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Basic Navigation
Logging In

Concordia Plans must set up all Plan Administrators for access to the Employer Portal. Contact CPS at 888-927-7526 or
to request portal access for your ministry. On your first log in, you will need to reset your
password. Follow the steps below to reset your password and log into the Employer Portal.

1. Goto to access the login page.
e Enteryour:
o Employer Email: Email address you used to register for the Employer Portal.
o Password: Temporary password provided by CPS.

o C(Click Log In.

(@Y coNCORDIA PLANS

Log In

Employer Email

C_ -]

2. Enter a new password of your choice following the password rules listed on the screen, then click Change Password.

6 CONCORDIA PLANS

Change Password for

ITest@cps.org

Q d—

Repeat New password Sy fimem—

[ Change Password ]

Cancel and Return to Sign In

(?) Password Rules:

* Must contain @ minimum of 8 and a maximum of 12
alphanumeric characters.

® Must contain at least one lowercase letter.

Must contain at least one uppercase letter.

Must contain at least one number.

* Must contain special characters, such as, but not limited
10T @7, 8 W

* Must not re-use your previous 6 passwords.

* Must not be repeated within the past 60 days.



mailto:info@concordiaplans.org
http://www.concordiaplans.org/EmployerPortal

3. Agreen confirmation will alert you that your password has been set. You can now log into the site by entering your
email address, your new password and clicking Log In.

Log In

O] New password set successfully.
st |0y er Email
ﬂsword o

=]

4. The Employer Portal Home screen displays. You can now use the Employer Portal.

Concordia
Plans

Q

A Home
2o Participant Search
a Billing

.‘. Plan Reporting

B CcPs

Participant Management

Search Participant... Q + Add Participant

Fname / Lname / Employee ID

Welcome to your new

employer portal!

View employer portal resources

Employer Portal Resources

We're excited you are here! We hope you find your experience intuitive and easy-to-use. If you need help, we
encourage you to visit our Employer Portal Help page for step-by-step guides and helpful resources.

Forgotten Password Recovery
e Contact CPS at 888-927-7526 or to reset your password.
e CPS will provide you with a temporary password. Follow the instructions to reset your password.


mailto:info@concordiaplans.org

Home
The options a user can see on the Home screen vary based on the administrator’s access level. As an Invoice

Administrator, you will see the options displayed below.

Concordia : ) i Tesgess o

Plans
5 n CPS

A ovome 1
2 Porticipant Search YAParticipant Management

e My Team

Q 4 Add Partcipant

0 sy

e Plan Reporting

You donit currently have access to any Team Members.

Welcome to your new
employer portal!

View employer portal resources

13 >

4 Employer Portal Resources
We're oxcioed you are herel We hope you find your experience inuuicive and essy-co-use: I you need help, we encourage you to visic our Employer Portal _

by-step guides and helpful resources

Employer Billing

Employers

Ghutoay

1. Left Navigation Menu: Links to different places within the Employer Portal. The options you see in the left
navigation menu vary based on an administrator’s user access level. As an Invoice Administrator you will see the

options listed below.



Some options, such as Participant Search, will display a white sub-menu to the right. Use the << icons to collapse the
menus. Once collapsed, you can also use the >> to expand and view the menus.

Collapse: Expand (found in bottom left corner):

Concordia
Plans »

Search Member

Home
.t My Work Search. q
2 Participant Search
5 My Organization
Conversations irst Name 0]

Billing

g Plan Reporting

-2, Add Participant Employee#

ea User Management

Employer

Search Dependents

Q, search

Cleal

The Home screen also contains multiple small sections, referred to as cards. These cards provide immediate access to
many of the functions contained in the left navigation menu. The cards listed on the home screen are:

2. Participant Management: Search for members by name (First or Last) Social Security number or CPS member ID.
3. My Team: This is where an admin would view users (ie, portal admins) in your organization with access to the

Employer Portal. The Invoice Admin cannot access this information, therefore you will see a message stating that
you cannot see Team Members. Contact CPS if you have questions about your organization’s portal users.

4. Employer Portal Carousel: Access helpful resources for the Employer Portal and benefits administration. The
content in the carousel is subject to change and highlights timely information and resources. Use the < and > icons
to scroll through the available pages and click anywhere in that carousel image to access that page.

5. Employer Billing: View a quick summary of your balance due and submit electronic payments. Additional details
regarding are included in a later section.

In the upper right corner of the home screen, you will find additional functions within the Employer Portal.

6. Globe Icon: Click the icon to access the Concordia Plans website.

7. User Name and Account Menu: Click your user name to access a drop-down menu of account options, such as sign
out, change your password and view your login history.



Participant Search
In the Employer Portal, members are referred to as Participants.

To view workers at your ministry, use the Participant Search function.

Participant Management

Search Participant... _ O (i rticipant

Frame / Lname / Employee ID

1. Type a member’s name (first, last or both), Social Security number or CPS Member ID number into the Search
Participant field.

2. Click the magnifying glass icon or press the Enter key to begin your search.
The Search Member screen displays, with the member record available for selection.

Concordia % ®

Plans
Search Member

Name T Status T EE# T SIN/SSN T Employer T Sex. Relation Birth Date

Home I B

Q
f

f— 5
Advanced Filters

ible
Eligibl . - Female Spouse

n
Dependent Dependent

Billing

First Name
Plan Reporting

Members and dependents who match the search criteria will be displayed. Members are indicated with a person icon.

3. Toaccess the member’s data, click the person icon to the left of the member’s name.
The member’s Participant Profile screen displays.



g. Elizabeth x @ e alice.anemployer@cps.org v
Participant Profile
Elizabeth
P
Q Search Tools
Fermcipant Summery e <
Participant Information b
SSH Medical Last Adjustment
Employment Information Flan .
Gender Healthy Me HSA - A(BCBS)
Medicare Information Amount.
Option/Tier
Diste of Birth (age) Member Only
Coverage
Dental Go to Finance
Enrollment Histary Flan
- 5 Go to Participant Profile Dental Plus Unbundled
Communications Optian/Tier Required Documents (¢
Billing Member Only
Dependents c Vision
COEBRA Plan
Wision Basic Unbundled Crest=date
QMCSC
Option/Tier Due on:
Relationship: Member Gnly Status:
DOB: Health Savings Account Member Event
Plan
Health Savings Account Member
Go o Dependents Contribution Go to Required Documents
Option/Tier
Not Participating
Supplemental Life - Employee
Bian
Go o Coverage
« v

Note that the name of the selected member appears in a tab at the top of the screen.

Concordia 2 lizaberh  (EE—

P|anS Participant Profile
Elizabeth

This screen is called the Participant Summary and the command is highlighted on a new white menu that displays. This
menu may be called the participant (or member) menu. Note that the Participant Search in the blue menu (left
navigation menu) takes you to the same place as the Participant Search on the home screen. Either of these methods is
correct.

Participant Summary m—

Participant Information ?
Employment Information
Medicare Information

Coverage

Enrollment History
Communications >
Billing

COBRA

QMCs0o




Billing

The billing section is used to view and pay monthly invoices, as well as to administer billing preferences, such as invoice
delivery and auto-pay settings. This can be accessed from the Employer Billing card on your portal Home screen, or by
clicking Billing in the blue left navigation panel.

Search Entities

Group

Home

Participant Search

Billing

Direct Billed

Disabled Waiver of Premium

Employers r

Plan Reporting Retirees
Supplemental Life

Vitality

Status -

Q, search ]

Clear

To access your invoices from the Billing menu (versus the Employer Billing card on the Home screen).

1. Under Search Entities, select Employers in the Group field.

2. Click Search. A list of your invoices will appear. Click the invoice icon to access the Billing Home screen
(additional details provided in Billing Home Screen section(s) below).

La st_Date v
Invoiced

4 Employers Apr 30, 2023 Active

Entity T Name T Group T Location hi Balance Status



Billing Home Screen

The Billing Home Screen can be accessed by using the Billing option on the left navigation menu (illustrated in the
previous section) or by clicking the Employer Billing card on the Employer Portal Home screen.

The Employer Billing card on your Employer Portal home screen displays your balance due and the due date.

Employer Billing
Q

Employers

Balance Due Wed 05/31

$2,944.48

£ —

If your ministry is enrolled in Auto-Pay, you will see the balance due with an Auto-Pay indicator and the due date of the
invoice. (Note: This does not indicate your ACH deduction date. You can select a specific date for payment deduction
on a different screen.)

Employer Billing
Q

Employers

) Auto Pay Wed 05/31

$2,944.48

Click the Pay/View button.

10



The Billing Details screen displays, with Home selected on the organization navigation menu.

Billing Details

0\ Search Tools

Employers
Home

Transactions

Invoicing
Messages
Payments Latest Activity Date Amount
ce 5/01/2023
Credits There are unallocated payments on file

Adjustments

ACH

Currently Billed Participants

Number of Participants 13

Additional Information

Last Adjustment

Payment Plans

Salary
Statement Employee Grouping Active

Statement Sort 03/20/2023

Paid Through Date 05/31/2023

Click the blue icon to view a snapshot of the invoice balance details. Click it again to close the details window.

Employers

Balance

Latest Activity Balance as of 05/01/2023 Amount
Invoice run on 03/08/2023

Last Invoice
Beginning Balance

Last Payment
¥ Invoiced Amounts

Last Credi
astiredt Adjustments

| asr Adinsrment



Latest Activity

The Home screen displays the Latest Activity section, which may include invoices, payments, credits, and other
transactions.

Each transaction contains a link to its specific details in the Date column.

