Benefits Accounting User Guide
for
Health Insurance, Life Insurance & FSA
Billing Liaisons

Personnel Cabinet
&
Department of
Employee Insurance

‘l ‘ 5)
$”\Group Life/

EM,
ﬁﬂcﬁ Pj_‘ G,.I-

g

March 2017



Table of Contents

1) 1 o]0 [F]63 (o] o IR TRTRRTRRR RO TRRRRRR 3

Accessing KHRIS Broker Bill

Logging 0N 10 KHRIS ...ttt nee e 4
Biller Direct and Web BroKer Bill............cc.ooieiiiiiiieie e 7
Broker Bill INtrOQUCTION .........eoiiiiiiecce ettt s ae e be e nreeree 8
CUSLOMIZING YOUE VIBW ...ttt sttt sttt ettt be e sbe et beenbe e e nreenbeenee e 19

Reconciling Bills and Payments

Working/Processing Broker BillS...........ooviiiiiiiiie e 35
Adding Employees to the Broker Bill ... 42
Changing the Broker Bill.............ocuoiiiiiie e 47
Rejecting Items from the Broker Bill ............ccooioiiiiiiiiie e 51
Confirming Unchanged Proposed ItEMS ..........coueiiiiiiieiieese e 53
RESEttiNg ProCeSSEU ITBIMS .....cvieieeieciiece ettt te e e e e neeeneenrs 55
Placing 1tems 0N the WOIKIIST ..........cooiiiiiiec st 56
Releasing the BroKer Bill ..o 58
(O T or= U o] 1 S SS ST RTR P TPRPRRPRO 60

Paying Reconciled Bill Using Biller Direct

Biller DIreCt EXPIanation...........cccooiiiiiiiiie et 63
Paying Bills iN BIllEr DIFECL ..........coiveiiiieieee et ns 74
General INFOMMALION ........oouiiiiiiieiee bbb b e bbb ene e 83



Introduction

The purpose of this guide is to provide step-by-step instruction, guidance and information
regarding accessing, reconciling and paying health insurance, life insurance, and flexible spending
bills generated by the Kentucky Human Resource Information System (KHRIS). This guide is
designed to serve as a reference for all billing liaisons.

Questions and/or suggestions for improvements to this guide should be directed to the Premium
Billing Branch (PBB) Manager at the addresses below:

Department of Employee Insurance
Attn: Hannah Stanfield, PBB Manager
501 High Street, 2" Floor

Frankfort, KY 40601



Accessing KHRIS Broker Bills

Logging on to KHRIS

Access KHRIS through ESS/MSS portal at https://khris.ky.gov/irj/portal.

Welcome

’ —
Hentucky Human Retource Information System

Copymght @ 2011 Commonwealth of Kentudey. All rights reserved.

e Enter your user ID and password and click Log on.

e Your KHRIS User ID is your 3-letter, 4-digit employee ID (Ex: ABC1234).

*1f this is your first time using the KHRIS, select the New User/Reset Password link.
The New User/Reset Password wizard will allow you to create a new password or reset a
forgotten password.

Enter your Employee ID and click Validate.

“ -
@ SAP MetWeaver Portal - Windows Internet Explorer -

Z7 https://khris.ky.gov/irj/serviet/prt/portal/prtroot/pcd3aportal_content!2fcom.kygov.hr.cok_fli2fcom.ky

1 2 3
v L N = u
Validate Employee ID Authenticate Employee Information New Passzword
Enter your employee 1D:
Employee ID: * | || walidate



https://khris.ky.gov/irj/portal

Enter your Last Name, Zip Code, Date of Birth and SSN. Click Authenticate.

> e L2 = =
“alidate Emplovee IO Authenticate Employee Information Mew Password

Forgot your KHRIS Password?

Please complete ALL the follewing guestions and you will be able to reset your
own password for KHRIS and access the portal immediatethy:

1. Fillin your last name. Please use your last name as it appears on your
=social security card — no nickname=s or abbreviations.

2. Type in your ZIP Code.

3. Fillin your birthday, using a format of MM/DO ™™™ -or- click on the
calendar icon and select it from the calendar.

4.  Type in your social security number.

5. Click on Authenticate button.

Confirm information to reset password:

Last Mame: * |

ZIP Code: * [ ]

Date of Birth: * =
MM /DD Y Y YY

Social Security Mumber; * I:l

Authenticate

KHRIS will assign you a temporary password. Write down the temporary password exactly as it
appears, or highlight the temporary password to copy and paste it.

Forgot/Reset Password or New User?

I» 1 2 3 -

alidate KHRIS User ID Authenticate Employes Information Hewr Password

Hew Temporary Password

“our temporary password to access KHRIS system iz:

Oqcaeci@

Reminder, your temporary password iz case senszitive.

Exit



e (o back to KHRIS initial entry screen and enter your KHRIS User ID.
e Enter your temporary password.

e Click Log In.

KHRIS User D *

Password * EEREEEEE

Logh

Forgat KHR r 07
ForpotFeset Password or Hew User?

Henfughy Hrmen Arsowr Infermaiion Sniem
N Corm&ngﬂntuumm

e KHRIS will now prompt you to create a new password.

=2 hitps://khris.ky.gov/ - KHRIS - Windows Internet Explorer provided by Personnel Cabinet E@

Forgot/Reset Password or New User?

> 1 2 4

Validate KHRIS User 1D Authenticate Employee Information HNew Password

I Password Requirements

Your password must be at least 8 alphanumeric characters in length.

Contain at least 1 number.

Contain atleast 1 uppercase.

Contain at least 1 lowercase.

Contain at least 1 special character.

IMust be different from your last 13 passwords.

First character of your password CAMNMOT be an exclamation point (1) or a question
mark (7).

MO s WP

Enter Your New Password

*pew Password:

* Confirm Password:

The New password must:
e Be at least 8 alphanumeric characters in length, A—Zand 0 - 9.

¢ Contain at least one number, one uppercase letter, one lowercase and one special character,
!l @l #l $l %1 /\l &1 *1 (1 )1 - +1 <1 >1 ?1 -<| /



Biller Direct and Web Broker Bill

Once logged into KHRIS, you can access Biller Direct.

To access broker reports, click Biller Direct. oo

QI‘JJIE hitps://khris ky.gov/i/portal P-ac || == Welcome - KHRIS % {plis 7 io
File Edit View Favorites Tools Help
< &) Welcome to CGl Advanta... ~ Bllaunch pad Ky Persannel Intranet c'.' | Logaut

Welcome, Search = Hawing trouble viewing, click hese Log off

Empioyes Seif.Senize image Connect Workiist Empioyes Suggestion Systam [

Benefits Information Resources
Here you can view your curment benafit selactions, family member / dependent / Below are kinks to valeable employee resources. The first ks a direct link fo the
benefziary records and identify extemal crganizations (such as chanties) o = Empioyes Handbook that pertains o sl 154Executive Branth employses. The
designate o3 your beneficianes second is 8 nk to the state emplayee wabsite. The third is 8 Bnk to futorials which
teach you how o complete varicus ESS tasks such as updating personal infeemation,
enroling in direct daposit and even viewing salary statements and leave balances
Employse Handbook

i by Db Ernnkas lahe e

Ensplimant Crarvigw
External Crganizations a5 Beneficianss
Family Membersl Desendints/ B ¢ Retords

This action will reveal the Biller Direct portion of the Detailed Navigation menu on the left side
of the screen.

