it may have a different effective date than the
dates on the Name or Personal Profile pages.

The Personal Profile page displays information on an employee’s dependents and
beneficiaries. It includes the dependent/beneficiary date of birth, effective date for the
Personal Profile page, the dependent’ s relationship to the employee, the relationship type,
the dependent’s gender, and marital status along with other information.

The Dependent/Beneficiary Riders secondary page is accessed via a link on the Personal
Profile page. It displays information on any court orders, spousal waivers or other documents
affecting an employee’s dependent or beneficiary benefit, entitlement or claim. It includes
information about the benefit plan affected and the type of exception. Each
dependent/beneficiary plan may have a rider/order. Any information about the dependent’s
Medicare status is in the US Federal Government section, accessed by clicking Z= This
information is not generally collected and will be blank for most dependents. A field for the
dependent’s Social Security number is found at the bottom of the page. This information is
not required; the field is not always populated.
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VIEW SEMA4 HELP

0\

dependent/beneficiary information in SEMA4 Help.

ACTION

1. Access SEMA4 Help.

Complete the following steps to look up the step-by-step instructions for

RESULT

SEMA4 Help Contents displays

2. Select HR/Payroll Functions.

Alist of HR/Payroll Functions
displays

3. Select Benefits under Human Resources.

The Benefits — Contents
displays

4. Select Pages and Fields.

The Benefits — Pages and Fields
displays

5. Select Address under Dependent/Beneficiary Pages.

The Address (Benefits) — Page
Overview displays

6. Click |-__Steps

View Dependent/Beneficiary
Information — Steps displays

7. Click the Back button on the browser twice.

The Benefits — Pages and Fields
displays

8. Select Dependent/Beneficiary Riders under
Dependent/Beneficiary Pages.

The Dependent/Beneficiary
Riders — Page Overview
displays

9. Click the Back button on the browser.

The Benefits — Pages and Fields
displays

10. Select Name.

The Name (Benefits) — Page
Overview displays

11. Click the Back button on the browser.

The Benefits — Pages and Fields
displays

12. Select Personal Profile.

The Personal Profle — Page
Overview displays

13. Exit SEMA4 Help.
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VIEWING DEPENDENT/BENEFICIARY INFORMATION

Walk-Through |n the following walk-through, you will look at dependent/beneficiary
information online.

View Dependent/Beneficiary Information
ACTION

1.

If you have signed out of SEMA4, sign in to the User
Training database.

RESULT
Main menu appears

2. Select Benefits > Employee/Dependent Information > | Update Dependent/Beneficiary
Update Dependent/Beneficiary. search page displays
Enter Doe in the name search field. Click | Seareh Alist of search results display
4. Select Jane Anne Doe to display. The Name page displays
5. Inthe Dependent/Beneficiaries header bar, click the View all of the
View All link. dependents/beneficiaries’
names listed
6. Scroll down to view the dependents.
7. Inthe Dependent/Beneficiaries header bar, click the View one of the
View 1 link dependents/beneficiar ies’
' names listed
8. Click [* in the Dependent/Beneficiaries header bar to The next Dependent/Beneficiary
view the next dependent/beneficiary. displays
9. Click [4]in the Dependent/Beneficiaries header bar to Theprevious
view the previous dependent/beneficiary. DependentBenefciary displays
10. Click the Last link in the Dependent/Beneficiaries The last DependentBeneficiary
header bar to view the last dependent/beneficiary. displays
11. Click the First link in the Dependent/Beneficiaries The frst Dependent/Benefciary
header bar to view the first dependent/beneficiary. displays
12. Click the Address tab. The Address page displays
13. Click the Personal Profile tab. The Personal Profile page
displays
14. Click B= The US Federal Government

Medicare displays

Historic information on dependents and beneficiaries is not kept by SEMA4.
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Name page

