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Base Benefits Overview
Key Changes

m Conversion of some general deductions to benefit plans
m Redefinition of 2% Deduction Code
m Consolidation of Leave Plans with FTE
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Your Base Benefits Pages

Maintaining Employee Base Benefits Data

| Administering Benefits i

« Enrolling an Employee in a Benefit Plan
» Entering Dependent and Beneficiary Information
» Entering Employee Health Benefits Information

+ Updating Employee Life and Accidental Death/Dismemberment (AD/D)
Benefits Information

» Enrolling in Spending Account Plans

« Enrolling in Leave Plans

» Enrolling in Savings Benefit Plans

« Enrolling in Public Employees Retirement Program

Administering FMLA -

+ Entering FMLA Leave
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Your Base Benefits Pages
Understanding the Ben Record Number

m |f you hire an employee into a new job and he or she has
an existing Benefits program that will remain the same,
you should use that Ben Record Number.

m The system looks to see if it has to do anything different.
It looks for variables. The only time you would change
the benefit record is when you need to enroll the
employee in a different benefit program.
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Your Base Benefits Pages
Health Benefit Elections

Jf Health Benefit Elections '

Vito Corleans Employvee ID: 19987777 Benefit Rcd Nbr: 0

Find | iew Al First

*Plan Type: DQ Health Ben Ef|t
EIEEEES Elections

‘Coverage BeginDate: | | b ‘Deduction Begin Date: H 4 All Non-Unit
Coverage Election: @Hect Owaive OTerminate L ‘Election Date: Eﬂ De ntal p I ans Wl I I
Benefit Program: A_MUP

[ option Code: now be entered
Coverage Code: |:|Q on thIS page

Health Provider ID: | | OPreviously Seen Z

Employee Status: Active

Enroll All Dependents |

Dependent/Beneficiaries

- a =L
Customize | =

4D Name Relationship Health Provider Ip EL&Y LOvered Person
Seen Type

1o =

a

Age Limit Flg

B Save | £ Return to Search | [Z] Metity | 1) Refresh | UpdatefDisplayl J Include History | [&* Correct History
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Your Base Benefits Pages
Savings Plan Elections

J Savings Plan Elections

Judy Garlander Employee I 10107347 Benefit Red Nbr: 0
Highly Compensatedd

Eind | “iew All First 0 1 of 1 L] Last

+
‘Plan Type: | Q =]

Find | Wiew All First 4 af 4 L2 Last

‘Coverage Begin Date: I:lE“J v ‘Deduction Begin Date: I:lE‘J e, [+][=]

Participation Election: ~ ©'Elect  OWaive O Terminate 7% *Election Date: E‘J SaV| n g S Pl an

Benefit Program: A_AFSCTME

Benefit Plan: I:lq Option Code: El eCt I O n S

You will be able to
Flat Amount: :lﬂ Flat Amount: :lﬂ

Percent of Earnings: |:| Percent of Earnings: |:| VI eW an e m p I Oyee S
Annual Excess Credits: S a.Vl n g S P I an
PayrollStatus:  stve Deductions on this

Assign All Beneficiaries |

Dependent/Beneficiaries Customize | Find | i page " 7
N . . Beneficiary Flat
D Hame Relationship Percentage Amount Excess C

[ & | I 0 O =

Total Primary Percent: Update Totals |

Total Contingent Percent:
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Spending Accounts

[ Spending Accounts |

Direct

Judy Garlander Employee

*Coverage Begin Date: I:IE‘J e

Coverage Election: ®Eect Owaive O Terminate

Benefit Program: AFSCME

Benefit Plan: I:I Q
Annual Pledge: F0.00

Credit Rollover Included in Pledge:

Empl Contribution Ohverride: I:I

Bl save | SLReturnto Sesrch | [=] Matify | s Refresh |

ID: 10107847 Spending Accounts

‘Deduction Begin Date;
« ‘Election Date:

Option Code:

FSA Account Status:
Contrilmmtions YTD:

Employee Status:

m SPending Accounts
| and Healthcare Fee
wey| iINfOrmation will now
— 1 be recorded on this
[

age.
115108 p g
Active

F0.00
Active

A Include Histary | [3F Correct History
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Your Base Benefits Pages
Personal Leave Plans

m Introduction of new automation that calculates leave
awards based on the full time accrual of hours/days.
Reduces the number of personal leave plans

Reduces the number of entries to the run control panel done by
UITS on a biweekly basis.

Eliminates manually adjusting leave accruals based on FTE
percentages for New Hire/Rehire leave plan awards throughout
the year.



" J 7Z1RR
Direct

Understanding HR Direct: Online
Tutorials & More

m You will have access to the following training tools:
Training Courses (Classroom)
Online Tutorials
Job Aids

Direct help within the HR Direct Application, click the Help link.
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