ZBNR032 Covered Lives for ACA Reporting

Go to https://khris.ky.qov

L Sl T https://khris.ky.gov L~a>

Example Internet Explorer search bar

Once you’ve reached the KHRIS Welcome screen, sign in with your KHRIS user id and
password.
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Forgot/Reset Password or New User?

ESS/MSS

ofe Browser Requirements

Copyright © 2016 Commonweslth of Kentucky. Al ights reserved.

KHRIS ESS/MSS Welcome screen

Now that you have signed into the portal, select the <<Insurance Coordinator NCP1>>
tab in your upper left hand corner.
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My Benefits Insurance Coordinator NCP1 Biller Direct

Full Screen

Open Enroliment = Personal Information
ENROLL NOW— Enroliment is open October 12 - 26, 2015 The enrollment process takes (&E]  weitain your personal data and addresses.

20 minutes or less to complete. Personal Data

Addresses

Benefits Information
Here you can view your current benefit selections, family member / dependent / beneficiary records

» Open Enroliment and identify exteral organizations (such as charities) to designate as your beneficiaries.
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» Benefis Information

» Personal Information

KHRIS Welcome Screen
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The screen will refresh and to the KHRIS Online Benefits Administration System
welcome screen.

My Benefits Insurance Coordinator NCP1 Biller Direct

Full Screen

‘Welcome to KHRIS Online Benefits Administration System

Please use the menu to the left to perform your Insurance Coordinator job duties.
Contact Us:

Life Insurance Questions: Contact the Life Insurance Branch at (502) 564-4774.

HRBENODO1 - Enroliment Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.

HRBEN0003 - Participation... Health Insurance, FSA or HRA Enroliment Questions: Contact the Enrollment Information Branch at (502) 564-1205.
Business Hours are 7:30 am to 4:30 pm, EST Monday through Friday.

HRBENO006 - Plan and P:

HRBEN0014 - Termination ... Health Insurance, FSA or HRA Billing concerns or questions: Contact the Financial Management Branch at (502) 564-9097
Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday

HRBEN0015 - Confirmati

HRBENOO73 - Health Plan

HRBEN074 - Insurance

HRBENOO7S - FSA Contrib... Copyright Commonwesith of Kentucky

Al rights reserved.

PA20 - Display HR Master ...

PA30 - Maintain HR Master...

PA40 - Personnel Actions

ZAU_SSN - Social Security...

ZBNF002 - Benefits Policy ...

ZBNF005 - User Password ...

ZBNQO012 - Health Post T...

ZBNR002 - Plan Utilization

ZBNR006 - Plan Change Hi...

ZBNR010 - Display FSA

ZBNRO13 - Dependent Sea.

ZBNRO14 - Covered Depen...

ZBNRO15 - Daily Enrolime...

KHRIS Online Benefits Administration System welcome screen

On the left hand side you’ll see the transaction list. Select the <<ZBNR032-Covered Lives
for ACA Reporting>> transaction.

My Benefits Insurance Coordinator NCP1 Biller Direct

Full Screen

‘Welcome to KHRIS Online Benefits Administration System

Please use the menu to the left to perform your Insurance Coordinator job duties.

KHRIS Processes Contact Us:

HRBENO0001 - Enroliment
o Life Insurance Questions: Contact the Life Insurance Branch at (502) 564-4774
HRBENO0U3 - Participatiol Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.

HRBEN000 - Plan and Pz
Health Insurance, FSA or HRA Enroliment Questions: Contact the Enroliment Information Branch at (502) 564-1205.

HRBEN0014 - Termination . Business Hours are 7:30 am to 4:30 pm, EST Monday through Friday

HRBENO0015 - Confirmation...
Health Insurance, FSA or HRA Billing concems or questions: Contact the Financial Management Branch at (502) 564-3097.
HRBENOO73 - Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.

HRBEN0O74 -
HRBEN0O78 -
PA20 - Display HR Master ...
Copyright Commonweslth of Kentucky
PA30 - Maintain HR Master... Al rghts reserved
PA40 - Personnel Actions
ZAU_SSN - Social Securi
ZBNF002 - Benefits Policy ...
ZBNFOO05 - User Password ...
ZBNQO012 - Health Post T...
ZBNR002 - Plan Utilization

ZBNR0OG - Plan Change Hi...

ZBNRO010 - Display FSA

ZBNR013 - Dependent Sea...

ZBNR014 - Covered Depen...
ZBNRO15 - Daily Enrolime.

ZBNRO032 - Covered Lives f...

KHRIS Online Benefits Administration System welcome screen
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The page will refresh to the Search Criteria screen.
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My Benefits Insurance Coordinator NCP1 Biller Direct

Full Screen

Search Criteria

KHRIS Processes *Plan Year.
HRBENO0O1 - Enroliment *Organizational Unit |
HRBEN0003 - Participation... Personnel Number. &
HRBENO006 - Plan and Par... Personnel Subarea: <
HRBENO014 - Termination ...

HRBENO015 - Confirmation...