The Biller Direct link will take you to the payment module of KHRIS. You must work and release
your broker bill before you can go to Biller Direct to pay it.

The Broker Report Overview link will display the broker reports, or bills, for your agency.

e S
GI‘-- LT hirtpa: ) kst beyt gy s pnital 2= s I| I Wilgame - KHETS
Fle Edt View Fevortes Tooh Help

S B Welcomete O Advanta..  § Bllanch pad By Pescarsl Intranet 2 | Logout

| E

rruiag Cosnel Bitlai [higsl diarkin Erfsplogis Suggirabon Syrilem

Erfspiipid Sal-SHiace

Welcome to

ATTENTION HEALTH DEPARTMENTS AND Q172
new LivingWell CDHP Employer preminm contribofi

Flaase usa the mend 1o the lelt o perorm your functions.

= Hiolowr Hapon Jvocosm

Flease sulbmil paymnent o




Broker Bill Introduction

Broker Report Overview:

Agencies that participate in KEHP’s FSA program have 2 broker bills each month. This includes
school boards and some QUASI agencies.

Agencies that do not participate in FSA will have only one broker bill per month. This includes
health departments and the remaining QUASI agencies.

e The bill for invoice period 1% to 15" is for half month of FSA.
e The bill for invoice period 16" to 30" is for a full month of health and life insurance
and half month of FSA.

Note: If the 15th or 30th falls on a holiday or weekend, KHRIS will use the next business day for
bill dates.

Arrears or credits may appear on either bill.
There are 2 tabs on the Broker Report Overview:

The Open Broker Reports tab displays only open bills.

Broker Report Overview

Open Broker Reports All Broker Reparts

Process Broker Report || Refresh List

Broker Report Search Term Broker Report Status  Invoicing period from  Invoicing Periodto  Broker Contract Created on  Changed on
. 800000063290 201605101JT02 Open 051712016 051312016 8000000000000000063  05M0/2016  05/M10/2016
800000062815  201605101JT01  Open 05/03/2016 05MBI2016 8000000000000000063  05M0/2016  05M10/2016

The All Broker Reports displays all your agency’s bills.

Broker Report Overview

Open Broker Reports All Broker Reporis

Process Broker Report || Refresh List

Broker Report Search Term  Broker Report Status  Invoicing period from  Invoicing Periodto  Broker Contract Created on  Changed on
. 800000063609 80000 In Clarification 05/01/2016 05/31/2016 53000000000000000344  05M7/2016 06012016
800000062722 80000 In Clarification 04/01/2016 0443002016 3000000000000000344  04M2/2016  05/20/2016
300000061774 80000 Posted 03/01/2016 0313120186 3000000000000000344 03112016  05/20/2016
800000060385 80000 Paosted 02/01/2016 02/29/2016 3000000000000000344  02M1/2016  03/28/2016



The Process Broker Report button is used to open your bill.
The Refresh List button is used to update the list of bills after a bill has been released.

Broker Report Overview

Open Broker Repaorts All Broker Reports

Process Broker Report || Refresh List

Broker Report Search Term Broker Report Status ~ Invoicing period from  Invoicing Periodto  Broker Contract Createdon  Changed on
The Broker Report column contains the identifying number for the bill.

The Search Term column shows the job that created the bill; this column is NOT USED by
agencies.

The Broker Report Status column shows the status for each bill, Open, Posted, or In Clarification.

e Open - Open bills have not been worked or have been partially processed. Changes can
be made to open bills.

e Posted - Posted bills have been worked and released. Released bills have been completely
processed and are ready for payment in Biller Direct. Premium amounts listed on the bill
for each individual have been applied to the employee. No further changes can be made to
broker bills after they have been released.

e In Clarification - Bills that are In Clarification have entries that KHRIS did not know how
to post. Those amounts will not show up in Biller Direct until the clarification cases have
been resolved by PBB. After resolution, those amounts will roll into Biller Direct and there
will only be one line per Product, as long as you wait until ALL clarifications items have
been resolved then process payment in Biller Direct.

The Invoicing Period from column shows the first day of the bill period.
The Invoicing Period to column shows the last day of the bill period.

The Broker Contract column is the agency’s broker contract number. This number is a constant
for each agency.

Created on is the date the bill was generated.
Changed on is the date the bill was last changed.

Double-click on a Broker Report number in the Broker Report Column to open a Broker Report.
The Broker Report opens in Overview view in a new window.



Overview
The bill Overview screen displays basic information about the broker bill.
The upper left corner of the screen shows the Broker Report number.

The Save and Release buttons are beneath the Broker Report number and Broker Name.

‘=) hitps://khris.ky.gov/?]_REPORT=800000063290# - Processing of Broker Reports - Windows Internet Explorer provided by Personnel C

Broker Report (800000063290)
Broker Name: Broker Contract:  8000000000000( Status: Open

Save || Release

Broker Report Status

Status: Open Search Term: 201605101JT02
m Created on: 05/10/2016 09:22:10 Changed on: 05/10/2016 09:22:10
Proposed tems Changed by .

Worklist Items

oot Tomo The proposals offset the report amounts against the proposed amounts.
ltem category = Amount Proposed Amount = Currency
Premium 0.00 8,971.39 USD

Total 0.00 5,871.39 USD

The processing status offsets the already processed broker report items against the total number of broker report items.
This table tells you how many broker report items you have to process in this settlement period.

ltem category ltems Processed items  Percentage of completion
Premium a7 o (0%
Total a7 0 0%

SAVE YOUR WORK OFTEN. You may time-out of KHRIS without warning. If
you time-out, you will lose all work since your last save.

Directly under the Save and Release Buttons
are links to the Overview, Proposed Items,
Worklist Items and Processed items.

Proposed Items - the list of employees
for whom payment is expected and the
premium amounts your agency is
expected to pay.
Worklist Items - Proposed Items that
can’t be worked immediately can be
m placed on the Worklist to prevent
Proposed Items accidental confirmation.
Processed Items - Confirming,
changing, creating or rejecting items
Processed ltems places them in Processed Items.

Save | Release

Worklist Items

10



In the center portion of the screen, you will find the Amount (or payment amount) and Proposed
Amount.

Broker Report Status
Status: Open Search Term: 201605101JTO2

Created on:  05M10/2016 09:22:10 Changed on: 05/10/2016 09:22:10
Changed by: .

The proposals offset the report amounts against the proposed amounts.
[tem category = Amount  Proposed Amount  Currency
Premium 0.00 897138 UsD
Total 0.00 897138 UsD

NOTE: Before bill has been worked or processed the amount will always be $0.