Latest Activity Date Amount

05/01/2023 _ 3743.25

Last Invoice

1. Click the date link to basic information about the invoice.
The Search Results section opens below.

Search Results o B
Id | Invoice Date 1 Invoice Type I Period BeginDate | Status [  PriorBalance [ Invoiced Amts/Adjustments | Allocated Pmts/Credits [ Unallocated Pmts/Credits | Amount Due [
2275 05/01/2023 Scheduled Processed £2,944.48

The Search Results displays the Invoice Date, Invoice Type, Status, Prior Balance, Invoiced Amounts/Adjustments,

Allocated Pmts/Credits, Unallocated Pmts/Credits, and Amount Due columns.

Note the ID column which contains a link.

2. Click the link in the ID column to show a list of transactions included in that particular invoice.
The Invoice Details section opens below, which contains all the transactions of the invoice.

Invoice Details -

Invaice Date 05/01/2023 Status Processed

Type Scheduled Invoice ID 22751

Period Begin Date

Run by

Invoice Transactions

View/Group By

05/01/2023 - 05/31/2023

on 03/08/2023 using billingInvoicesEmployers

Employee (Last, First) or Person ID

Transaction Type Billing ltem
~ v

Transaction Transaction Person
D Item Coverage Billing Period Name Amount

Date Type D

_ Concordia Retirement Plan (Pension) / Pension Traditional Option / Regular
nvoice Concordia Retirement Plan =
Basis

2777 H 03/08/2023 nvoice Disability Disability / Disability Benefit / 70% of Annual Compensation

12



Each transaction contains a link as well in its ID column.

Transaction Transaction
1D Item Coverage
Date Type
3777743 03/08/2023 Invoice Eo".c::u'dia Cnn;o_rd'a Reti'_e*nent Plan (Pen_sinn]r'Pens'on
Retirement Plan Traditional Option / Regular Basis

3. Click the link in the ID column to view additional details about a specific transaction.
The Transaction Details window opens.

Transaction Details For 2777712

Invoice Details

Invoice Date 05/01/2023
Type Scheduled

Invoice Status Processed

Invoice ID 22731

Run By

Run Date 032/08/2023

—

4. Click the Close button when finished viewing the Transaction Details.

13



Invoice Preferences

The Billing Home screen also contains an Invoice Preferences section, which allows for setting the display attributes of
the invoices.

Invoice Preferences

Exclude From Invoicing
Receive Statement

Statement Display Salary
Statement Employee Grouping

Statement Sort

_

1. Click the Update button.
The Invoice Preferences window opens.

nvoice Preferences

Exclude From Invoicing: w
Receive Statement: o

Statement Display Salary: ~
Statement Employee Grouping: v
Statement Sort: v

Save

2. Click the drop-down arrows in each of the preference fields, and make the appropriate selections for your
organization.

Choose from Mail or Email. Selecting Do Not Send will generate an error message and your changes will not be
saved.

Receive Statement: | v ‘

Statement Display Salary:

Do Not Send

Statement Employee Grouping: Mall

Note: The default Invoice Preference will be Mail.

e If Mail is selected, your invoice will be mailed to you on/around the 4% business day of the month. Your
invoice will include a Member Cost report, which displays changes to benefits that might result in a change
to worker payroll deduction.

o If Email is selected, you will receive an email notification at your portal-registered email address indicating
an invoice is ready for you to view in the Employer Portal. Your invoice will no longer be mailed.
o The Member Cost report will not be included on your digital invoice.
o Toview the Member Cost report, use the Plan Reporting section to run a Member Cost report.
o Additional instructions are included in the Plan Reporting > Custom Reports > Member Cost File
section of the training guide.

14



3. When finished, click the Save button.

Invoice Preferences *
Exclude From Invoicing: Mo I3

Receive Statement: Mail I

Statement Display Salary: Yes w

Statement Employee Grouping: None ~

Statement Sort: Name o

—

The updated preferences display in the Invoice Preferences section of the Billing Home screen.

Currently Billed Participants
The Currently Billed Participants card provides a quick view of the number of participants (members) on your current
invoice.

1. Click the View List button to view a list of your currently billed members.

Currently Billed Participants

Number of Participants 13

2. A new window opens that displays the Person ID (member ID), Name, Effective Date and End Date (if
applicable). Use the arrows to navigate through the list and click OK when you’re finished viewing.

Participants X

Person D 1 Name 1 Effective Date | End Date |

01/01/2023

023

Elements perpage 10 ~  1-10 of 13 showing 1< < > >l




Transactions

The Transactions screen shows individual transactions related to an invoice. You can also download a list of transactions
to Excel from this screen.

1. Click Transactions on the navigation menu to see the activity details for invoicing.

Home

Transactions (—

2. Alist of transactions will display.

Search Results

o]

D | Date | Transaction Type | Item | Coverage | Billing Period | PersonID [ Name | Amount |

Concordia Retirement Plar

/ Pension Traditiona

240511 02/23/2023 Invoice Disability

2405116 02/23/2023 Invoice Medical

3. You can refine your results by using the Find Transactions section to filter by date or other criteria. Use the
dropdowns to view the filter options.

Find Transactions

Date Options Additional Search Options

Date Filter View/Group By

Billing Period Date Range ~ ~

From To

01/31/2023 i 05/01/2023 E|- ‘Z

Employee (Last, First) or Person ID

16



Downloading to Excel

The subsequent screens give you the option to download your results to Excel. This function is available anytime you
see the gear icon in the upper right corner of search results screen.

™

w

-

@

~

o

Search Results

Transaction Type |

Item I

Concan

s

a2 Retirement Plan

Coverage |

ol

rdia Retirement Plan (Pension) / Pension Traditional Opri

/ Regular Basis

1. Click the gear icon, then click Download Results To Excel.

Billing Period [

PersonID 1

Name

Search Results

D | Date

Transaction Type

Ite:

m ] Coverage

Billing Period

Person D

Download R

Name

Exce

Amount

o

Amount |

2. Open the Excel document to view the downloaded results. From here, you may save, edit or print the Excel file
according to your ministry’s needs.

A
GROUP

ENTITY
employers
employers
employers
employers
employers
employers

employers

2} 5

U

3

r

TRANSACTIOI TRANSACTIOI TRANSACTION ITEM

]
COVERAGE

H
BILLING PERIOD

|
PERSON

Concordia Retirement |Concordia Retirement Plan (Pension)/Pension Traditional 06/01/2023 -
03/29/2023 Plan Option/Regular Basis 06/30/2023
Concordia Retirement [Concordia Retirement Plan (Pension)/Pension Traditional 06/01/2023 -
03/29/2023 Plan Option/Regular Basis 06/30/2023
Concordia Retirement |[Concordia Retirement Plan (Pension)/Pension Traditional 06/01/2023 -
03/29/2023 Plan Option/Regular Basis 06/30/2023
Concordia Retirement [Concordia Retirement Plan (Pension)/Pension Traditional 06/01/2023 -
03/29/2023 Plan Option/Regular Basis 06/30/2023
Concordia Retirement [Concordia Retirement Plan (Pension)/Pension Traditional 06/01/2023 -
03/29/2023 Elan Option/Regular Basis 06/30/2023
Concordia Retirement |[Concordia Retirement Plan (Pension)/Pension Traditional 06/01/2023 -
03/29/2023 Plan Option/Regular Basis 06/30/2023
Concordia Retirement |Concordia Retirement Plan (Pension)/Pension Traditional 06/01/2023 -
03/29/2023 Plan Option/Regular Basis 06/30/2023
Franrnrdia Bafirarmant  |Canrnrdia Befiramant Blan [Bansinn/Bansinn Tradtinnal ARG 2033 -

"
TRANSACTIO|

369.75

290

290

297.25

471.25

362.5

282.75

17



Invoicing

This selection is another method to view a listing of your invoices.

Q Search Tools

Home
Transactions
Invoicing

Payments

1. Click Invoicing on the navigation menu.

<

2. Alist of invoices will display. Use the Invoice Date section to search for invoice from a particular date range.

Billing Details

Q,  search Tools

Home
Transactions
Invoicing
Payments
Credits
Adjustments
ACH

Payment Plans

Forms

Employers

View Existing Invoices

Find Invoices

BRONX , New York

Invoice Date

From To

02/01/2023 o)

05/01/2023

Search Results

d | InvoiceDate ]  Invoice Type |

23174 05/01/2023

9089 04/01/2023

Period Begin Date | Status |
05/01/2023 - 05/31/2023  Processed
04/01/2023 - 04/30/2023  Processed

Prior Bal

ance |

Invoiced Amts/Adjustments |

Allocated Pmts/Credits [

Additional Search Options

nvoice Type

Q .

Unallocated Pmts/Credits | Amount Due [

$0.00

$0.00

3. Click on any invoice ID, then follow the follow the directions in the Latest Activity section of this guide to
navigate the subsequent screens.

18



Payments

The Payments screen shows a list of payments submitted by your organization.

0\ Search Tools

Home
Transactions

Invaicing

Payments ﬁ

1. Click Payments on the navigation menu.
The Payments screen displays.

Employers

-$2,262.00 @

Find a Payment

Find Payments
Date Posted Additional Search Options
Dazte Filter Source
Custom Date Range ~ ~
From To Status

owosizoz: | & 04/05/2023 & - ~

Search Results -
Payment ID | Date Posted | Date Received | Source | Status | Amount Received | Amount Allocated | Amount Refunded |
20472 03/20/2023 03/20/2023 Reaurring ACH Pznially Allocsted §6.72362 3435472 50.00
20452 03/20/2023 03/20/2023 One-Time ACH Allocatad $1.000.00 $1.000.00 50.00
448 01/23/2023 Lockbox Allocatsd $1.329.03 30.00
445 01/232023 Lockbox Allocated $1,263.38 $0.00

The Payments screen contains a table with recent activity in the Search Results section. Each transaction contains a link
to its details in the Payment ID column.

Search Results

Payment D} 1 Date Posted | Date Received | Source |

— 20475 02/20/202

]

03r20/2023 Recurring ACH

2. Click the link in the Payment ID column.

19



The Payment Details, Payment Assignments, and Payment Allocations sections display.