HRBENOO73 - Health Plan .. Results List

HRBENOO74 - Insurance P
HRBENOO78 - FSA Contrib... VieWa [Standard View] Export, || () Exportto Notepad
PA20 - Display HR Master ... Covered  Covered  Covered

Company | Emplosee  Emploree EMPOYES  rmpioves | Plan | Plan Individual | Individual | Indiidual  ogpeee | COETEd 1

Middle  Last
Number SSN Code Description  First Middle  Last Months
Name Initial Name Name Initial e SSN DOB

PA30 - Maintain HR Master... Jan Feb Mar Apr May Jun Jul Aug
PA40 - Personnel Actions

ZAU_SSN - Social Security. [i] The table does not contain any data
ZBNF002 - Benefits Policy ...

ZBNF005 - User Password ...

ZBNQOO12 - Health Post T...

ZBNRO002 - Plan Utilization

ZBNRO06 - Plan Change Hi

ZBNR010 - Display FSA YT.

ZBNRO13 - Dependent Sea...

ZBNRO014 - Covered Depen...

ZBNRO15 - Daily Enrolime...

ZBNR032 - Covered Lives ...

Search Criteria screen

Your Organizational Unit will populate. Select the <Search> button. [Note: You may
additionally add a Personnel Number(s), if you need to run the report for less than your
full organziation.]
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My Benefits Insurance Coordinator NCP1 Biller Direct

Full Screen

Search Criteria bad
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HRBEN0001 - Enroliment *Organizational Unit

HRBEN0003 - Participation... Personnel Number:

¢ <

HRBEN0006 - Plan and P: Personn.

Subarea:

HRBEN0014 - Termination
Clear

HRBEN0015 - Confirmation..

HREENOO73 - Health Plan ... Results List

HRBENOO74 - Insurance PI...
HRBENOO7E - FSA Contrib... View: | [Standard View] v || Export, Export to Notepad

Covered  Covered  Covered
Employee  Employee Employee Covered  Covered
— GCompany Employee _ Plan  Plan Individual Individual  Individual All 12
PA30 - Maintain HR Mast First Midgle  Last A Indvidual  Individual Jan Feb Mar Apr May Jun Jul Aug
Numoer | (10 = | B = Code Description ~ First Middle  Last = B Months
Name Initial  Name

PA20 - Display HR Master ...

PA40 - Personnel Actions

ZAU_SSN - Social Security... [i] The table does not contain any data
ZBNF002 - Benefits Pol

ZBNF005 - User Password ...

ZBNQOO012 - Health Post T...

ZBNR002 - Plan U ion

ZBNRO06 - Plan Change Hi...

ZBNR010 - Display FSA YT...

ZBNRO13 - Dependent Sea...

ZBNRO014 - Covered Depen...

ZBNRO45 - Daily Envolime.

ZBNR032 - Covered Lives

Search Criteria screen
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Once the search complets and your data is displayed, select the <<Export>> button to
export the report to Microsft Excel.

! 9 I
My Benefits. Insurance Coordinator NCP1 Biller Direct
Full Screen

Search Criteria i~

*Plan Ye 2016 v
KHRIS Processes KianXeas
*Organizational Unit B O [uir-
HRBENO0001 - Enroliment rganizatienal Unil o
HRBENOOUS - Participation... Personnel Number. & o 1o o =
HRBENDO0G - Plan and Par... Personnel Subarea: & g T [

HRBEN0014 - Termination ... Cloar

HRBENO015 - Confirmation...
HRBENOO73 - Health Plan ... Results List
HRBENQO74 - Insurance Pl...

HRBENOO78 - FSA Contrib... R (Siandard View] ] Exportto Notepad

PA20 - Display HR Master ...

Covered ~ Covered GCovered

Employee Employee Employee Covered  Covered

. Company Employee . Plan  Plan Individual  Individual Individual 2 All 12
PA30 - Maintain HR Master... irst Middle  Last = < x Individual  Individual Jan Feb Mar Apr May Jun Jul Aug
Number Mame Initial Teom 88N Code Description F\;?':‘e h\‘:ﬁﬁ;\e h:;sr:‘e SSN DOB Months

PA40 - Personnel Actions

ZAU_SSN - Social Security...
ZENF002 - Benefits Policy ..
ZBNF005 - User Password ...
ZENQU012 - Health Post T...
ZBNRODZ - Plan Ufilization

ZENROOS - Plan Change Hi...
ZBNRO10 - Display FSA YT...
ZBNR013 - Dependent Sea...
ZBNRO14 - Covered Depen...

ZBNRO15 - Daily Enrolime...

ZBNRO32 - Covered Lives f...

Search Criteria screen

Select <<Save As>>. Name and save the report to a secure, HIPAA compliant, location on your
network or PC.

- .
& Save As
OO [Ewer > o[ scmroe 3
Y PRl Covered Lives for ACA Reporting v

Save as type: [Microsoft Excel Worksheet (*.xlsx) v]
|
1
|

¥ Browse Folders [ Save ] [ Cancel

Save As screen
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