After processing or working the bill, the Amount should match the amount to be paid by
your agency. The Proposed Amount will not match the Amount after changes, corrections and
rejections are made.

The proposals offset the report amounts against the proposed amounts.
Iltem category  Amount = Proposed Amount  Curmency
Premium 0,402.04 89,0734 UsSD
Total 0,408.04 807341 UsD

The number of Items on the broker bill is located under Amount/Proposed Amount near the middle
of the screen.

Before the bill has been worked or processed the percentage of completion will always be
0%.

ltem category  Items  Processed items  Percentage of completion

Pramium 87 o 0%
Total 87 o 0%

After processing or working the bill, the percentage will be 100%.

11



ltem caiegory  ltems = Processed items  Percentage of completion
Premium o1 g1 | 100%
Total o1 g1 | 100%

e Items are the total number of items on the bill.

e Processed Items is the number of items that have been changed, rejected, added or
confirmed.

e Percentage of completion is the percentage of the items that have been worked.

As you work the bill and save changes to individual items, the items will be moved from Proposed
Items to Processed Items, and the completion rate will change. Working the bill is described in
detail in Working/Processing Broker Bills.

Broker bills can be released for payment only after all Proposed Items have been processed.

Proposed Items

Clicking the Proposed Items button displays the list of employees for whom payment is expected
and the premium amounts your agency is expected to pay.

Proposed Items are what KHRIS thinks is owed, which is not necessarily the amount that will be
paid. Employment terminations, new hires, or QEs may cause the actual payment to be different
than the Proposed Amount.

Broker Report (800000000170)

Broker Name: Broker Contract:  S0000000000000 Slatus. Open

[Save ][ Release |

Proposed Amounts
Overview Total Premiums: 11,525.20 USD

Proposed ltems Total: 11,525.20 USD

Worklist Items

Proposed Broker Report Items

Processed ltems [ Detais | [ Confirm | [ Change | [ Reject | [ Create em . | [ Add te Workist | [ Update Proposed Amaunt | [ [5] Expert to Notepad
View |Healtn |=| Display As Tabie =l Export 4
B tamiD Social Security Number Description Y Proposed Amount

The Details button displays system information related to the selected employee.
Confirm is used to process items when the employee is paying their Proposed Amount.

Change is used to make corrections to Proposed Amounts that do not match the employee’s
payment amount. (Note: Proposed Amount does not change when the item goes to Processed
Items.)

Reject is used to remove employees who are not paying from the bill.

12



Confirming, changing, or rejecting an item moves the item from Proposed Items
to Processed Items.

Create Item is used to add employees who are not listed on the broker bill. Creating an item saves
the entry directly to Processed Items. The entry will not appear in Proposed Items.

Add to Worklist moves the selected employee to the Worklist screen.

Update Proposed Amount may be used to change the Proposed Amount for employees whose
payment history has changed since the bill was generated.

e New employees will not be added to the bill.
e Arrears or credits for QE processed after the bill was generated will not be added.

Export to Notepad exports the selected bill view to a notepad as a text file. There is no formatting
applied to this type of export and it may be more helpful to export to Excel using the Export button,
which is demonstrated later.

View allows user to select the customized list they wish to display. Drop down the View list and
click the desired view to access customized lists. See Customizing Your Bill View for instructions
on setting up customized views.

Proposed Broker Report ltems

| Details || Confirm || Change || Reject
Wiewr [Health [= [
FSA
B. ten Mumr
Health
I

Life
Totalzs

87 | [Standard Wiew]

The Display As feature allows the bill to be displayed in different ways, as a table, as a graphic,
or as both.

Display As Takbls |v | E;-tpcrt1|

imber Table osed Amou

Takle and Graphic

Graphic

A

Table displays items on the bill in a list.

13



Proposed Amounts
Total Premiums: 324.99 USD
Total: 324.99 USD

Proposed Broker Report Items
Details Confirm Change Reject Create Iltem P

View: | [SIENNEIVRIET El Display As: | Table

Ty ltemID  Social Security Number = Description
|

2

3

Add to Worklist Export to Notepad

v || Export
Product = Text Proposed Amount
33 Healthcare FSA 50.00
33 Healthcare FSA 20.83
33 Healthcare FSA 62.50

Bill Period

05/01/2016

05/01/2016
05/01/2016

Reporting Broker  Cost Center
9200100186
9200100186
9200100186

&
Note
Create
Create

Create

Graphic display isn’t very useful for reconciling the bill, but it can be interesting to see different

Versions.

View: |* [Standard View] - | Display As: | Graphic

2000
1500

1000

L

10 11 12
1-2-3-4-5-6-7-8-09- - - -
L ¥ Y
SD SD SD sD 5D sD sD sD sD sD 5D sD

M Proposed Amount

Table and Graphic displays both versions simultaneously.

Export is used to export the broker bill to Microsoft Excel to facilitate reconciling.

Proposed Amounts
Total Premiums: 324.99 USD
Total: 324.99 USD

Proposed Broker Report ltems

Details || Confim || Change || Reject || Create ltem ,| | Add to Worklist || (5] Export to Notepad

View: | Health ~ | Display As: | Table v || Export

T Item ID  Social Security Mumber = Description

Product® Text Pi _Exporttu Microsoft Excel

&

Reporting Broker  Cost Center  Mote

To the far right of the Export button, you will find the Settings link £ .

14



Proposed Amounts
Total Premiums: 324.99 USD
Total: 324.99 UsD

ro osed Broker Re ort Items
efails CanITI"I Change || Reject |Create ltem || Add to Worklist || j Export to Notepad

View: | Health v | | Display As: Table h

IT,—: ltem ID Social Security Number Description = Product® Text Proposed Amount Bill Period Reporting Broker Cost Center  Note

The Settings link is used to set up customized views.

15



iew: Health w | | Display As: Table v || Export &5

| Item ID  Social Security Number  Description  Product®  Text  Proposed Amount  Bill Period  Reporting Broker  Cost Center  Mote

The Table Selection Menu |2/ can be used to Select or Deselect All items.

The Item ID column is an auto-assigned number assigned to each bill entry.

Social Security Number is the employee’s SS#.

Description is the employee’s name.

Product is the code for health insurance, life insurance or Flexible Spending Account (FSA).

10 - Employee portion of health insurance

11 - Health insurance, both employee and employer portion
20 - Optional or Dependent life insurance

33 - Healthcare Flexible Spending Account (FSH)

34 - Dependent Care Flexible Spending Account (FSD)

70 - Admin Fee

Note: Not all Product codes will appear on all bills. If your agency is not responsible for paying
employer portion of health insurance or admin fees, these will not be listed on your bill.

Text is the name of the employee’s health insurance, life insurance or FSA plan.

The Proposed Amount is the amount KHRIS expects will be paid, not necessarily the amount that
will be paid.

Cost Center is a constant for each agency.

The Reporting Broker is the employee’s Business Partner number in Benefits Accounting
module, equivalent to Personnel Number in Benefits module.

Note is where a note can be added for the broker report item.