2 Update Dependent/Beneficiary - Microsoft Internet Explorer

Eile Edit ‘View Favorites Tools Help

y A . A B =
@Back - Q @ @ o pSEarEh . Favorites @ p:'{v g & - 3
Acddress | ] hitps: fumiw, semad. state, mn.us/psplaracle_user_training/EMPLOYEE/HRMS/ cjADMINISTER_BASE_BENEFITS, DEPEND_BENEF GEL?PORTALPARAM_PTCHAY=HC_DEPEND_BEMEF_GBL1GEOPP.SCNade=HRMSZE ¥ | g 80 Links »
State Of Minnesota

< Employes/Dependent
Information
— Beview HRiJob/Payroll

Data !
— Benefits Personal Data

Mew Window | Help | Customize Page | 5

Name ' Address | Personal Prafile |

Doe Jane Anne PersonID: 01080004 EMP

— Becord Dep/Ben
comments Dependent Beneficiary ID: o1

— Beview Dep/Ben
Sumrmary

— Update ABBRS "

— Review ABBRS Effective Date:  05/07/2003

[> Review Employee Benefits Format Type: English

[> Enrall In Benefits nalis| Edit Mame

[ Manage Autornated Name: Doe,JasparJ
Enrollment _

b Maintain Primary Jobs |
I* Reports

[+ Interface with Providers
I> Manitor Savings Pln

Extensions Save | AReturnto Search Fl Updiste Displs Include Histor
I Administer COBRA EES pdcteDispley | 21 v |

Benefits Mame | Address | Personal Profile
> Benefits Billing
[ Admin Flex Spending Acct
us
[> Contacts

> On-Cemand Reports

[> Switch User

[ Workforce Development

> Organizational Development
- Enterprise Learning

- Workforce Monitaring

> Reparting Tools
[ PeopleTools

£
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Name fields

Field

Description

Dependent/Beneficiary ID

The dependent ID is assigned by SEMA4 when the dependent or
beneficiary is entered. Note: Dependent/Beneficiary IDs are
assigned in consecutive order when the dependent information is
entered.

Relationship to Employee

Identifies the dependent or beneficiary's relationship to the employee
(such as spouse, child, father).

DepBenef Type (dependent
beneficiary type)

Identifies the type of dependent or beneficiary
Benef: Beneficiary only.
COBRA Only: COBRA dependent only
Dep/Benef: Dependent and beneficiary.
Dependent: Dependent only.

Format Using

Country code for the dependent or beneficiary. This value controls
the formatting of the remainder of the page soit’s country specific.

Prefix If indicated by the employee, this field will contain the preferred prefix
for the dependent’s or beneficiary’s name (such as Mr., Ms).

First The first name of the dependent or beneficiary, as provided by the
employee.

Middle The middle name or middle initial of the dependent or beneficiary.

Last The last name of the dependent or beneficiary.

Suffix If indicated by the employee, this field contains the preferred suffix
(Jr., Sr.) for the dependent’s or beneficiary’s last name.

Name Displays the dependent or beneficiary’s name in the standard SEMA4

name format.

Note: All information aboutdependents and beneficiariesis supplied byemployee (example: If an employee
suppliesanickname, thatname will appearin SEMA4 for that dependent/beneficiary).

Benefits Inquiry

Viewing DependentBeneficiary Information 33




Address page

Q-0 HE

Eile Edit ‘View Favorites Tools Help

2 Update Dependent/Beneficiary - Microsoft Internet Explorer

) /.7] Search ‘i\?Favuntes &

% & -3

Address @j https:fivmaw, semad. state,
State Of Minnesota

< Employes/Dependent
Information
— Beview HRiJob/Payroll
Data
ts Persanal Data

pendent’Bane
cord Dep/Ben
Comrments
— Beview Dep/Ben
Sumrmary
— Update ABBRS
— Review ABBRS
> Review Emploves Benefits
[> Enroll In Benefits
I Manage Automated
Enrallment
I+ Maintain Primary Jobs
I* Reports
[+ Interface with Providers
I> Manitor Savings Pln
Extensions
[> Administer COBRA
Benefits
> Benefits Billing
[ Admin Flex Spending Acct

us

[> Contacts
[ Compensation
- Payrall
> On-Cemand Reports
[> Switch User
[ Workforce Development
> Organizational Development
- Enterprise Learning
- Workforce Monitaring
[ et Up HRME
[ et Up SACR
[ Wiorklist
> Reparting Tools
[ PeopleTools

kame | Address | Personal Profile

mn.us/psploracle_user _training/EMPLOVEEHRMSc/ADMINISTER_BASE_BEMEFITS.DEPEND_BENEF GBL?PORTALPARAM_PTCNAY=HC_DEPEND_BEMEF_GEL1EOPP.SCNode=HRMSSE ¥ | | Go Links >