Payment Details -
Date Posted 03/20/2023 Status Partally Allocated
Dste Recsived 03/20/2023 Source Recurring ACH
Reference Mumber 38 Payment D 20479
Amount Received $6,723.62 Amount Assigned $0.00
Amount Allocated $4.354.72 Assigned Allocated $0.00
Total Remaining $2,368.00 Date Allocated 03/29/2023
Created by using achDebitExport
Payment Assignments
There are no assignments for this payment.
Payment Allocations
Iltem Employes (Last, First) or Person D
hd
Seal
Transaction Date | Transaction Type | Item | Coverage | Invoice Date |  Billing Period | Employee | Name | Amount |
Medical Premium Plus / Premium Plus (WebTPA) - 06/01/2023- &
02/29/2023 Eack P Madical 0E/01/2022 £01.42
ackaut Payment - Medical Bundled / Member Only 05/30/2023 .
Dam902022 Eackowt P " Supplemental Zupplemental Life - Employes [ Supplemental Lite - P 06/01/2023- $72.10
asre Teymen Employee Life Employes / 350,000 ’ 153012022 o
Concordiz Retirement  Concordiz Retirement Plan [Pension) / Pension 05/01/2023- - -
03/23/2023 Backs Fi 08/01/2023 7177
FCKAETAMENT pign Traditicnal Option / Regulsr Bsis 05/31/2023 e
Disability / Disability Benefit / 70% of Annual - 05/01/2023- _ .
03/29/2023 Backout Payment Disability Compensstion 0e/01/2023 05/31/2022 $129.9

20



Credits and Adjustments

These options function similar to the Transaction, Invoicing and Payments screens
and adjustments related to your ministry’s invoices.

Q Search Tools

Home

Transactions

Invoicing
Payments
[ Credits I
[ Adjustments I
ACH

Payment Plans

Forms

. Use these to locate and view credits

21



ACH

An ACH account must be set up for you to pay your invoice balances online.

Q

ACH

Payment Plans

Billing Details

Employers

Home

Transactions

Involnng

Payments

Credits Latest Activity
Last Invoice

Adjustments

Last Payment

Forms

Invoice Preferences

Exclude From lnvoicing

Statement Sort

splay Salary

-5240.48 @

ent Employee Grouping

Amount

1. Click ACH on the navigation menu.
Your Payment Summary, Banking Information, and Electronic Payment History display.

Employers

524048 @
Payment Summary
-$240.48 12/31/2022
$1,263.38 08/25/2022
Electronic payment history

Transaction Date |

Account Nickname |

Banking Information

Amount Paid | Bank Account Number |

L ¥ dd New Account

No

Make one time electronic payment

Auto payment | Status | Action




In this example, the Banking Information does not contain any accounts.

2. Click the Add New Account button.
The Add Banking Information window opens.

Add Banking Information "
Bank Account Number
Bank Routing Number
John Doe p__-=_-|—
1924 Date 1734/ 58N
S 4108
Pa
ORDER OF S |
DOLLARS
10
: I: sa7esasn1 |I° [1095
Routing Number Account Number  Check Number
Bank Account Type
A
Bank Account Nickname
Account Holder
O Make automatic payments of the amount due from this account
@ Do not make automatic payments from this account
3. Type the account number in the Bank Account Number field.
Add Banking Information
Bank Account Number
Bank Routing Number
John Doe -
1734 et View
AR
Your Bank
Francs
1*[123456788 | I seresaan |1 [10as]
Routing Number Account Humber Check Number

4. Type the routing number in the Bank Routing Number field.
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Bank Account Type
Checking Account v _

Bank Account Nickname

Employer Checking _

Account Holder

ASLC {—

@ Make automatic payments of the amount due from this account

() Do not make automatic payments from this account

_

‘ Cancel

Click the drop-down arrow in the Bank Account Type field and select the account type.
Checking and Savings are available.

Type a name for the account in the Bank Account Nickname field.

Type a name for the account holder in the Account Holder field.

Indicate whether you want to make automatic payments from this account.

If yes:

e Select the day you’d like your monthly automatic payments deducted from the dropdown menu.

e The full invoiced amount will be deducted from the account on that specific day of the month.

e Note: if the payment date falls on the weekend or a holiday, the payment will be processed the following
business day.

e Click the Save button to proceed.

If no: Click the Save button to proceed.

The system returns to the Banking Details screen. The new account information displays in the Banking
Information section.

Banking Information

al
N\,
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Adding or Editing Automatic Payments
Update your automatic payment settings at any time by editing your banking information the ACH screen.

1. Inthe Banking Information section, click the pencil icon.

Banking Information u}
#EERHETEG LC Account Your Lutheran Church
Checking Account 110022334 No

2. Update your automatic payments preference and/or ACH Deduction Date. Click Save.

ACH Deduction Date

(@ Make automatic payments of the amount due from this account

(O Do not make automatic payments from this account

Make a One Time Payment
If you don’t set up automatic payments but want to pay online, use the Make one time electronic payment button on
the ACH screen.

1. Click Make one time electronic payment.

Payments
Payment Summary Banking Information [u] ra
Credits
Adjustments $0.00
R 6789 LC Account Your Lutheran Church
ACH $353.58 4
e ° Checking Account 110022334 No
Payment Plans
Forms Electronic payment history [ Make one time electronic payment ]
Transaction Date Account Nickname | Amount Paid | Bank Account Number Auto payment | Status | Action
04/21/2023 LC Account $35358 il 3 No Submitted
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2. Enter the following information:

Amount: Enter the Current Balance or desired payment amount.
Pre-fill info from:
o Choose Banking information on file to use an existing account.
o Choose Provide other banking information to enter a new bank account.
Note: If you choose to provide other banking information, you must complete the remaining

account information fields.

ACH Deduction Date: Defaults to “today’s” date. Change to your desired payment date if needed.

Click Save.

One Time Electronic Payment

Amount

Prefill info from

Provide other banking information

Eank Account Number

I | 123456783 | I sa7es4321 |0 1038

_[

Rauting Number Accaunt Number  Check Numaer

Bank Account Type

Eank Account Nickname

Account Holder

[ Save the banking informtian

Ll
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Forms

You can view and download a PDF version of your invoices using the Forms section.

1. Click Forms in the navigation menu to view or download your invoice statement.
2. Select the Employer Invoice link under the Form Name column.
Note: The first invoice viewable in the Employer Portal is June 2023.

Q,  search Tools

Home
Transactions
Invoicing
Payments
Credits
Adjustments
ACH

Payment Plans

3. The invoice will download in a PDF format. Ensure your pop-up blocker is disabled.

Employers

Find Forms:

Date Created

From To

01/31/2023 o) ‘ 05/01/2023 o] ‘ - c

Billing Forms

orm Neme | Date Created |

‘; CONCORDIA PLANS Pogn o4
INVOICE
ACCOUNT » ——
INVOICE DATE KOV
INOKES ST4E
BILLNG PERICO e
PAYMENT DUE DATE wan

I U S aations Abvast PUs e, e ool EELoo oo At S of Oal (R NI T TEDN Thark peut
AZCTUNT SUMMARY

Froves Baknce s

Poyart s ChIngen Comimegandence Fime % vy =g ans
Curmeet Crargm ) UG (O SOCONE COMMGENINNe Wit your
AGtreely M Prpreard, iner Rark Wi sen Sl & OFR
TOTAL AMOUNT OUE £

LAST PAYMENT RECEVED
Poat Dete Paymert Amourn Chack Nurmbor
V252 (LB 5%} R

Ploass conmider using cur froe and sacere Onfies Payment Sysiom. Biher "Click Hara” or viet
CancorBaPuraEmployer Meoffico 0om You 1l find e paymert fnk on your Emploper Potal fosthomt
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Plan Reporting

Invoice administrators can run various standard reports using the Plan Reporting menu.

Concordia

Home

Participant Search

Billing

Plan Reporting

General Navigation
e C(Click Plan Reporting in the left navigation pane. The Standard Reports menu will open in a separate window.
e Click on the name of your desired report.
e Enter your desired report parameters and click Run Report.
e Within your report results:
o Click the gear icon to hide or show columns or sort columns in a specific order.

Report Menu | Change Criteria  Private Bookmark  Public Bookmark  Reset Layout

Employee Extract

fir) Formuta S Fitter [ Add Chart

© Table|#:|s

<]q<]Page 1 of3|>|>|>

© Table £ 4,

Columns Sort Group Aggregate Paging

(] Hide and show columns.



o Click the download icon to export your results to Excel, CSV or PDF.

Report Menu  Change Criteria  Private Bookmark | Public Bookmark

Employee Extract

lﬁ' Formula ? Filter

© Table {@

q[)l| Add Chart

qq(]l?age 1 of3|>|>|>

Reset Layout

o Use the navigation arrows to scroll through the report results on your screen.

Report Menu  Change Criteria  Private Bookmark | Public Bookmark

Employee Extract

lﬂ' Formula ? Filter

© Table ¢4,

q)l| Add Chart

<]q<]Page 1 of3|>|>|>

o Use the filter option to use additional filters on your report results.

Report Menu  Change Criteria | Private Bookmark @ Public Bookmark

Employee Extract

‘Mr' Formula ? Filter

© Table # 4,

il Add Chart

Reset Layout

Reset Layout
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O

Use the options on the top row to perform the following actions:

Report Menu: Exit current screen and return to Standard report menu.

Change Criteria: Go back to parameters screen and change your report criteria.

Private Bookmark: Save this report and any formatting you applied as “favorite,” accessible to only
you in the Private Bookmarks section of the Standard reports menu.

Public Bookmark: Save report for all users, regardless of who created them. Because they are
available to all users, we recommend you do not use the Public Bookmarks function.