16



Worklist Items

Proposed Items that can’t be worked immediately can be placed on the Worklist to prevent
accidental confirmation. Items can be confirmed, changed, created or rejected from the Worklist.

Broker Report (800000005768)

Broker Nams: PARIS INDEPENDENT Broker Contract: 8000000000000000435  Statuz: Open

Proposed Amounts
e niew Total Premiums: 0.00 USD
Proposed ltems Total: 0.00 USD

Worklist tems

Worklist for Broker Report Items
Processed ltems Detailz | | Confirm | | Change | [ Reject Remove from Worklist Iﬁ Export to Motepad

View |[Standard View] Display As |'at:|e |V|| Exporta |

The buttons and columns on this area of the broker report are the same as those described in the
Proposed Items section.

Processed Items

Confirming, changing, rejecting or creating items places them in Processed Items.

Broker Report (800000004844)

Broker Name: P# iroker Contract: 80 statuz: Posted
Confirmed (598) With Change (0} Rejected (4} New (2) All{104)
Overview - = -
Rezet item || [5] Export to Notepad

Proposed ltems

Worklist ltems Containz propozed broker report items that you have confirmed.

Processed tems

View | allv/amts |+| Display As |Table [=|[ Export 4 |

The Confirmed tab shows all items that were confirmed without changes.

The With Changes tab shows all items that were changed.

The Rejected tab shows all items that were rejected.

The New tab shows all items that were added. These items will not have a Product code.

The All tab shows all entries on the bill. It will be helpful to set up customized views on the All
tab.

17



Confirmed (124) With Change (4) Rejected (6) MNew (1} All(135)

| Detailz || E;-:pcrttc Notepad |

Containg all proposed broker report items that you have cenfirmed, changed, rejected or created.

View |totals onty || Display As |Table [= || Export | Delete Fiter Settings

B temD Social Security Number Description Product = Amount Text Proposed Amount Bill Period |
Item ID, SSN and Description are the same as in Proposed ltems.
The Amount is the total the employee is paying for health, life or FSA. In Processed Items, the
amount is the important column. This column is located on the far right side of standard view and

can be moved to the left for easier viewing when customized views are set up.

Product, Text and Bill Period are the same as in Proposed Items.

Confirmed (103} With Change (3} Rejected (2} Hew (2) AlC110)

Detailz || [=] Export to Notepad |

Containz all proposed broker report tems that you have confirmed, changed, rejected or created.

View |[Standard View]  [+| Display As Table [ = ]| Export 4 Delete Fiter Settings

EX Reporting Broker Cost Center Note Changs Reason Confirmation Status Currency Insurance Objsct tem category -

The Reporting Broker is the employee’s Business Partner (BP) # in Benefits Accounting module
of KHRIS.

The Cost Center is the level at which the bill is paid. For Non-Commonwealth-paid agencies, the
last 5 digits of the cost center is the legacy system 5 digit agency #.

Note displays explanation for change, rejections or added items. If note was entered, you must
click to view note.

Change Reason displays the reason that was selected when the item was changed.

Confirmation Status shows whether the entry was confirmed, confirmed with changes, rejected,
or added.

Currency should say USD for U.S dollars.

The Insurance Object is the identifying number for an employee’s health insurance, life insurance
or FSA. Each one has a unique identifier that links to each individual.

Item category should say Premium.

18



Customizing Your Bill View
Customizing views allow the user to see health insurance, life insurance and FSAs separately.

Standard View is the default view for KHRIS and can be seen by all users. Customized views are
user specific and can only be viewed by the user who sets them up.

In Proposed Items, click Settings on the far right of the screen.

Views do not automatically transfer from Proposed to Processed Items. If you want
customized views in Processed Items as well as Proposed Items, you’ll have to set them
up on each tab in Processed Items.

Broker Report (800000( )

Broker Contract 80000000000000 Stalus: Open
Save || Release

Proposed Amounts

Total Premiums: 324.99 USD
Overview Total 324.99 USD
Proposed ltems

Proposed Broker Report ltems

Workiist Items Details || Confirm || Change || Reject || Create tem , | Add to Worklist || ) Export to Notepad

Processed ltems

View, EEICNECE] || DisplayAs: Table v [ Expont, &

P ltem D Social Security Number Description Proguct  Text Proposed Amount  Bil Period  Reporting Broker | CostCenler  Note

There are 5 tabs in Settings which are used to set up custom views. The tabs are Column Selection,
Sort, Calculation, Filter, and Display.

Settings
View |[Standard Wisw] [+] |[save||Saveas.. || Delete || Properties...
Column Selection Sort Calculation Filtsr Display
F. Hidden Columns - F. Dizplayed Columns -

ltem category tem ID
Subcat Social Security Number
Inzurance Object De=cription
Arnount tern Category
Currency Text
Arnount Proposed Amount
PropCormm. Bill Period
Conf3tat - Reporting Broker -

Change Sequence
[Z] [] [+] [=]

[0 || Cancel || Apply |

19




The Column Selection tab allows you to select which columns to view. Working with your broker
bill for a couple of months will help you decide which columns you prefer to view and in what
order you wish to see them.

Settings
View |[Standard Wiew] [=] Save Delste
Colurmn Selection Sort Calculation Filter Dizplay
F. Hidden Columns & E. Displayed Columns o
ltem category ftem 1D
Subcat Social Security Number
Inzurance Object Dezcription
. : Add b "
Amaun em Category
Currency Text
Armount Proposed Amount
PropComm. Bill Period
ConfStat - Reporting Broker -
E E Change Sequence |E| E

To highlight a column name, click on the grey square to the left of the name.

To move a column from Hidden Columns to Displayed Columns, highlight the desired column and
click the Add button.

To remove a column from Displayed Columns, highlight it and click Remove. This places the
selected items on the Hidden Columns list.

Note: Ensure that Insurance Object is moved to Displayed Items so it can be used to help identify
which Products have credits.

To change the column order, highlight the column name in the Displayed Columns list and click
the Change Sequence arrows at the bottom of list to move selected items up or down.

. 2] moves column all the way to the left of list
. moves column one place to the left
. [~ moves column one place to the right

=]

moves column all the way to the right

20



Click Apply when columns are in the order you wish them to be.
In this example, we wish to move the Proposed Amount farther to the left so that it appears in a
more convenient location.

Settings
View [[Standard Wiew] Save |[ Save as... || Delete | [ Properties... |
Column Selection Sort Calzulation Fiter Dizplay
E. Hidden Columns e E. Displayed Columns e
ltem category ttemn IO
Subcat Social Security Number
Ingurance Object Die=cription
Amount ltem Category
Currency Text
Amount Proposed Amount
PropComm. Bill Period
ConfStat - Reporting Broker -
E |E| Change Sequence |E| |§|
View |[Standard View] Display As |_able |v || Export 4 |

B ftemiD Social Security Number Dezcription ltem Category Text Propossd Amount

Proposed Amount was highlighted and the change sequence button [2] was used to move this item
2 rows up on the table, which will in turn move Proposed Amount, 2 columns to the left.