B A

hiEs

Mews Window | Heln | Customize Page |

[ Mame " Address Y Fersonal Prafile |

DoeJane Anne

Person ID: 01080004

Dependent/Beneficiaries

DependentBeneficiary ID: 01 Name: DoeJasparJ

jAddress History
Effective Date:

First 4] 1 of 1 [H Last

08i07i2002

Same Address as Employee Address Type: Home

Country: usA United States
Address: 1234 hlain 5t
ST PAUL, MM 55100
123 Ramsey

Same Phone as Employee Phone Type: Home

Phone: 651/223-9983

LLReturnto Search

Update/Display
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Address field

S

Field

Description

Address Type

If the employee listed the dependent or beneficiary as having the same address as
the employee, a check will appear in the box next to Same Address as Employee
and “Home” will appear in this field. If the employee provided a different address type
(such as legal) for the dependent or beneficiary, there is no check in the box next to
Same Address As Employee and a different address will appear in this field. The
dependent or beneficiary address will appear in the area below the check boxes. If
the address is the same as the employee’s, the area is labeled “Employee’s Current
Address.” If the address is different from the employee’s home address, the area is
labeled “Contact Address.”

Phone Type

If the employee listed the dependent or beneficiary as having the same phone
number as the employee, a check will appear in the box next to Same Phone as
Employee and “Home” will appear in this field. If the employee provided a different
phone type (such as business) for the dependent or beneficiary, there is no check in
the box next to Same Phone as Employee and a different value will appear in this
field. The dependent or beneficiary phone will appear in the area below the address.
If the phone number is the same as the employee’s, the area is labeled “Employee’s
Phone.” If the address is different from the employee’'s home address, the area is
labeled “Contact Phone.”

Note: employee supplies all information aboutdependents and beneficiaries.
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Personal Profile page

‘D Update Dependent/Mencliciary - Micrasoft Internet Fxplarer

Ele Edt  Wew Favorkes Tooks  Help
. A &y A s \ .

Qes - © (¥ @ @ P Jromes @ 2-5 & - B

Agdress @J It furvees. seimast,stalm. s s s or acle_tsser_tr s/ EMPLOYEE[MAMS]c/ADMINISTER,_BASE_BENEFITS.OEPEND_BENEF. GELTPORTALEARAM_PTCHAY=HC_DEFEND_BENEF_GEL1BEORP, SCHodemrisseg v | 0

State Of Minnesota

= Employee/Dependent
Information
= Review HRELQbP el

Dioe, Jane Anne Person I 01080004

Dependent Beneficlary ID: 01 Name:  Doe Jaspar)

= Up B
Eesiew ARORE Date of Birtl: 04121 960 Birth Country: Binth State:
I Risviivw Ernployie Benefls
1+ Enroll In Benefits Diate of Death: L L
Madicare Emnted De:

Enroliment Rigargfiraers Fhone Mumbers
& Maintain Primary Jobs =
I Reporls

Personal History

[+ Interface with Froviders EMecthoe Date: DSMTIZ003
I+ Monitor Savings Pln
Exienslons Relationship to Employee: Spouse
L Administer COBRA
Benefts Dependent Beneficiany Type: Bath
L Banams Billing
> Admin Figx Spending Azel Gender: Wale
ug . - -
b Gontals Marital Status: Married As o 0821982
Stden aghi:
Disabled d. o
Sinoker ng ot

o Entarprise Leaming
& Workforce Monitaring
I Sat Up HRM

:; m:’ Pz * B us Federal Governament
~ National ID

Comii
m—

Chccapation:

[+ PeopleTools ~ Matinral N Tuas

Blatiaal N Drivae I M
—— ——

Benefits Inquiry Viewing Dependent/Beneficiary Information 35



Personal Profile fields

Field

Description

Birthdate

The dependent or beneficiary's birth date.