Reset Layout: Resets your report results to the standard layout, before updates to column visibility
and additional sorting/filtering were added.

Report Menu | Change Criteria  Private Bookmark | Public Bookmark | Reset Layout

Employee Extract

Formula  “ Filter Add Chart
© Table %4,
« <| Page 1 of 3 [> |>|>
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Standard Reports

Employee Extract

The Employee Extract shows list of employees and their demographic information at your ministry on a specific
date. You may filter the report to include only active employees (or other worker statues.)

Report Parameters:

Employee Extract

Select your initial filter criteria below and click the Run Report button to return the results. Further filtering can be done after the initial results are returned.

<ALL= =

Optionally select a specific employer

-
active

Optionally select a specific eligibility set adjuncts
intnintrmPas
intnTransfer

CIEE—

Active

Deceased

Disabled

Survivor
Terminated

Leave

Dizabled - Pending
Retiree

Optionally select Work Statuses to report

Optionally enter a specific member 1D
Select as of date 2023-03-08
English &8

Select language Francais

-

Run Report

Fields Included in Employee Extract Results:

(ALL) SSN

Emplover Street Address Line 1
Employee ID Street Address Line 2
Last Hame City

First Mame State

Middle Mame Country

Salutation ZIP Code

Suffix Address Type

Home Address Change Date Date of Birth
Bad Address Indicator Date of Death
Mailing Preference Indicator Email Address

Mailing Preference Indicator Effective Date Email Address Type
Member Eligibility Set Bad Email Address Indicator
Member Eligibility 5et Effective Date Direct Bill Flag

Gender

e 0.

Phone Humber
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Dependent Extract
The Dependent Extract Shows list of employees and their dependents and benefits in which they are enrolled as of a
specific date. You may filter the report to include only active employees (or other worker statues) as well as for
specific benefit types.

Report Parameters:

Dependent Extract

Select your initial filter criteria below and click the Run Report button to return the results. Further filkering can be done after the initial results are returned.

<AlL> &
Optionally select a specific employer
-
<AL= -
active
Optionally select a specific eligibility set adjuncts
intnlmtrmPas

intnTransfer
<ALL= -

Deceased

Cisabled

Survivor
Terminated

Leave

Crizabled - Pending
Retires

Optionally select Work Statuses to report

<ALl > -
Medical
Medical Premium Pluz
Diental

. . Wision

Optionally select benefit types to report Health Savings Account Member

Health Savings Account Employer
Flexible Spending Account
Limited Purpose Flexible Spending Account
Dependent Cars Flaxible Savings Account ¥

«
Eligibl= Dependent
Ineligible Depandent

Optionally select dependent status to report Eligible - Pending Documentation/Approval

Deletad
-
Optionally enter a specific member ID
Selact as of date 2023-03-08 H
F
Select language Francais

-

Fields Included in Dependent Extract Results:

{all) Suffix Dependent Middle Initial Dependent Benefit Description
Employer Date of Birth Dependent Gender Dependent Plan Description
Employee 1D Gender Dependent Status Dependent Option Description

Last Mame Member Eligibility Set Dependent Relationship Dependent Coverage Effective Date
First MName Member Eligibility Set Effective Date Dependent Date of Birth Dependent Coverage Term Date
Middle Name Dependent Last Mame Dependent Disabled Status

Salutation Dependent First Name Dependent QMSCO Status
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Benefit Extract

The Benefit Extract shows list of employees and benefits in which they are enrolled as of a specific date. You may
filter the report to include only active employees (or other worker statues) as well as for specific benefit types.

Report Parameters:

Benefit Extract

Select your initial filter criteria below and click the Run Report button to return the results. Further filtering can be done after the initial results are returned.

| <ALL- BN
Optionally select Employer
-
ETEN -
active
Optionally select a spacific eligibility set adjuncts
intnintrmFas

intnTranzsfer

Optionzally select employment statuses to report

Medical Premium Plus

Dernital

Wizion

Health Savings Account Memnber

Health Savings Account Employer

Flexible Spending Account

Limited Purpose Flexible Spending Account
Dependant Care Fledble Savings Account

Optionally select bensfit types to report

Optionally enter a specific Employes 1D

Select as of date 2023-03-08 [,—.J
-
Select language Frangais
-
Run Report

Fields Included in Benefits Extract Results:

Not: EE = Employee; ER = Employer. EE costs will display only if your ministry has provided your cost share to CPS.

(ALL) Suffix Option Description &8 EE Annual Cost

Employer Date of Birth Amount Elected ER Pay Period Cost
Employes ID Gender Amount In Force ER Annual Cost

Last Mame Member Eligibility Set Amount Pended Imputed Income Per Pay Cost
First Mame Member Eligibility et Effective Date Begin Date Imputed Income Annual Cost
Middle Name & Benefit Description End Date

Salutation Flan Description EE Pay Period Cost
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Enrollment Elections
The Enrollment Elections Report Shows list of employee elections for specific benefits as of a specific date range.
You may filter the report to include only active employees (or other worker statues), specific benefits and specific
life events.

Report Parameters:

Enrollment Elections Extract

Select your imitial filter criteria below and click the Run Repart button to return the results. Further filtering can be done after the initial results are returned.

<Al A
Optionally select a specific employer
-
<AL= -
active
Optionally select a spacific eligibility s=t adjunces
intnintrmfas

intTransfer

<All= Y
Active |
Deceazed

Dizabled

Survivaor

Terminatad

Leave

Drizabled - Pending
Ratires

Optionally select employment statuses to report

-

-
MNedical
Medical Premium Plus
Dental

. . Wision

Optionally select benefit(s) ta report Health Sawvings Account Member

Health Sawings Account Employer
Flexible Spending Account
Limited Purpose Flexible Spending Account
Dependent Care Flexible Savings Account ¥

-
Age Band Recalculation

Annual ACR Change

Annual Enrollment

Approved Administrative

Bensficiary Change

Birth/Adoption

Change in Employment Eligibility Event - Gain

Change in Employment Eligibility Event - Lose

Change in Medicaid/Medicare/CHIF Eligibility -

Dptionally select event(z} to report

Optionally enter a specific member ID :

Selact start date for election retrieval is based on event effective date | 2023-02-06

Select end date for election retrieval is based on event effective date I023-03-08

Select as of date F023-03-08 T
[English I8
Select language Frangais
-

Fun Report



Fields Included in Enrollment Elections Results:

Note: EE = Employee; ER = Employer. EE costs will display for CHP only if your ministry provided your cost share to CPS.

(AL Gender Benefit Description EE Pay Period Cost

Emplover Member Eligibility et Plan Description EE Annual Cost

Employee ID Member Eligibility Set Effective Date B Option Description ER Pay Period Cost

Last Mame Benefit Event Name Amount Elected ER Annual Cost

First HMame Benefit Event Status Amount In Force Imputed Income Per Pay Cost
Middle Mame Benefit Event Date Amount Pended Imputed Income Annual Cost
Salutation Benefit Event End Date Election Status

Suffix Elections Last Saved Coverage Effective Date

Date of Birth Event Expired Date Elected



Enrollment Status

The Enrollment Status Report Shows list of employee enroliment events and the events’ statuses as of a specific date

range. You may filter the report to include only active employees (or other worker statues), specific benefits and

specific life events.

Report Parameters:

Enrollment Status Extract

Select your initial filter criteria below and click the Run Report button to return the results. Further filtering can be done after the initial results are returned.

[<ALL> I
Optionally select a spacific employer
-
<AL= -
active
Dptionally select a spacific eligibility sst adjuncts
intnintronPas

intnTransfer

<ALl -
Active |
Deceased

Disabled

Sursivor

Terminated

Leave

Drizabled - Pending
Ratirzs

Optionally select employment statuses to report

Age Band Recalculation

Annual ACR Change

Annual Enrollment

Approved Administrative

Eensficiary Change

Eirth/Adoption

Change in Employment Eligibility Event - Gain
Change in Employmeant Eligibility Event - Lose
Change in Medicaid/Medicare/CHIF Eligibility

Optionally select event{s) to report

Optionally enter a specific member ID =
Select start date for election retrisval iz based on event effective date | 2023-02-06 =
Select end date for election retrieval is based on event effective date | 2023-03.03 =
Select as of date 2023-03-08 =

R
Select language Francais

-
Run Report

Fields Included in Enrollment Status Results:

(ALL) Suffix Country
Emplover Gender Zip CODE
Employee ID Date OFf Birth Ernail

Last MAME Address Line 1
First NAME Address Line 2
tiddle NAME B City
Salutation State

Mailing Address Chanze Date

Mailing Preference Indicator

Mailing Preference Indicator Effective Date
Member Eligibility Set

SooQEQEAan

oo e

Member Eligibility Set Effective Date
Benefit Event

Benefit Event Status

Benefit Event Date

Elections Last Saved

Event End Date

Event EXPIRED
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Member/Benefit/Cost Extract

The Member/Benefit/Cost Extract shows list of your employees’ enrolled benefits, coverage and costs as of a
specific date range. You may filter the report to include only active employees (or other worker statues) and specific
benefits. A large number of fields (columns) included in the results of this report. To reduce the size of this report,
we recommend filtering by only benefit type(s) you’re interested in viewing.

Report Parameters:
Member/Benefit/Cost Extract (wide format)

Select your initial filter criteria below and click the Run Report button to retumn the results, Further filtering can be done after the initial results are returned.

<AL |
Optionally select a specific employer

active
Optionally select a specific eligibility ser adjuncts

intnintroPas

intnTransfer =

Artive

Deceasad

Disabled

Survivor
Terminated

Leave

Dizabled - Pending
Retiree

Optionally select employment statuses to report

Medical

Medical Premium Plus

Dental

Wision

Health Savings &ccount Member

Health Savings Account Emnployer

Flesxdible Spending Account

Limited Purpose Flexible Spending Account
Dependent Cars Flewible Savings Account

Optionally select benefit(s) types to report

Optionally enter a specific membsar ID

Select as of date 2023-03-08 =
Select language Francais
Run Report
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Fields Included in Member/Benefit/Cost Extract Results (sample):

Note: EE = Employee; ER = Employer. EE costs will display for CHP only if your ministry provided your cost share to CPS.