Settings
View |[Standard Wiew] [+] Save || Save as... || Delete || Properties...
Column Selection Sort Calculation Fitter Dizplay
E. Hidden Columns - E. Dizplayed Columns -
ltem category ltem ID
Subcat Social Security Number
Inzurance Object Dezcription
Add b
Arnount Prepozed Amount
Currency ltem Category
Armount Text
PropComm. Bill Peried
ConfStat - Reporting Broker -
E E Change Sequence |E| |§|
View | [Standard View] |v | Display As |‘ab|5 |v || Export « |

B. temID Social Security Number Description

Proposed Amount

ltem Category Text

The Proposed Amount column has been moved next to employee’s name.
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Note: When setting up views in Processed Items, you will want to move the Amount column
to the left so it can be easily viewed.

The Sort tab allows you to select how your view is sorted. For instance, sorting by Description
will put the list in alphabetical order by employee name.

Settings

LN

View |[Standard View] [+] |save||saveas..|| Delete || Properties... |

Column Selection Sort Calculation Fitter Dizplay

. Unsorted Columns - H. Sorted Columns Sort Direction
ftem 10
ltem category
Subcat

De=cription

Add

Ingurance Object
Text
Armount

Propozed Amount -

Changes Sequence
=] [+] =] =]

[ oK | [ cancel || Apply |

Find the column you wish to sort by in the Unsorted Columns list.
Highlight the column and click Add to move the column to the Sorted Columns list.

Click Apply.
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The Calculation tab allows you to total the Proposed Amount column and display the total at the
top or bottom of the list.

Proposed Broker Report ltems

Details || Confirm | | Change | | Reject Add to Worklist | | Update Proposed Amount | Export to Motepad |
Settings
View |[Health [=] [=ave||saveas.. || Delete || Properties... |
Ceolumn Selection Sort Calculation Fitter Dizplay
B Columns Calculation |:| Count Table Entrisz

Proposed Amount | None v Dizplay Calculations at Start of Table

None _ . —

— [] Di=May Intermediate Results for Sorted Columns | Exception
ota

Hinimum [[] Collapeetg Intermediate Rezults

Maximum

Mean Value

Click here to display total at top
of list. If you want the total to
display at the bottom, do not
check any of the boxes.

[ oK ][ cancel | Apply |

Click in the drop down box and choose Total.

To see the total at the top of your list, click on Display Calculations at Start of Table. Remove the
checks from all other selections.

If you wish to display the total at the end of your list, remove the checks from all boxes.
Click Apply.
When entries are sorted and calculated, intermediate results may be displayed.

The Exception button allows you to choose the column for which you wish to see intermediate
results when the list is sorted by more than one column.
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In this example, the entries are sorted by Description (employee name) and Product. Intermediate
results for both are displayed.

Proposed Broker Report ltems

| Details | [ confirm | [ change | [ Reject | | Create ttem . | | Add to Workiist | [ [=] Export to Notepad |

| Settings

View *[Standard View] ¥ |[Save |[ Save as... || Delete |[ Properties... |

Column Selection  Sort _/ Fiter | Display |

Columns | Calculation
Proposed Amount Total -

=

["] Count Table Entries
["] Display Calculations at Start of Table

Display Intermediate Results for Sorted Columns

[ ] collapse to Intermediate Resuls

El
[0 [Cancet | Aoy | Rese]
View: | * [Standard View] «| | Display As: Tabie w | Exporta B
ﬁimn;msﬂﬂyum!w anmﬁuct = | Tex ﬁmmmmcmcﬁm Reporting Broker | Note =]
- s 142340
24 04/01/2014 Waive Coverage with HRA 175.00 9200486597 Create
H 25 Admin Provider Fee 535 9200496697 Creste |
| a 04172014 . 180.36 '
- [ .. 1“.35
I_—_] T | 030172014 LivingWellPPO Single(ER) 10.72 | 9200496697 Creste |
| a 012014 . 10.72 '
% 2 | 0410172014 LivingWWelFPO Single(ER) 699.28 | 9200496697 reate
3 Admin Provider Fee 536 9200496697 Create |
| a 040172018 . 704,64 '
- ' [ == 715.36
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The Filter tab allows you to display selected insurance types.

Proposed Broker Report ltems
[ Details | [ Confirm || Change || Reject | | Create tem . | | Add to Worklist | | [=] Export to Notepad |

Settings

View |‘ [Standard Wiew] "|| Save || Save as... || Delete || Properties. .. |

Column Selection | Sert | Calculaon _ Filter | Display |

lgnore Uppercase and Lowercase Distinction when Filtering

Fitter Column: [« | Add||Resetall|
Confirmation Status

Cost Center
Cost Center
Currency
Description
Ingurance Object
ftem I

tem category
Mote

Product El

OK || Cancel || Apply || Reset |

Scroll down in the Filter Column box, and click on Product.

Settings

Viewe |[Standard Wisw] [=] [ save | [ sawe a=... | [ Delete | [ Properties. .

Column Selection | Sort | Calculation Filter i Dizplay

Ignore Uppercase and Lowercase Digtinction when Fikering
Fitter Column: [Product [=] [2dd |[ Resetal |

Click Add. Product will disappear from the Filter Column box, 2 boxes will open.

Settings

View |*[Standard View] || Save |[ Save as_ || Delete || Properties... |

Column Selecton ~ Sort | Calculation / Filter } Display |

Ignore Uppercase and Lowercasze Distinction when Fitering

Fitter Column: | ~| [Add || Resetall|

Product | |Tn | | &
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In the first box to the right of Product: < | type the number 10 to show only health insurance.

Settings
View |[Standard View] [+] [cave||saveas.. || Delete || Properties...
Column Selection i Sort i Calculation Fiter i Display Product Codes
lgnore Uppercase and Lowercaze Digtinction when Filtering 10 Health Insurance — Employee Portion*
Fitter Column: | [=] [Add|[Resetal] 11 Health Insurance —Employer Portion*
20 Life Insurance
33 Healthcare FSA
Proguct: & [10 3o | 34 Dependent Care FSA
70 Admin Fee
*For QUASI agencies, health insurance is
not divided into employee and employer
portion. Use Product Code 11.
Click Apply.

Click Save As to save the view. Enter a name into the Description box. In this case, we named the
view “Health,” and click OK.

Settings

View |*[Standard View] ([ save |[ save as... || Delete |[ Properties... |

Column Selection Sort Calculation ~  Filter Dizplay

Ignore Uppercase and Lowercase Distinction when Filtering

Fiter Column: | V| | Add || Reset all |

Product: = [10 & 1o | =] &

- Clicking the Initial View
Description: * | | . . ,
. checkbox will set this as user’s
Assignment. [User || initial view. Whenever you open
L Initial View Proposed Items, this view will be
the first view you see.
[T Initial View
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To show only life insurance, change the 10 to 20. Click Apply and Save As and enter an
appropriate name in the Description Box, which will pop up after clicking Save As.