Birth Country

This field will not be maintained in SEMA4. The country in which the
dependent or beneficiary was born.

Birth Location

This field will not be maintained in SEMAA4. City or county of the dependent’s
or beneficiary’s birth.

Gender

The dependent’s or beneficiary’s gender.

Marital Status

Dependent’s or beneficiary's marital status.

Marital Status Date

The date of the current marital status. This information is not effective-dated,
so historical information is not tracked. The field may be blank.

Student

This box is checked if the dependent or beneficiary is a student.

Student Status Date

The most recent date of the dependent’s student status. This information is not
effective-dated so historical information is not tracked. The health plan
administrators establish and review this date. The information in this field is
updated monthly and is based on input from the health plan administrators.

Disabled

Checked if the dependent or beneficiary is disabled. This information is not
effective-dated so historical information is not tracked. The health plan

administrators establish and review this date. The information in this field is
updated monthly and is based on input from the health plan administrators.

Smoker

Checked if the dependent or beneficiary is a smoker. This field is not be
maintained in SEMA4.

Occupation

Lists the dependent’s or beneficiary’s occupation provided by the employee.
This field is not maintained in SEMAA4.

Medicare Entitled
Date

The date on which the dependent or beneficiary became eligible for Medicare.

Date of Death

If the person listed is deceased, the date of death.

Riders/Orders Link

Click this link to access any orders [example: QMCSO (Qualified Medical Child
Support Orders)] that may existin SEMAA4. Please reference the next SEMA4
page described in this Guide.

Phone Numbers Link

This link opens a page with additional telephone number (examples: business,
cellular) available for the individual listed.

Note: The employee suppliesall information aboutdependents and beneficiaries.

National ID

These fields are not used by SEMA4. This group box contains dependent/beneficiary
national identification number(s). Dependents and beneficiaries with citizenship in more than
one country can have more than one national ID and more than one row of information.
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Dependent/Beneficiary Riders

This secondary page does not appear in User Training database.
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Dependent/Beneficiary Riders fields

Field Description

Empl ID This is the employee’s employee number. Note: The employee’s name is not on
this page. Use caution to ensure that you are looking at the correct employee.

Dependent/Benef | The dependent ID assigned by SEMA4 when a dependent or beneficiary is

iciary ID entered. Note: The dependent’s or beneficiary’s name is not on this page. Use
caution to ensure that you are looking at the correct dependent or beneficiary.

Plan Type The type of plan to which the court order relates (such as medical, dental,
medical and dental, life insurance).

Start Date The effective date of the court order.

Sequence Lists the priority order of court orders that go into effect on the same date. Lower
numbers take precedence over higher numbers.

Status Indicates whether the court order is Active or Inactive. This field is usually used

to wid court orders before the end date takes effect. When a court order is
Inactive, the system will not enforce any validations against it.

Exception Type

Indicates the type of rider. Riders can be court orders, a spousal waiver
(example: the spouse formally waives any rights to beneficiary claims from a life
insurance policy), or other.

End Date The date on which the court order ends. After the court order expires, the system
will no longer enforce any validations against it.

State The state in which the court order was issued.

Court Order The official number issued by the state for this court order.

Number

Comment Any comments regarding the rider may be found in this field.
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VIEW DEPENDENT/BENEFICIARY INFORMATION

EXERCISE

In this exercise, you have an opportunity to view dependent/beneficiary information.

Resources

You may use these resources in completing this exercise:
e The step-by-step instructions in the walk-through
e SEMA4 Help

Directions

An employee is planning for retirement and wants to check their insurance dependents and
beneficiaries. You need to find the dependent/beneficiary information.

View Dependent/Beneficiary Information

ACTION
1. If you have signed out of SEMA4, sign in to the User
Training database.

RESULT
Main menu appears

Update Dependent/Beneficiary

2. Select Benefits > Employee/Dependent Information >
search page displays

Update Dependent/Beneficiary.