(AL

As Of Date

Employer

Employee ID

Last Name

First Name

Middie Name

Salutation

Suffix

SSN

Address Line 1

Address Line 2

City

State

Country

Zip Code

Mailing Address Change Date
Bad Address Indicator
Mailing Preference Indicator

Mailing Preference Indicator Eff Date

Member Eligibility Set
Member Eligibility Set Eff Date
Employment Status Code
Gender

Date Of Birth

Date Of Death

Health Savings Account Employer Plan Description

Health Savings Account Employer Option Description

Health Savings Account Employer Amount Elected

Health Savings Account Employer Amount Inforce

Health Savings Account Employer EE Monthly Cost

Health Savings Account Employer ER Monthly Cost

Health Savings Account Employer Imputed Income Per Pay Cost
Health Savings Account Employer Imputed Income Annual Cost
Flexible Spending Account Plan Description

Flexible Spending Account Option Description

Flexible Spending Account Amount Elected

Flexible Spending Account Amaunt Inforce

Flexible Spending Account EE Monthly Cast

Flexible Spending Account ER Monthly Cost

Flexible Spending Account Imputed Income Per Pay Cost
Flexible Spending Account Imputed Income Annual Cost
Limited Purpase Flexible Spending Account Plan Description
Limited Purpose Flexible Spending Account Option Description
Limited Purpose Flexible Spending Account Amount Elected
Limited Purpose Flexible Spending Account Amount Inforce
Limited Purpose Flexible Spending Account EE Monthly Cost
Limited Purpose Flexible Spending Account ER Monthly Cost
Limited Purpose Flexible Spending Account Imputed Income Per Pay Cost
Limited Purpose Flexible Spending Account Imputed Income Annual Cost
Health Rei; Plan

Health Rei Option

Accidental Death & Dismemberment EE Monthly Cost
Accidental Death & Dismemberment ER Monthly Cost
Accidental Death & Dismemberment Imputed Income Per Pay Cost
Accidental Death & Dismemberment Imputed Income Annual Cost
Accidental Injury Insurance Plan Description

Accidental Injury Insurance Option Description
Accidental Injury Insurance Amount Elected

Accidental Injury Insurance Amount Inforce

Accidental Injury Insurance EE Monthly Cost

Accidental Injury Insurance ER Monthly Cost

Accidental Injury Insurance Imputed Income Per Pay Cost
Accidental Injury Insurance Imputed Income Annual Cost
Critical lliness Employee Plan Description

Critical lliness Employee Option Description

Critical lliness Employee Amount Elected

Critical lliness Employee Amount Inforce

Critical Niness Employee EE Monthly Cost

Critical lliness Employee ER Monthly Cost

Critical lliness Employee Imputed Income Per Pay Cost
Critical lliness Employee Imputed Income Annual Cost
Critical Niness Spouse Plan Description

Critical lliness Spouse Option Description

Critical lliness Spouse Amount Elected

Critical lliness Spouse Amount Inforce

Critical lliness Spouse EE Monthly Cost

Critical Hliness Spouse ER Monthly Cost

CRSP 403(b) After-Tax Roth Percentage Plan Description

CRSP 403(b) After-Tax Roth Percentage Option Description

CRSP 403(b) After-Tax Roth Percentage Amount Elected

CRSP 403(b) After-Tax Roth Percentage Amount Inforce

CRSP 403(b) After-Tax Roth Percentage EE Monthly Cost

CRSP 403(b) After-Tax Roth Percentage ER Monthly Cost

CRSP 403(b) After-Tax Roth Percentage Imputed Income Per Pay Cost
CRSP 403(b) After-Tax Roth Percentage Imputed Income Annual Cost
Concordia Retirement Plan (Pension) Plan Description

Concordia Retirement Plan (Pension) Option Description
Concordia Retirement Plan (Pension) Amount Elected

Concordia Retirement Plan (Pension) Amount Inforce

Concordia Retirement Plan (Pension) EE Monthly Cost

Concordia Retirement Plan (Pension) ER Monthly Cost

Concordia Retirement Plan (Pension) Imputed Income Per Pay Cost
Concordia Retirement Plan (Pension) Imputed Income Annual Cost
Basic Life - Employee Plan Description

Basic Life - Employee Option Description

Basic Life - Employee Amount Elected

Basic Life - Employee Amount Inforce

Basic Life - Employee EE Monthly Cost

Basic Life - Employee ER Monthly Cost

Basic Life - Employee Imputed Income Per Pay Cost

Basic Life - Employee Imputed Income Annual Cost

Basic Life - Spouse Plan Description

Basic Life - Spouse Option Description
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Dependent Change Extract

The Dependent Change Extract lists changes to your workers’ dependents that occurred within a specific time
period, including the previous benefit values and the new benefit values. You may filter the report to include only
active employees (or other worker statues).

Hint: Use the calendar icon to enter your date range or type your dates in a YYYY-MM-DD format.

Report Parameters:
Dependent Change Extract

Select your initial filter criteria below and click the Run Report button to return the results. Further filtering can be done after the initial results are returned.

<AlLL= e
Optionally select a specific employer
-
=ALL= -
active
Optionally select a specific eligibility set adjuncts

intnlntrmPas
intnTransfer

<ALl > -
Active

Deceased

Disabled

Survivar

Terminated

Leave

Disabled - Pending
Retiree

Optionally select employment statuses to report

Optionally enter a specific member ID =

Select Start date to report 2023-02-M

Select End date to report 2023-03-M

-
Select language Francais

-

Run Report

Fields Included in Dependent Change Extract Results:

(AlL) tiddle Hame Changs Type Coverage Effective Date
Employver Salutation Dependent Mame Coverage Term Dake
Employee ID Suffix Dependent Date of Birth Disabled Status

First Hame Event Mame Relationship Dependent Status

Last Hame Effective Date of the Change Benefit QMOSCO Status
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Organization Extract

The Organization Extract displays your ministry’s CPS Employer ID (organization ID) and Federal ID number
(Employer Identification Number.)

Report Parameters:

Organization Extract

Select your initial filter criteria below and click the Run Report button to return the results. Further filtering can be done after the initial results are returned.

<ALL=
w
Optionally select organization(s) to report
Select as of date | 03/08/2023
English
Select language Frangais
Run Report
Organization Extract Results:
© Table %4
Organization ID Organization Mame Organization Description Parent Organization ID Employer Identification Humber
CPsS

Fields Included in User Account Extract Results:

Organization D Organization Description Employer ldentification Mumber
Organization Mame Parent Organization [D
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Organization Benefits

The Organization Benefits Report displays a listing of the benefits offered by your ministry.

Report Parameters:
Organization Benefits Extract

Select your initial filter criteria below and click the Run Report button to return the results. Further filtering can be done after the initial results are returned.

<ALL= =
07015
07026

Optionally select organization(s) to report

<ALL=

Accidental Injury Insurance

Basic Life

Basic Spouse Life

Travel Accident Insurance

Basic Child Life

Critical Illness Child

Critical lllness Employee

Critical lllness Spouse

Dependent Care Flexible Savings Account

Optionally select benefit(s) to report

Select as of date | 04/18/2023
English =
Select language Francais
-
Run Report

Organization Benefits Results:

© Table #r 4,
] €] Pas= 1 of 13D DD
Organization ID Organization Hame Parent D Employer Humber Benefit Description Plan Description Feature Description Feature Mumber Value
Fields Included in Dependent Extract Results:
(AlLY Oreganization Hame Employer ldentification Mumber Feature Description

As Of Date

Benefit Description
Organization [D Parent Organization ID Plan Description

Feature Number Value
Feature String Yalue

Feature String Value
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Custom Reports

Member Cost File

The Member Cost File provides details about the benefit changes that occurred between two dates.

Member Cost information provided on your monthly mailed provides data from this report.

Report Parameters:
Member Cost File

Select your initial filter criteria below and click the Run Report button to return the results. Further filtering can be done after the initial results are returned.

Optionally select a specific employer:

-Select All- =
acdntlns - Accidental Injury Insurance

basicLife - Basic Life - Employee

basicSplf - Basic Life - Spouse

bta - Travel Accident Insurance

chBasicl f - Basic Life - Child

critlllCh - Critical lliness Child

critlllEmp - Critical lliness Employee o

Optionally select benefit(s) to report:

Optionally enter a specific Employee ID:

Select the start or begin date of the date range desired  04/01/2023 [
Select the end date of the date range desired 04/20/2023 =
Select language: Enelish g
French -
Run Report

Fields Included in Member Cost File Results:

(ALL) SSN Option Name ER Cost per Period

Report Date First Mame Pay Frequency Imputed Income Per Pay Cost
Employer Last Mame Amount Goal Amount Benefit Start Date

CPS Member D Benefit Hame Current Volume Benefit End Date

Employees ID Plan Mame EE Cost per Period Benefit Change Date

The
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Member Cost Full File

The Member Cost Full File provides a current view (enrolled benefits) of each member’s coverage and costs as of
specified coverage effective date.

Report Parameters:
Member Cost Full File

Select your initial filter criteria below and click the Run Report button to return the results. Further filtering can be done after the initial results are returned.