Settings

View [[Standard View] [~] [Save|[saveas..||Delete || Properties...

Column Selection I Sort i Calculation Fiter i Dizplay

lgnare Uppercaze and Lowercaze Diztinction when Fitering

Fitter Colurnn: | [+] [Add]|[Resetal
Product: > [20] 3] 7o | 3 =

To show only FSA, change the 20 to 30. In the “To” box, type 34. Click Apply and Save As and
enter an appropriate name in the Description Box, which will pop up after clicking Save As.

Settings

View |[FS& [+] [Save||Saveas.. || Dekete || Properties... |

Column Selection I Sort I Calculation Fitter I Dizplay

lgnore Uppercaze and Lowercaze Distinction when Fitering

Fitter Column: | [+] [Add]|[Resetall|
Product: [ [20 A 7o [34 g =

(oK ][ cancel ][ Apply |
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Next, set up a view that shows a summary of Proposed Amounts.

Click the Sort tab. If there are entries in the Sorted Columns field on the right side of the screen
(as below), highlight the entry by clicking the gray box to the left and clicking on the Remove
button.

Settings
View |[Standard View] [=] Save eas. Ete
Column Selection Sort Calculation Fitter Dizplay
. Un=zorted Columnz = = . Sorted Columns Sort Direction
Amount Description Aszcending -
Amount
Bill Period
Add b
c
Cateqg.
Change Reason |Remnve Selected Columns From Su:urtl
ChgeReaz
Confirmation Status -

|§| E| Change Emu&nc&lzl |§|

| 0K || Cancel || Apphy |

Scroll down in the Unsorted Columns on the left side and highlight Product. Click Add.

Settings
View |[Standard Wiew] =] Save || Save as... || Delete | | Properties... |
Column Selection Sort Calculation Filter Dizplay
B\ Un=sorted Columnz = ||~ B. Sorted Columnz Sort Direction
MNote
Product
PropComm.

Add 3
Propozed Amount

4 Rem
Reporting Broker Add Selected Columns to Snrtl

Social Security Number

Subcat

Text -

|§| |E| Change Emuencelzl E

[ oK ][ cancel || Apply |
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Entries will be sorted by Product code.

Settings
View |[Standard View] [+] |[Save||sSaveas.. || Delete || Properties...
Column Selection Sort I Calculation I Filter I Dizplay
FH. Un=zorted Columnz = =] Bl Sorted Columns Sort Direction [=]
ltem 1D Product Aszcending -
Note
PropComm.
Add k
Proposed Amount

Reporting Broker
Social Security Number
Subcat

Text

[

E
|§| |E| Change Emu&nc&El |§|

[ oK | [ cancel || Apply |

Click the Calculation tab. Check the Display Intermediate Results for Sorted Columns and the
Collapse to Intermediate Results check boxes. Uncheck all other check boxes.

Settings
View |Hzalth [+| |Save||Saveas..|| Delete || Properties... |
Column Selection i Sort Calculation i Fitter i Dizplay
E. Columns Calculation D [] count Table Entrie=
Proposed Amount | Total - |:| Dizplay Calculations at Start of Table
Dizplay Intermediate Results for Sorted Columnz
Collapse to Intermediate Resultz
“ooly
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Click the Filter tab. Click Reset All to remove any filters.

Click Apply.
Settings
View |[Standard View] [=] Save | [ Save as... | [ Delete | [ Properties... |
Column Selection Sort Calculation Fiter Dizplay

lgnore Uppercaze and Lowercaze Distinction when Filtering

Fitter Column: | [+] [Add][Resetal
Product. | ] 7e

Description: * |

Assignment: n

[ Initial Wiew

[ oK ][ cancel | [ Apply |

Click Save As and enter an appropriate name in the Description field of the box that pops up. This

view shows totals for each Product.

Proposed Amounts
Total Premiumz: 64, 385.75 USD

Total: 64,365.75 USD

Proposed Broker Report Items
| Details || Confirm || Change || Reject || Create tem 4 || Add to Worklist || Export to Motepad |

\r’iewuotﬂlaunhf |v| DisplayAs|_ﬂbIE |v||Exp0rt4
. temiD Social Security Number Description Product = Text
T

¥

10

20

30

29

- v v v

Proposed Amount

4.71-
60,205.26
911.30
2,236.90
683.17
333.33
64,365.75

Bi

Reminder:

Credits are not
associated with a
Product code.
They areon a
separate line
from Health, Life
or FSA.

Insurance Object
can be used to
identify which
Products have
credits.

In Proposed Items this view can be used to get a quick idea of where the bill is off after you have

finished working it.

In Processed items, if new items have been added to the broker bill, KHRIS will not know which
Product they belong to. These items will be in a separate line in the Totals view and you’ll have
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to determine which category they belong with and add them to that total. These items will appear

in the processed view on the New Tab.

In Processed Items on the All tab, customized views can be used to ensure that payment amounts
for each Product, health insurance, life insurance and FSA match the amounts of the individual
checks. Remember that each customized view must be created in each area (Proposed, Worklist,
and Processed) that you wish to have customized views. The steps remain the same for each area.

To switch between customized views, drop down the View box and click desired view.

[+

View Hsﬂrth
FEa
B ten
Health
BT .
Life
Totals
&7 | [Standard View]

MNui

Finding Credits on Broker Bills — Payment from Agency or Payment on Account

It may be useful to set up a view that will show only Payments from Agency or Payments on
Account in your Proposed Items.

Payments from Agency and Payments On Account entries are either credits or arrears.

|.{||

1218

Payment from Agency

Payment from Agency

2EE 42 100000000000

R R el R b A R

0oeT1

- niEmn

' 1oa2011

To set up this view, pull up Standard View in Proposed Items and click on Settings.

Save | Release

Qverview
Proposed Items
Worklist ltems.

Processed ltems

Broker Report (800000(

vl BO00OOMDR00000 Staluz: Open

Proposed Amounts
Total Premiums: 324.99 USD
. 324.98 USD

Proposed Broker Report ltems
Details Confinm Changea Raject Create ltem H

: —
LY el Standand View] v | | Display As: Table

™ ltem 1D Sockal Security Number Description

Add e Workist

Product

w

Tieod

[51) Export o Notepad

Export ,

Proposed Amount

Bill Penod

Reporting Broker . Cost Cenler

On Column Selection tab, make sure Insurance Object is listed in the Displayed Columns.

To add Insurance Object to Displayed Items:

e Click on Insurance Object in Hidden Columns list
e Click Add

e Click Apply
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Proposed Broker Report ltems
| Dietails || Confirm || Change || Reject || Create tem 4 || Add to Worklizt || Export to Motepad |

Settings
Views |[Health [=] [save|[caveas.. || Delets || Properties... |
Column Selection Sort Calculation Filter Dizplay
Ef. Hidden Columnz = Ef. Dizplayed Columnz
ltem category ftem D
Subcat Product
Die=cription Text
Add

Ingurance Object Proposed Amount

R
Amount 1 add Selected Columns to Selection |

currency Cost Center
Amount MNote
PropComm. -

E |Z| Change Sequence E‘ E

Since credits are not associated with a Product code, including Insurance Object on your view
will help determine which Product the credit is for, health insurance, life insurance or FSA.