The Dependent/Beneficiary
Name page displays

Search

3. Enter employee ID 01080005 and click

. In the Dependent/Beneficiaries header bar, click the View | View all of the
All link. dependents'/beneficiaries’
names listed

. Scroll down to view the dependent and beneficiary
information.

All of the dependents’ and
beneficiaries’ names display

. Click the Address page tab.

The Address page displays

. Click the Personal Profile page tab.

The Personal Profle page
displays
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REVIEW QUESTIONS

Review what you just learned by answering the following questions. If you have
difficulty answering the questions, review the topic.

1. The Dependent/Beneficiary component has three pages. In this component, to view
the address and phone number of an employee’s dependents and beneficiaries, click
the page tab.

2. True or False. The Riders/Orders page reflects updated address information for a
Dependent/Beneficiary.

3. Dependent coverage and applicable beneficiaries can only be found on the page
specific to that benefit. Refer to the

page to view dependents included under an employee's medical

coverage.

Check your answers on the next page.
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REVIEW ANSWERS

Check your answers to the review questions.

1. The Dependent/Beneficiary component has four pages. In this component, to view the
address and phone number of an employee’s dependents and beneficiaries, click the
Address page tab.

2. True or False. The Riders/Orders page reflects updated address information for a
Dependent/Beneficiary.

False

3. Dependent coverage and applicable beneficiaries can only be found on the page
specific to that benefit. Refer to the Health Benefits Elections page to view
dependents included under an employee's medical coverage.

Continue to the next topic, Viewing Summary Information.
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Viewing Summary Information

Introduction
SEMAM4 provides summary information about the employee and the
dependents/beneficiaries.

You can view these components by clicking on the correct link on the menu:

Benefits Enrollment Summary

Dependent/Beneficiary Summary

Walk-Through \/|Esw BENEFITS ENROLLMENT SUMMARY AND
DEPENDENT/BENEFICIARY SUMMARY

In the following walk-through, you will look at the employee data summary and the
dependent/beneficiary summary.

View the Benefits Enrollment Summary
ACTION

1.

If you have signed out of SEMA4, sign into the User
Training database.

RESULT
Main menu appears

2. Select Benefit s> Review Employee Benefits > Current | Current Benefis Summary
Benefits Summary. search page displays
. . Search Alist of search results display

3. Enter Doe in the name search field. Click

4. Select the Jane Anne Doe record. The Benefit Enroliment
Summary page displays

5. Review the information on the page.

6. Select the Benefit Deduction Summary page tab. The Benefit Deduction Summary
page displays

7. Review the information on the page.
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Benefit Enrollment Summary page

2 Current Benefits Summary - Microsoft Internet Explorer
File  Edit

Yiew  Favorites

esack - Q |ﬂ @ _h /:] Search ‘?)::(Favuntes &
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[ Warkfarce Administration

= Berefits Doe,Jane Anne Employee ID: 01080004  Benefit Red Nbr: 0
> Employee/Dependent Primary EmplRed: 0
Information Benefits System:  Base Benefits

= Review Employee Benefits

Benefit Program: MRF - State of MN Full ER Caontribin

Benefits Status Active
[ Enrall In Benefits
b rgana”ge Au‘tnmated Current Enrollments
nrollmen i " L
VI Elect Benefit Plan Coverage or Participation Loverage Begin
I Maintain Primary Jobs Plan Type Elect Benefit Plan Coverage or Participation Coverage Begin
I Reports 10 MAHP E BCODIB  BC1004D0B Family 10/08/2003
> Interface with Providers " Dental E sDo018 SD1 00508 Family 10/08/2003
e n;;mmr_ Sawings Pin &0 MDEA E MDEA MediDenExp §800 Pledge 05/07/2003
ensions .