Optionally select a specific employer:

Optionally select benefit(s) to report:

Optionally enter a specific Employee ID:

Select as of date

Select language:

Run Report

-Select All-

acdntlns - Accidental Injury Insurance
basicLife - Basic Life - Employee
basicSpLf - Basic Life - Spouse

bta - Travel Accident Insurance
chBasicLf - Basic Life - Child

critlllCh - Critical lllness Child
critlllEmp - Critical Illness Employee

04/01/2023

English &8

French «

-

Fields Included in Member Cost File Results:

(AlL) SSN
Az of Date First Mame
Employer Last Mame

CPS Member ID Benefit Mame

Employees ID

Plan Mame

Option Mame

Pay Frequency

ER Cost per Period
Imputed Income Per Pay Cost

Amount Goal Amount Benefit Start Date

Current Volume
EE Cost per Period

Benefit End Date
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Bookmarks

Bookmarks provide the ability to retrieve copies of report structures that were run previously. All selection criteria, grid
layouts, and formats from the bookmarked reports remain intact. After running each Standard Report there will appear
a pair of buttons, Private Bookmark and Public Bookmark, that when clicked prompt the user to name the report for
saving. The saved report may be retrieved later from the appropriate Bookmark link.

Bookmarks

Bookmarks provide the user the ability to retrieve copies of reports previously run with all the selection
criteria, grid layouts and formats remaining intact. Each Standard Report provides a "Save’ link that when
clicked will prompt the user for a Bookmark name to save the report under. The saved report can then be
retrieved from the Bookmark page linked below.

Report Description
Run and manage private bookmarked reports.

Run and manage public bookmarked reports.

Private Bookmarks are available only for the user who created them.

Report Description
{mmmmmmm  Fun and manage private bookmarked reports,
Run and manage public bookmarked reports.

e C(Click the Private Bookmarks link.
The previously saved Private Bookmark from the earlier example displays.

Private Bookmarks Report

Report Description Save Date Actions

Employee®20Extract = Example Private Bookmark = 2023/01/12 06:13:08 -"‘ /

Three icons display to the right of each saved bookmark:

e Run (running person) — runs the report using the previously saved parameters

e Edit (pencil) — opens a dialog box for renaming the report bookmark

e Delete (X) — opens a dialog box, prompting the user to confirm deletion of the bookmark
e Click the Run icon to open a report from its bookmark.

The report opens. Note that the report shows current data that matches the saved parameters. It may differ in
content from the last run instance of the report.

Public Bookmarks are available for all users, regardless of who created them. Because these are available to all
users, we recommend you do not use this function.
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Exploring the Participant Profile

The Participant Summary screen displays a snapshot of the member’s information, including cards for Profile,

Dependents, Coverage, Finance, and Required Documents. The Participant menu is where you can perform a majority

of your benefits administration functions.

Click the link at the bottom of each card to open a screen with more information.

Profile

The Profile Screen displays sections for Basic and Additional Information about the selected member.

S5N

Gender

Date of Birth (age)

) Go to Participant Profile

1. Click the Go to Participant Profile link.
The Personal Information screen displays and is highlighted on the member navigation menu.

Concordia  |EX x
Plans partcpant erofie
R
Home —_—
Participant Summary Basic Information
Participant Search ’
Participant Information v Salutation: Gender S5
Billing
personal Information Last Name Date of Birth: Employee ID:
Plan Reportin
porting Middle Name: Date of Death: Marital Status:
Contact
First Name: Age:
Dependents
Suffix
Security Profile
Employment Information Additional Information
Medicare Information
Mavigate timeline or select date: | < 01/11/2023 ™
Coverage
ssm—p S5 Participant obacco Attribute Non EE Indicator
Enroliment History - ttribu Non EE Ind|
YesSS an 11, 2023

Billing

COBRA Field History:

®

O est@epsog v

>
If data displays for a link, click a link to display its updates in the Field History section.
Field History shows the date of the change and value that was entered on that date.
Field History: SS Participant
Value 2 Effective Date v Entry Date £ Source §
Yes 55 Jan 11,2023 Jan 11,2023 { User: MS Administrator)
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View Summary

Note the row of buttons at the top of the Personal Information screen. The Summary screen displays detailed
demographic information for the selected member. Scroll down to view Employment Information, Coverage, Dependent
Information and Beneficiary Associations.

Concordia 2/ x © O iempeoy v
Plans partcpant profe
Q Search Tools
Home
participant Summa
Participant Search " v nformatien
Participant Information v Salutation: Gender: SSN:
Billing
Tl nTae ration Last Hame: Date of Birth: Emgployee ID:
Plan Reporting
Middle Name: Date of Death: Marital Status
Contact
First Nome: Age
Dependents
Suffix
Security Profile
Employment Information additional information
Medicare Information
Mavigate timeline or select date:| < 01/11/2023 [ [ S
Coverage
S5 Participant obacco Attribute on EE Indicator 30ard Appointed flag
Enroliment History S Participant - I Co Attributs Non EE Indicato Board Appointed flag
Yes 55 Jan11,2023 - - -
Billing
COBRA, Field History:
Is

1. Click the View Summary button.
The Employee — Basic Information, Additional Information, and Contact sections display.

Print Summary

Employee - Basic Information

Zalutation: Gender: SSN:
Last Name: Date of Birth: Employee ID:
Middle Name: Date of Death: Marital Status:
First Name: Age:
Suffix:

Employee - Additional Information

SS Participant Tobacco Attribute Mon EE Indicator Board Appointed flag
Yes SS Jan 17, 2023 - - - - -

Contact - Address

Preferred Address Type Effective Date Address 1 Address 2 City State ZIP Code Country

® Home 0171372023 - us
Contact - E-mail

Preferred E-mail Type Start Date Address

® Home 01/01/2023

2. Scroll down to view the member’s Employment Information section.
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This section includes the member’s current employment and salary details.

Employment Information

Company ACA Eligibility Override Billing Department CDSP Cverride CDSP Override ER
Aug 7, 2019 - - - - -

CHP Continuous Coverage Date  CHP EE Chaice Override CHP Grandfathered CHP Manths of Service CHP Override

CHP Override ER CHP Tier Override CRP Months of Service CRSP Universal Avail Date of Hire

Dis Medicare Primary Pay Disability - Last Day Worked Eff  Disability Type Employment Status ER Paid Extensions

- - Date - - Active Aug7,2015

Hourly/Salary Code lIP Flag ITP Flag Job Code Job Title

Salary Aug7 2019 - - E-PRSTCHR Aug7, 2019

Scroll down to view the member’s Coverage section.
This section includes the member’s current coverage details.

Note: The first “Event” you will see for all of your workers is called “Conversion Recalc.” This indicates the date that the

member’s information was transferred into the Lifeworks Employer Portal.

Supplemental Life - Employee
Elected A d C 5t C End Total
Alert Plan Cption/Tier et pprove Dependents Event {Effective Date) verage stars CVerags En ors .
Volume Volume Date Date Premium
Suppl=mental Life - $150,000 $150,000.00 Veluntary Benstis 03/01/2023 $0.00
21sh . : : Chzmge (02/01/2023) . ; :
Supplemental Life - Child
Alers Flan Option/Tier Electad Approved Dependents Event(Effective Dats) Lo o &= otart  CoverageEnd ozl
Volume Volume Date Date Premium
= ermemrsl | % - Ch Voluntary Benefits [ . .
Supplemental Life - Child Changs (03/01/2023) 03/01/2023 $0.00

EE
Cost

§0.00

EE
Cost

50.00

ER Cost

$0.00

ER Cost

$0.00

3. Scroll down to view the member’s Dependent Information section.
This section includes the names of the member’s dependents and their eligibility statuses.

Dependent Information
Name S5N Relationship Gender Status

Child Female Eliginle Dependent
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4. Scroll down to view the member’s Beneficiary Associations and Medicare sections.
These sections include the names of the member’s beneficiaries and the member’s Medicare status. If the
member has not allocated any beneficiaries, you will see “No items to display.”

Beneficiary Associations

Basic Life - Employee > Basic Life

Name 55N Effective date End Date Primary Percent Relationship
11/15/2021 - Mo 20.00% Child
11/15/2021 - Mo 20.00% Child
11/15/2021 - Mo 20.00% Child

5. When finished viewing this screen, scroll to the top and click Go Back to return to the main profile view.

—

Employee - Basic Information

Salutation: Gender: S5M: Show

Last Name: Date of Birth:
Employee ID:

Middle Name: Date of Death:
Marital 5tatus:

First Mame: Age:

Suffix:




Dependents

Click the Participant Summary link in the left navigation menu to return to the summary page.

The Dependents card shows you the member’s dependent information.

Relationship: Child

DOE:

) Go to Dependents

1. Click Participant Summary on the member’s navigation menu and click the Go to Dependents link from the

Dependents widget.
The list of the member’s dependents displays.

MName Relationship DOB ~ Status 5tatus Effective Date Enrolled

m Eligible Dependent 01/01/2023 No

2. If more than one dependent displays, click a dependent’s name to display the details.

. it D
Dependent Information Contact Coverage Edit Dependent

Basic Information

Last Name: Gender: SSN: Show

Middle Name: Date of Birth:
Also Employee:
First Name: Date of Death:
Suffic  _ Age:

Additional Information

Dependent Reimbursement Dependent Relationship History Dependent Status History Dependent Disabled Indicator
Amount Child 5ep 15,2022 Eligible Dependent Jan 1, 2023
Dependent Student Status Dependent Marital Status Dependent Madicare Eligible Tobacco/Smoke Status

Yes Jan 13,2023 - - Indicator




3. Click a link in the Additional Information section to see its Entry Date in the Field History section.

Additional Information

Dependent Reimbursement Dependent Relationship History Dependent Status History Dependent Disabled Indicator
Amount Child Sep 15,2022 Eligible Dependent Jan 1,2023

Dependent Student Status _‘cent Marital Status Dependent Medicare Eligible Tobacco/Smoke Status

Yes Jan 13, 2023 - - Indicator -

Working Spouse (for prem
surcharge)

Field History: Dependent Student Status

Value 2 Effective Date ~ Entry Date 3 Source

Yes Jan 13,2023 Jan 13,2023 _ { Process: - User:-)

4. Click the Contact link to display the dependent’s contact information. If the Dependent’s address is the same as
the member’s (most common), you will see “Participant’s preferred address.”