Proposed Broker Report Items
| Details || Confirm || Change || Reject || Create ltem « | | Add to Worklist | Export to Notepad |

Settings
Wiew [Healh [=] [ save |[ save as... | [ Delets | [ Properties... |
Column Selection Sort Calculation Filter Dizplay
E. Hidden Columns = E. Di=played Columns

ltem category tem ID

Subcat Product

Die=cription Text

Amount Proposed Amount

Currency Ingurance Object

Amount Bill Period

PropComm. Co=t Center

ConfStat - Note

El E Change Sequence E El
View|Hearth |V| Displal,rAs|_abIE |V|| Export‘|
E. temID Product Text Proposed Amount Ingurance Object Bill Period

e Click on Filter tab

e Drop down Filter Column box

e Scroll down to Text and click on it
e Click Add
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Proposed Amounts
Total Premium=: &73,093.00 USD
Total: 673,0593.00 USD

Proposed Broker Report Items

| Details || Confirm || Change || Reject || Create tem || Add to Worklist | Export to Notepad |
Settings
Wiew [[Standard Wiew] [=] [ save |[ Sawe as... | [ Delste | [ Properties... |
Column Selection I Sort I Calculation Filtsr I Dizplay

lgnore Uppercases and Lowercase Distinction when Filtering

Fiter Column: [= [ 2dd | [ Reset an |
kem category -
Mote
Product
PropComm.
Proposed Amount
Reporting Broker
Social Security Mumber
Subcat
Text
Worklist EI
[ok ][ cancel | [ apply |
Viewr | [Standard Wiew] |=| Display As|Tacls [= ][ Export « |
Bl hem D Product Text Proposed Amount Bill Period Co=t Cen
e Inthe Text field, type “p*”
e Click Apply
e Click Save As and enter a new name to save this view
Proposed Broker Report ltems
| Details || Confirm || Change || Reject || Create tem || Add to Warklist || Export to Motepad
Settings
Wiew [Heafth [+] [=ave|[=ave a=.. |[ Delete || Properties... |
Column Selection [ Sort [ Calculation Filter [ Dizplay
lgnore Uppercaze and Lowercase Distinction when Filtering
Filter Column: | [+] [~dd]|[Resetan]
Text: %[ 7] 7o | & =
View [Health |+| Display As [Tatie [=|[ Export « |
B temID Product Text Proposed Amount Ingurance Object Bill Period
P p*
1217 Payment from Agency 255.92- | 1000000000000087107 | 10/18/2011
1218 Payment from Agency 345.48- | 1000000000000087107 11182011
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Payments from Agency credits or arrears on broker bills are NOT tied to a specific
Product: health insurance, life insurance or FSA. Adding Insurance Object to your view
can help determine which Product has a credit.

Credits are tied to individual employees. Employee Names, SSN and Business Partner
Numbers are not shown in the screen shot for purposes of HIPAA compliance.

It may also be helpful to set up this “credit only” view in Processed Items on the Confirmed or
All tab.
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Reconciling Bills and Payments

Working/Processing Broker Bills

The NCP KHRIS Operations Calendar lists all important events related to KHRIS, down times,
payroll runs, bill generation dates, etc. The calendar can be accessed through the following link:
https://personnel.ky.gov/DHRA/OpsCalendar.pdf

Working or processing the broker bill involves adding new entries or changing, rejecting, adding
and confirming Proposed Items to move them to Processed Items. You must compare the bill
entries to your payroll deduction file and make all changes, additions, or rejections so that the bill
amount and the payment for health insurance, life insurance, and FSA are the same.

Work your broker bills in date order. Working bills out of date order may cause payments to be
posted incorrectly.

The recommended method of working your bills is an employee-by-employee comparison of the
broker bill and remittance/deduction amounts. This is the best method for finding differences.
Compare each employee on the broker bill directly to the remittance/payroll deduction list to
determine what changes will be needed to balance the broker bill and payment amount. Simply
comparing the bill totals for health insurance, life insurance and FSA to the payment amounts for
each does not guarantee that each employee’s premium will be paid correctly when the payment
is posted.

As you work the bill and save changes to individual items, they will be moved from Proposed
Items to Processed Items, and the completion rate will change.

After all changes have been made and all other items confirmed, the Overview screen will also
show the total payment Amount. The payment amount may not match the Proposed Amount.

All items on the broker report must be processed before the bill can be released.

It is imperative that payment amounts listed on the broker bill for each

employee match the amount deducted from payroll for that employee or the
amount that employee is paying by personal check.
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To choose the bill that you wish to process, click in the gray square to the left of the report number,
then click Process Broker Report to open bill.

*If you prefer one-step opening, click on the Broker Report Number.

Broker Report Overview

Open Broker Reports All Broker Reports

| Process Broker Report || Refresh List

Broker Report Search Term Broker Report Status  Invoicing period from  Invoicing Periodto  Broker Contract Created on  Changed on
800000063290 201605101JT02 Open 08M17/2016 08/31/2016 2000000000000000063 05/10/2016  05M0/2016
‘ 800000062815 201605101JT01 Open 05/03/2016 05M6/2016 3000000000000000063 05M0/2016 05M0/2016

The broker bill will open in a new window on the Overview screen.

121 hitp=//khnsky.gow/T REPORT=800000063309= - Processing of Brokes Reports - Windows Intemet Explorer provided by Personnel €

Broker Report (800000063309)

Broker Mamé Broker Contract  S00M0000000 Stalus. Open
Save | Release
Broker Report Status
Stafhm: Open Seanch Terme  201605100ITO2

el Created on:  DSMO2016 0925:27 Changed on'  DSM102016 092527
Proposed lems Changed by,  JWWDDSD

Worklist ltems

P aad s The proposals offset the nepor amounts againsl the propased amounts

Item category  Amount  Froposed Amount  Cumency
Premium 0.00 67.516.2T USD

Total 000 6751627 W=D

The processing status offsats the already processed broker report items against the tofal number of broker report Bems
Théts tabike 1efts you bow many broker report Bems you have to process in this seftiement pariod

Item category  Mems  Processed tems  Percentage of complebon
Pramium TS o 0%
Total TOS 0 0%

To begin working the bill, click on Proposed Items on left side of screen.
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Proposed Amounts
Total Premiums: 867,516.27 USD

Overview Total: 67,516.27 USD

Proposed items

Proposed Broker Report ltems

Worklist ltems Details || Confirm || Change || Reject || Create ltem ,|| Add to Worklist Exporlm Notepad

Processed Items

View: | Health ~ | | Display As: Table ~ | Export g*
m} Item ID = Social Security Number | Description Productf = Text Proposed Amount = Bill Period Reporting Broker Cost Center = Note -~
65,072.19

1 10 Living'WellPPC Single(EE) 118.98 05/01/2016 9200100485 Create

4 10 LivingWellCDHP Family(EE) 337.98  05/01/2016 9200100485 Create

5 10 LivingWellPPC Single(EE) 79.98 05/01/2016 9200100485 Create

7 10 LivingWellPPC Single(EE) 2397 04/01/2016 9200100485 Create

8 10 LivingWellPPO Single(EE) 79.98 05/01/2016 9200100485 = Create

9 10 LivingWellCDHP Single(EE) 47.98  05/01/2016 9200100485 Create

The broker bill can be worked in any order you wish. You may work FSA first, then life insurance
and leave health insurance for last. You may want to make all the necessary changes first, and
then reject employees who are not paying and add new entries. Confirming all unchanged entries
can be saved for last. Or you can confirm all unchanged entries line by line first, and then make
changes. Rejections and additions can be done last. The order in which you work your bill is up
to you.