1> Administer COBRA 61 DCEA Wi Waived 05/07/2003

Beneiits &Y TEA-Pking W Waived 05072003
3 Eengﬁts Billing ) B TEA-BusWan E BYEA BusivanExp §420 Pledge 08/07/2003
Dﬁﬂsm'“ Il EEIRGIAE (6l ™ Retirerment E A Msrs 49 of Eamings 05/07/2003
[ Contacts

> Compensation
[ Payroll L\Return to Search
(> On-Demand Reports
> Bwitch User Benefit Enroliment Summary | Benefit Deduction Surmmary
- Workforce Development

> Organizational Development
[ Enterprise Learning

- Workfarce Monitaring

[ Set Up HRMS

[> Set Up SACR

[ Worklist

> Reporting Tools

[ PeopleTools

— My Personalizations

— My Dictionary

— My Profile

This page provides summary data of the employee’s current insurance elections.
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View Dependent/Beneficiary Summary

ACTION RESULT
1. Onthe menu, select Benefits > Employee/Dependent The Review Dept/Ben. Search

Information > Review Dep/Ben Summary. page displays
2. Enter Doe in the name search field. Click | Searen Main menu appears
3. Select the Jane Anne Doe record. The Dependent/Benef page

displays

4. Review the information on the page.

Click the Home link. Main menu appears

Dependent/Benef. page

‘2 Review Dep/Ben Summary - Microsoft Internet Explorer

File Edt View Favortes Tools  Help

Oﬁack - Q Iﬂ Ig 7;‘1 /-\‘Saarch ‘f\;iFavnrites £ Sl W o- ‘i‘i

fiddress | ] hitps: v, semad.state. mn.us/psploracle_user_training EMPLOVEEJHRMS/c/ADMINISTER_BASE_BEMEFITS,DEPEND_BENEF_SUMM,GBL?PORTALPARAM_PTCHAY=HC_DEPEND_BENEF_SUMM_GBLZRECRR. SCH ¥ G0

= Employee/Dependent o Mew Window | Help | Customize Pace | 15

Informatian
752:;4“ HRilab/Payroll Dependent Benef.

— Benefits Personal Data

— Lpdate
DependentBeneficiary

— Record Dep/Ben Dependent / Beneficiary Summary
comments Name

1 Doe JasparJd DepiBenefl Spouse

DoeJane Anne Person ID: 01080004

pdate ABORS 0z Doe Melissa A DepiBenef Child
— Beview AHBRS 03 DoeFerdinand M DepiBenef Child

I» Review Employee Benefits

[z Enrall In Benefits

[ Manage Automated
Enraliment

> Maintain Primary Jobs

I* Reports

[ Interface with Providers

[ Manitar Sawings Pln
Extensions

[> Administer COBRA
Benefits

I Bengfits Billing

I Admin Flex Spending Acct

us LLReturn to Search
[» Contacts

> Compensation

- Payrall

- On-Demand Reports

[ Switch User

- Workfarce Developrment

[ Organizational Development
[ Enterptise Learning

- Workforce Monitoring

[ Set Up HRMS

[- Set Up SACR

[ orklist

> Reporting Tools

[ PeopleTools P

Links >
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VIEW EMPLOYEE DATA SUMMARY AND DEPENDENT/BENEFICIARY SUMMARY

EXERCISE

In this exercise, you have an opportunity to view summarized employee and
dependent/beneficiary information.

Resources

You may use these resources in completing this exercise:
e The step-by-step instructions in the walk-through
e SEMAJ4 Help

Directions

Follow the steps below to look up summarized employee and dependent/beneficiary
information for employee George Smith.

View Employee Data Summary and Dependent/Beneficiary Summary

ACTION RESULT

1. To find summarized employee data: Current Benefis: Summary
Select Benefits> Review Employee Benefits > Current | search page displays
Benefits Summary.

The Benefit Enrollment
Summary page displays

2. Enter employee ID 01080005 and click =~ Search

Review the information.

4. To find summarized dependent/beneficiary information: | The Dependent/Benef. page
Select Benefits > Employee/Dependent Information > | displays
Review Dep/Ben Summary.

5. Review the information.

Continue to the next topic, Viewing Employee Event Detail.
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Viewing Employee Event Detalil

Introduction

Use the Employee Event Summary component to answer questions about whether enroliment
forms were sent, and the status of a participant's benefits enrollment process.

The Participant page is found on the Employee Event Summary component and displays the
status, processing, and eligibility information for a benefits participant.