Add Dependent Address
Dependent Information Contact _

Participant's preferred address.

5. Click the Coverage link to display the dependent’s health coverage information (if applicable).

Dependent Information Contact Coverage _ Edit Dependent Coverage

Benefit Plan Start Date End Date
Medical Healthy Me HSA - A (BCES) 04/01/2023
Dental Dental Plus Unbundled 04/01/2023
Vision Vision Basic Unbundled 04/01/2023
Wellness/EAP Vitality - CHP 04/01/2023

If your ministry does not offer the Concordia Health Plan (CHP) or the dependent is not enrolled in the CHP, you
will see the message “No items to display” on this screen.

Dependent Information Contact Coverage Edit Dependent Coverage
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Coverage

Click the Participant Summary link in the left navigation menu to return to the summary page.

The Coverage card shows you the member’s current and historical coverage information.

Medical

Flan

Healthy Me HSA - A (BCBS)

OptiondTier

Member + Child(ren)
Dental

Flan

Dental Plus Unbundled
Option/Tier
Member + Child(ren)
Vision
Flan
Vision Basic Unbundled
Cption/Tier
Member + Child(ren)
Health Savings Account Member

Plan
Health Savings Account Member
Contribution

Option/Tier
Mot Participating

Supplemental Life - Employee

Plan

— Go to Coverage

1. Click the Go to Coverage link from the Coverage card to view details regarding the member’s current coverage.

Current

Medical

org

Alert
=T g

Dental

org
Alert
=T g

Vision

org

Alert
=g

History

Employee Set wnon-rostered

Plan

Healthy Me HSA - A (BCBS)

Plan

Dental Plus Unbundled

Plan

Vision Basic Unbundled

Option/Tier

Member + Child{ren)

Option/Tier

Member + Child{ren)

Option/Tier

Member + Child{ren)

Elected Al d
ecte pprove Event (Effective Date)
Volume Volume
A d Administrative
(04/01/2023)
Elected A d
ecte pprove Event (Effective Date)
Volume Volume
Approved Administrative
(04/01/2023)
Elected Al d
ecte pprove Event (Effective Date)
Volume Volume

<4p Download Confirmation Statement

Coverage Start
Date

Coverage Start
Date

Coverage Start
Date

Coverage End
Date

Coverage End
Date

Coverage End
Date

Total
Premium

Total
Premium

57493

Total
Premium

$26.47

EE
Cost

$0.00

EE
Cost

%0.00

EE
Cost

50.00

1 Update Coverage

ER Cost

139175

ER Cost

£74.93

ER Cost

2. Scroll down the screen to review all member and dependent coverage information.
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3. Click the History link.
The member’s complete coverage history shows. This tab also includes coverage elections that have already

been entered and will take effect in the future.

Current  History <
® Complete History ) Specific Date
Medical h
Elected A d G Start C End Total EE
Alert Plan Option/Tier cte pprove Dependents Event (Effective Date) overage st overage En o8 N ER Cost
Volume Volume Date Date Premium Cost
Healthy Me HSA - A (BCBS)  Member = Child(ren) — $139176  $000 $1,391.76
Healthy Me HSA - A (BCBS) Member Only $833.39 $0.00 $833.39
Healthy Me HSA - A (BCBS) Member Only - - - Conversion (01/01/2022) $772.37 $0.00 377237

4. To view the member’s coverage on a specific date, click the Specific Date option.

Current History
& _ ® specific Date Mavigate timeline or select date | £ 03/01/2023 E&
< March 2023 >
Medical Sun Mon Tue Wed Thu Fri Sat
— 01 0z 03 04
Elected Aol s | os | o7 | or | o R
Alert Plan Option/Tier V:Icu:w VDPII il Ml Ml Ml Wil B D
2 13 14 5 16 7 3
w6 | 9 | = 27 | 7 5 o ||
Healthy Me HSA - A (BCBS) Member Only - - B o2 22 Iz 24 mH
26 27 28 29 30 31
Dental

5. Click the calendar icon to select a new date.
The system shows coverage data as of the selected date.



Finance
Click the Participant Summary link in the left navigation menu to return to the summary page.

The Finance card displays the member’s Billing screen.

Last Adjustment

Date: Apr 3, 2023

Amount: $1,247.96

) Go to Finance

1. Click the Go to Finance link from the Finance card to view the member’s billing data with the Latest Activity.

Home Transactions _ﬁjustments
Group/Entity
A
Latest Activity Date Amount
Last Adjustment 04/03/2023 $1,247.96
2. Click the Transactions link.
). . . .
The member’s invoiced benefits display on the screen.
Search Results
o | Group/Entity [ Date [ Transaction Type | Item | Coverage | Billing Period | PersonID ] Name [ Amount [
Concorgis Concordia Retirement Plan
C . et O
3244661 03/29/2023 Backout Payment Retirement [Fension) /#e sen Lern f.2'3f3 521534
Flan Traditional Option / Regular  06/30/2023
Basis

Disability / Disability Benefit e
06/01/2023 -
4572 3729/ isabili f 705 Ann 555
32445 03/29/2023 Backout Payment Disability £ 70% of ~\n. ug 05/20/2033 55.69
Compensation

Vision / Vision Basic 06/01/2023 -
3244498 03/29/2033 Backout P Vision <1156
o sckour Fayment = Unbundied / Member Only  05/30/2023

3242439 03/28/2023 Backout Payment Dental Dentel / Dental Plus Ds/07/2023 - $35.68
Unbundied / Member Only  06/30/2023

Note: The ID number listed is a system-generated number for the specific benefit. It is not the same as the
invoice number.



Participant Information

Another way to view information in the Participant Profile is to use the Participant Information tab on the member
navigation menu. Click Participant Information to view the following list of subcommands.

Participant Summary
Participant Information Cam—
Personal Information —
Contact

Dependents

1. Personal Information
This screen displays the same data as in the Profile section.

Basic Information

Salutation: Gender: S5N:
Last Name: Date of Birth: Employee ID:
Middle Name: Date of Death: Marital Status:
First Name: Age:
Suffis:

Additional Information

Navigate timeline or select date:| < 01/11/2023 E >

S5 Participant Tobacco Attribute Non EE Indicater Board Appointed flag
Yes 5§ Jan 11,2023 o i

Field History:
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2. Contact: This screen displays the same data as with the View Summary option. It also shows you the member’s

preferred communication preference (email or mail.)

Communication Delivery Preferences

Delivery Type
Ema
Address
Preferred Address Type Effective Date Address 1 Address 2
@ Home 01/13/2023

3. Dependents.

This screen displays the data as with the Dependents option.

Name Relationship DOB ~ Status

Spouse 09/23/1992 Eligible Dependent

Show inactive dependents: |Em

Dependent Information Contact Coverage

City

State

Status Effective Date

01/01/2023

ZIP Code

Country

Enrolled

No

Action
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Employment Information

After clicking the icon in the Actions column of your participant list, you will see the member’s participant profile. In the
left navigation menu, you’ll see a list of options of types of information you can view for that member.

Employment Information provides details about a member’s employment history, employment details, and history for

each field.

Participant Summary

Participant Information

Employment Information ﬁ

1. Click Employment Information on the member navigation menu.
The Employment History and Details screen displays.

Employment History

Company

Employment Details:

MNavigate timeline or select date: <
ACA Eligibility Override

CHP EE Choice Override

CHP Tier Override

Disability - Last Day Worked Eff
Date

lIP Flag

Last ER Override

Pay Freguency

TAIP Eligible

Vol Benefit Override ER

Exclude Probationary Period

Company ID

Start Date

01/13/2023 B >

Billing Department

CHP Grandfsthered
CRP Months of Service

Disability Type

ITP Flag
Leave Reason
Roster Indicator

Lay

TAIP ER

Voluntray Benefit Override

End Date

CDSP Querride
CHP Months of Service
CRSP Universal Avail

Employment Status
Active

Job Code
E-PRSTCHR

Missionary Country
Supp Life Denied
Tobacco Attribute

N

Weelkly Hours

Annual Salary
£29,702.00

Jan1, 2022

31.00 Jan1.2022
Base Pay
$29,702.00 Jan 1, 2022

CDSP Owerride ER
CHP Override
Date of Hire

ER Psid Extensions

ob Title

Missionary Type

Supp Life Direct Bill

Unlimited Active Extension

Status

Active

CHP Continuous Coverage Date

CHP Qverride ER
Dis Medicare Primary Pay

Hourly/Salary Code
Salary

Last ER

MNationality
UNITED STATES

TAIP Dual Coverage

Vol Benefit Override End Date

Employment Designation

Employment Type Code

Cash Housing Allowance
$0.00

Urility Allowance
$0.00
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Employment History

The Employment History section shows the member’s employment details with their employer.

Cash Housing Allowangce il n Provi
$0.00 -

Employment History
Company Company 1D Start Date E£nd Date Status
Active
Employment Details: - -
Navigate timeline or selectdate:| <  01/13/2023 B >
ACA Eligibility Override Billing Department CDSP Override CDSP Override ER CHP Continuous Coverage Date
HP hoi o HP CHP Months of Service CHP Qverride HP. a8l R
CHP Tier Override CRP Months of Service Date of Hire Dis Medicare Primary Pay
= = No
Disabllity - Last Day Worked Eff Date Disability Type Employment Status Hourly/Salary Code 1P Flag
- - Active Salary -
(TP Flag ob Title LastER ast ER Override ve Reason
- - E-PROFSSR - -
Missionary Country Missionary Type Nationality Pay Frequency Roster Indicator
= 2 - UNITED STATES - Commissioned
Supp Life Denied Supp Life Direct Bill TAIP Dual Coverage TAIP Eligible TAIPER
Tobacco Attribute Vol Benefit Qverride End Date Vol Benefit Qverride ER Voluntray Benefit Qverride Weekly Hours
N A ! u
Employment Designation Employment Type Code Exclude Probationary Period Annual Salary Base Pay
" = = Jan1,2023




Employment Details

The Employment Details section displays the status for a selected company. Fields include pay rates and scheduled

hours.

To view the employment details for a specific date:

1.

Click the calendar icon in the Navigate timeline or select date field and select the specific date.

Employment History
Company Company ID Start Date
Employment Details:

Navigate timeline or selectdate:| < 01132023 [0 | 4
ACA Eligibility Override

HP EE & Override HP Grandfathered

crRp

Disability - Last Day Worked Eff Date Disability Type

TP Fla; Job Titl

Missionary Countr fissionary Type
Supp Life Denied Supp Life Direct Bill
Tob

N a

Em on

Cash Housing A ce Jtility Allowance
$0.00 $0.00

End Date

Employment Status

Nationality
UNITED STATES

TAIP Dual Coverage

Stat

us

Active

The Field History section displays historical data for the selected field in the Employment Details section.

2. Click on the name of any field in the Employment Details section to view its history details below.

Pay Frequency
TAIP Eligible
Vol Benefit Querride ER

Exclude Probationary Period

Home Provided Amount

Roster Indicator _

Lay

TAIP ER

oluntray Benefit Override

Annual Salary

Jan 1, 2022

Field History: Roster Indicator _

Value 2

Lay

Effective Date w

Supp Life Denied

Tobacco Attribute
N

Weekly Hours
31.00

Basze Pay

Jan 1,2022

Entry Date 2

Jan 1,2022

Supp Life Direct Bill

Unlimited Active Extension

TAIP Dual Coverage

Vol Benefit Override End Date

Employment Designation

Employment Type Code

Cash Housing Allowance

Utility Allowance

Source T
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Coverage

The Coverage screen provides the details for a member and their dependents' benefits coverage. It displays the
member’s current benefits and history of benefits.

1. Select Coverage from the left menu.

Participant Summary

Participant Information >
Employment Informaticn
Medicare Information

Coverage _

The Coverage screen organizes the member’s and any dependent’s coverage information under Current and History
tabs. If available for the member, Medicare information displays as well.

Current im————
Employee Set  Non-Rostered £ Download Confirmation Statement
Medical b
Org ) Elected Approved Coverage Start Coverage End Total EE
Alert d Plan Option/Tier Volume Volume Event (Effective Date) Date Date Premium Cost ER Cost
i ) Co ion Recalc P . .
00933 Decline Coverage Decline Coverage - 06/01/2022 - $0.00 $0.00 =000
1/2023)
Dental e
Alert Org Dlan Option/Tier Elected Approved Event (Effective Date) Coverage Start Coverage End Total EE ER Cost
Id Volume Velume Date Date Premium Cost
Co ion Recalc R, —n e .
00933 Decline Coverage Decline Coverage P ——— 06/01/2022 - $0.00 $0.00 =000
1/2023)

2. Use the arrows at the far right of each coverage section to collapse or expand the section.

Medical ~ h

Dental ~
o Elected A d C Start [ End  Total EE
Alert % Plan Option/Tier =eEe pprove Event (Effective Date) overage Star overage tn ol ER Cost
Id Vaolume Velume Date Date Premium Cost
_ ) Approved Administrative .
Dental Plus Unbundled Member + Child(ren) - - - §7453 $0.00 $74.93

3. Click a downward pointing arrow to collapse a section and click an upward pointing arrow to expand the section.
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Coverage — Current Tab

The Coverage screen defaults to the Current tab, which shows each benefit offered and the participant's current
coverage details, including:

Alert — No data will appear here; this will be populated in future updates

Org ID — Your CPS Employer ID

Plan —Plan Option in which the member is enrolled

Option/Tier — Option for which the member is enrolled; for example: dollar amount, percentage of annual pay,
etc.

Elected Volume —Applicable only to life benefits; dollar value the member chose

Approved Volume — Applicable only to life benefits; dollar value the member is approved for. (This will only
differ from elected volume if there is a Supplemental Life election pending Evidence of Insurability).

Event (Effective Date) — Displays name of benefit-impacting event and effective date of the change
Coverage Start Date —Date coverage will, or did, begin

Coverage End Date — D coverage ends (if applicable)

Total Premium — total of EE Cost and ER cost per benefit

EE Cost — Employee cost per benefit (displayed only if ministry provided cost share to CPS)

ER Cost — Employer cost per benefit

Totals (bottom of table) — Total premium and costs for all benefits

To view the event history for the events entered for the coverage changes:

Health Savings Account Member A
Org I Elected Approved e e e - Coverage Start  CoverageEnd  Total EE "
Alert d Flan Option/Tie Volume Volume Event (Effective Date) Date Date Pramium Cost ER Cost
Health Savings Account . . PR e Enroll or Change Contributions for _ SR .
_ ) Participating §150.00 £150.00 — - $12.50 $12.50 %0.00
Member Contribution HsA
1. Click on the event name under Event (Effective Date).

The Event History window opens, displaying information on the event status and coverage elected through this
event.

Event History x
Status Coverage
Employee Set: nonRostered
Status | Date | User | Process | Referance |
In Progress Administrator (alice.anemployer@cps.org) portalStartEventProc 917383
Froceszed Administrator (alice.anemployer@cps.org) portalCompleteEventProc 2174458

2. Click the Cancel button to close the Event History window when finished viewing.
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Coverage — History Tab

The History tab shows the member’s previous or future coverages. View the Complete History or select a Specific Date

to see coverages in effect on that date.

1. Select Complete History to view the member’s entire coverage record.

Current  History <—

@ complete History O Specific Date

2. Click the Specific Date option and enter a date to view coverage as of a specific date.

$833.30

current History
:~ I@ISPECTC Date Navigate timeline or select date E 03/01/2023 G &
Medical
e e OponTier LIS Vema | Dependens L e EniDas  Pramiam
j:?;g‘és\?el—sﬁ. Member Only

EE

Cost ER Cost

30.00 $833.38

Enrollment History

Enroliment History provides details on the member’s events history. Events include life and employment changes, such

as marriage, birth of a child or employment termination. Displayed details include event status, name of event, and

effective date for the events processed on the member’s record.

Begin with a Participant Search.

0\ Search Tools

Participant Summary

Participant Information >
Employment Information
Medicare Information

Coverage

Enroliment History ﬁ

1. Click Enrollment History on the member navigation menu to view the member’s previous events.
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Show Cancelled E\'EFH-'l;'-n

Status Event

Frocessed Ernall ar Charge Contributions for HEA
Processed A pproreed AN SETETIE

Processed Walunzany Benefirs Changs

Processed Corversion Recalc

Frocessed Cormversion

Effective Date

The Show Cancelled Events option defaults to No.

2. Click the Yes option in the Show Cancelled Events field to view any cancelled events.

Show Cancelled Events: E?

Status

— Cancelled
Cancelled
Cancelled
Cancelled

Pending Approval

Event

CRSP Contribution Change

Mewty Eligible

Annual Enrollment

Birth/Adoption

Birth/Adoption

Create Enrollment

Effective Date
02/21/2023
02/21/2023
02/21/2023
02/18/2023

02/07/2023
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Select a specific event to view the complete history of that event:

reonRosterid

3. Click on the name of one of the listed events.

The details for the selected event display below, with available tabs to select Status or Coverage. Status is the
default.

The Status Tab shows the complete history for the selected event with the following fields:

e Status —indicates the status of the event during the process from initiating the event to completion
o Date —the date the event was entered to apply the change
e User — user details for the administrator who processed these events at each stage

e Process —the process that was performed for the event such as Start, Complete, Continue, Reverse, Validate,
Cancel etc.

e Reference — a process reference number for LifeWorks internal and system use

About statuses:

e A member initiates the event with the Create Enrollment function. As this step is finished, the event has an In
Progress status.

e An event has a Completed status when a member has submitted any required documentation for the event.

e An event has a Processed status when an administrator makes the final approval.

63



The Coverage tab displays the Calculated or Elected Options for benefits that were changed for the selected event in

the Enrollment History Events (top section). This tab has sections for each benefit and indicates the Elected and
Available statuses for each benefit.

1. Click the Coverage tab.
The Calculated Options table displays below.
Status Coverage _
Calculated Options
Medical
Plan Option Coverage Effective Total Premium EE Cost ER Cost Status
Decline Coverage Cecline Coverage 04/03/2023 $0.00 $0.00 £0.00 Available
Healthy Me HSA - A (BCBS) Member Only 04/03/2023 £833.30 £0.00 £8233.30 Available
Healthy Me H5A - A (BCBS) Member + Spouse $1,675.11 $0.00 $1,675.11  Available
— «# Healthy Me HSA - A (BCBS) Member = Child{ren)  04/01/2023 $1,391.76 s0.00  $1,391.76 Elected _
Healthy Me HSA - A (BCBS) Member + Family 04/03/2023 $2,233.40 20.00 §2,233.49  Available

Note the check marks indicating the Elected options.

Calculated options for each benefit:

Plan —indicates the elected and available plan for each benefit

Option —the elected and available option for each benefit

Coverage Effective — the date the coverage is effective for elected and available statuses

Total Premium — total cost of each benefit

EE Cost — EE coverage available under plan, if the employer cost share was provided

ER Cost — ER coverage available under plan

Status — indicates the status of each benefit as Elected or Available

e Elected —the plan and option have been elected for the participant

e Available —the plan and option availability for the participant based on other employment status such as
Class and Plan Group
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