On this page you can view information about the status of an employee’s enrollment in

benefit program elections.

m ‘VIEW SEMA4 HELP

Complete the following steps to look up the step-by-step instructions in SEMA4 Help. (Data

for this page is not in the User Training database.)

ACTION
1. Access SEMA4 Help.

RESULT
SEMA4 Help Contents displays

2. Select HR/Payroll Functions.

Alist of HR/Payroll Functions
displays

3. Select Benefits under Human Resources.

The Benefis — Contents
displays

4. Select Pages and Fields.

The Benefits — Pages and Fields
displays

5. Scroll down and select Participant.

The Participant — Page
Overview displays

6. Click |=__Steps |

View Employee Event Summary
— Steps displays

7. Exit SEMA4 Help.

Benefits Inquiry Viewing Employee Event Defail
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The Participant page is accessed by selecting Benefits > Manage Automated Benefits >
Review Processing Results > Employee Event Detail.

(The User Training database does not contain Employee Event Detail data.)

Participant page

-2 Employee Event Detail - Microsoft Internet Explorer:

Address @ https:j,
State Of Minnes

> Emplovee/Dependent
Informatian

> Review Employes Benefits

[> Enrall In Bengfits

= Manage Autormnated
Entallment
[> Events
> Participant Enrolliment
= Review Processing

Results
Processing Messages

Sthedule Surmmary
— Passive Event History
- Investigate Exceptions
I Maintain Primary Jobs
I» Reports
[ Interface with Providers
[ Manitaor Savings Pln
Extensions
[> Administer COBRA
Benefits
I Benefits Billing
[ Admin Flex Spending Acct
us
[> Contacts
[ Campensation
- Payrall
> On-Demand Reports
[ Switch Lser
- Workfarce Developrment
[ Organizational Development
[ Enterprise Learning
> Workforce Monitoring
[+ SetUp HRMS
[> Bet Up SACR
[ Warklist
- Reporting Tools
- PeopleTools
— My Personalizations
— My Dictionary
— My Profile

File Edit View Favorites Tools Help e
Y A = N =Y A —
- ) =¥ 2~ - X
eﬁack (> |ﬂ @ ) search 7 Fevortes & B-da & 3
15:7210)psp/s430IG/EMPLOVEE /HRMS{c{ADMINISTER_AUTOMATED_BEMEFITS BAS_PARTIC_ING.GELFPORTALPARAM_PTCNAY=HC_BAS_PARTIC_ING_GBLBEOPP SCHo Blce Lnks >

{ Participant "\__PlanType } Opfion and Gost |

Mew Window | Help | 5, 4

Sched ID: EM US Event Maintenance

EmpliD: 01121620 DoeyJane Anne

D: 1 Empl Redz: a Date: 02i05i2008
Status:  Closed to Processing Effseq: 0
Class: IHR  |BU Hire Priority: 101
Source; -ob Data Change Multi-Activity Indicator
Benefit Program:  MIWF  State of MM Full ER Caontribin

Process Status:
Status Date:
Process Indicator:
Election Source:
Excess Credit:
Option Notify:
Confirm Notify:

Finalize/Apply Defaults

El lity Source
EmplRed®  Effidt Effseq PriJob InclElig Incl Ded Eligibility Source
02/05/2008 ADDRESSES
0 02052008 1} JOB

&

Finalized - Enrolled
0322008

MNormal Processing

Web

Cash

0311152008 ElectionRowd:  03412/2008

Confirm Rowd:

Suppress Forms: Suppr Both

Benefit Reds: 0
EmplRcds: [ COBRA Action:
Addr Effdt:  02/05/200%
Job Effdt: 02i05i2008 Effseq: 0

Address Higibility Changed
MukiiJob Indicator Changed
Job Eligibility Changed
Event Ourt of Sequence
Event Disconnected

Available through Self Service

EnrlPrint Days: a

3
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Participant fields (only fields important for checking the status of an employee’s benefit
enrollment are listed described)

Field

Description

Process Status

Shows the status of an employee’s enrollment.
Notified indicates enrollment forms were mailed to the employee.

Prepared indicates that event has an impact on the employee’s benefits - it
may be terminating them, it may be changing the level of ER Contribution,
etc.

Finalized Entered indicates the employee has returned a completed
enrollment form and the enrollment has been entered either in self senice or
election entry.

Finalized - Prepared None indicates the event does not allow changes to
the employee’s benefits.

Program Elig Assigned indicates the employee has been assigned to the
Benefit Program and is the event is waiting to move further along in the
process. (Note: For purposes of processing newly eligible employees, New
Hires are initially assigned to a Default program.)

Enrolled indicates the employee is enrolled for this event and enroliments
can now be seen in Administer Base Benefit pages.

All other status descriptions require SEGIP intervention; SEGIP will correct
any problems.

Status Date

The date the Process Status occurred.

Election Source

If employee enrolled, you will see a brief description of how enrollment was
accomplished.

None Entered indicates that no enrollment information has been returned
by employee and processed by SEGIP. — Default coverage may be applied.
Employees with the Action Data Change and Reason IC (Insurance
Conwersion) may also have an Election Source of None Entered.

Manual indicates that paper forms were returned to accomplish enroliment.

Web indicates the employee enrolled using the Web.

Option Notify

The most recent date forms were generated. (Example: If only one set of
enrollment forms were generated, the date of those forms appears.
However, if corrected forms were required, the date the corrected forms
were generated will appear.)

Benefits Inquiry
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REVIEW QUESTIONS

Review what you just learned by answering the following questions. If you have
difficulty answering the questions, review the topic.

1. To find out whether enrollment forms were sent and the status of a participant’s benefits
enrollment process, select Benefits > > Review
Processing Results > Employee Event Detail.

a. Manage Automated Benefits

b. Administer Base Benefits

c. Automated Enrollment

d. Manage Acct Status and Balance

2. The Employee Event Detail component contains three pages; the page on which to learn
if forms were sent is the page.

a. Employee
b. Dependent
c. Participant
d. Plan Type

3. To find out the status of enrollment, look at the field.

a. Employment Status
b. Event Status

c. Enrollment Status
d. Process Status

Check your answers on the next page.
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REVIEW ANSWERS

Check your answers to the review questions.

1. To find out whether enrollment forms were sent and the status of a participant’s benefits
enrollment process, select Benefits > > Review
Processing Results > Employee Event Detail.

a. Manage Automated Benefits

2. The Employee Event Detail component contains three pages; the page on which to learn
if forms were sent is the page.

c. Participant

3. To find out the status of enrollment, look at the field.

d. Process Status

Continue to the Conclusion.
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Conclusion

Summary

In this guide, you learned how to use steps in SEMA4 Help to view benefit enroliment
information, dependent/beneficiary information and summary information in SEMA4.

Objectives

This guide included the following topics:

Viewing Benefit Enrollment Information

You learned how to use SEMA4 to view benefit enroliment information. You found
information in the Health Benefit Elections page (including medical and dental
benefits), Life/ADD Elections page, and the Spending Accounts page.

Viewing Dependent/Beneficiary Information
You learned how to view information about all dependents and beneficiaries listed by
the employee.

Viewing Summary Information
You learned how to view summary information about an employee, and about
dependents and beneficiaries.

Viewing Employee Event Detail
You learned how to view the status of an employee’s enrollment in benefit program
elections.

Evaluation Form

Complete the Evaluation form on the next page.

Thank you for participating!
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Evaluation

Benefits Inquiry

Your Name (Optional) Date

Agency

Check the box that best describes what you learned.

CONCEPTS I FULLY | AV SLIGHTLY | | DO NOT Was NOT

UNDERSTAND CONFUSED UNDERSTAND ADDRESSED
Accessing SEMA4 Help
Accessing employee benefit
information
Accessing dependent/beneficiary
information

PROCESSES |

View employee medical coverage
View employee dental coverage
View employee life insurance
coverage, accidental death and
dismemberment coverage, short term
disability coverage, and long term
disability coverage
View Spending Accounts benefits
View employee’s dependents and
beneficiaries
View employee data summary
View dependent/beneficiary summary

In what three ways will you apply what you have learned in this guide?

Write any other comments on the back of this form.

Thank you!
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