Bills can be viewed in the Standard View which shows all entries or customized so that only health,
life or FSA is displayed. It may be beneficial to set up customized views of your bill if you have
more than one type of billing. The views you set up will only apply to you. Each user must set up
their customized views. No other user can see your views.

SAVE YOUR WORK OFTEN

Click the Save button at the top left of the screen often. It doesn’t hurt to Save after each change,
addition or rejection. The KHRIS portal may time out after periods of inactivity (or during periods
of activity). Unsaved changes will be lost. Always save before you close the broker report.

School board employees and board members who do not pay an employee contribution for health
insurance or who waive coverage will not be listed on the board’s broker bills. KDE pays the state
contribution and admin fees for school board employees. Please do not add these employees.

For Health Departments and QUASI agencies, all eligible employees, including those who do
not pay an employee contribution and those who waive coverage should appear on the broker bill.
For employees who waive coverage with no HRA, only an administrative fee will be listed on the
broker bill. If these employees do not appear on the bill, please add them. Any employee who
pays ahead in full will not appear on the bill for the month that was paid in advance.

Employees who make a partial payment for a future month will only show the balance on the bill.
KHRIS applies those credits automatically.
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Payments from Agency or Payments on Account on your broker bills are one of two things:

1. Credits for overpayments KHRIS thinks an employee has made.
e Credits will be shown as negative amounts, such as -30.76, -192.40

2. Arrears that are caused by credits taken in error or that are not due back to employee.
e Arrears of this type will be positive amounts, such as 36.54, 96.20, not negative
amounts.

KHRIS automatically applies any credit amount to the next month’s premium. In KHRIS, this is
known as “clearing” the credit.

When KHRIS uses an employee’s overpayment to clear their next bill, if there is a balance
left and that balance is not enough to cover a full month’s premium, that amount will be listed
on the broker bill as a Payment from Agency or Payment on Account (credit).

Payments from Agency and Payments on Account are NOT assigned a Product code.

Payments from Agency and Payments on Account are not identified as health insurance, life
insurance or FSA. The entries are tied to individual employees, but not to a specific Product.
The Insurance Object can be used to identify which Products have credits.

If you export your customized views for health insurance, life insurance, or FSA to Excel, the
credits will not be exported because they have no Product code.

Credits can easily be confirmed in error if you work all your changes, additions and rejections
then confirm all remaining entries in the Standard View.

Be sure to check Proposed Items to see if there are credits on your broker bill before you
work it. Before you release your bill, check the Confirmed tab in Processed Items to
ensure that no credits have been confirmed by mistake.

There is an easy way to check for credits on broker bills if you do not wish to have a separate credit
only view:

e In Proposed Items, pull up Standard View

e Click on the column heading for Text

e Click (User Defined Filter)
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Proposed Amounts
Total Premiums: 0.00 USD

Total: 0.00 USD

Pro osed Bmker rtltems
Change || Reject |Create|tem || Add to Workiist || &) Export to Notepad |

\ﬁew'_|[8tandard\ﬂew] ~ | | Display As: | Table v || Export,|

rl,—:‘ Item 1D ‘ Social Security Nurnbet" D&or.r'plinn‘ Product Texl‘ mesedAlrmnt‘ Bill Period ‘ Reparting Brnker| CnstCmter‘ ane‘

Sort in Ascending Order
Sort in Descending Crder

| (AL

(User-Defined Filter..)

e Type “p*” and hit enter or click Filter.
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The screenshot below shows Payments from Agency in Proposed Items on the bill.

Proposed Amounts
Total Premiums: 67,516.27 USD

Total: 67,516.27 USD

Proposed Broker Report ltems
Details || Confirm || Change Reject || Create ltem ,|| Add to Worklist Export to Notepad

View: | * [Standard View] v | Display As:  Table

lT,—j ltem ID Social Security Number Description

189
563
G612
623
663
&76

&

Bill Period Reporting Broker Cost Center Mote

Payment from Agency 79.958-  03M16/2016 Create
Payment from Agency 12.98-  03/16/2016 Create
Payment from Agency 12.98- 03N6/2018 Create
Payment from Agency 12.98-  03/16/2016 Create
Payment from Agency 12.98-  03/16/2016 Create
Payment from Agency 2.13- 03162016 Create

“Payment from Agency” entries are credits. Notice that there is no Product code.

Research credits to confirm that the employee did in fact overpay before refunding the
employee and taking credits on your broker bill. PBB will not be able to issue refunds for
any credits that are taken on broker bills.

Taking a credit for employees who KHRIS thinks did not overpay will cause arrears to show on
broker bills. This can happen for different reasons, but may be caused by QEs.

Example:

An employee has LivingWell CDHP-Family coverage. His spouse gains employment and
becomes eligible for KEHP. They begin the cross-reference payment option on 5/1/16.

There is a problem which delays processing of the cross-reference application and the
change is not entered in KHRIS until 7/14/16, even though cross-reference became
effective 5/1/16.

For May, the employee pays the full Family rate, $337.98.

For June the employee pays the cross-reference rate, $79.98, and the agency refunds
him $258 for the difference between full Family and cross-reference for May.

At the time the June bill is released and payment is made, KHRIS does not know the
employee has changed from full Family to cross-reference payment option so the
system expects a payment of $337.98 for both May and June.

KHRIS thinks the employee was not due a refund. Arrears will show on the July broker
bill as a Payment from Agency in the amount of $258.

IC/BL should reject those arrears Payment from Agency entries until enrollment is
corrected and billing catches up with enroliment.
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Remember that billing is driven by enrollment and past broker bill entries.

e When changes such as QEs, terminations, reinstatements, or corrections are made in
Benefits Administration, i.e. enrollment information, changes may occur on broker bills.
e Errors in enrollment will cause errors on broker bills.
o0 Incorrect dates in enrollment will cause employees to be listed incorrectly on broker

bills.
0 Processing plans “out of sequence” will cause employees to be listed incorrectly on
broker bills.

e Incorrect entries on prior broker bills will cause inaccurate credits or arrears.

It is very important for each agency to closely check their broker bill each month to determine that
individual employees are billed the correct premium amount.

Reconciling your broker bill to the remittance file or payroll deduction list involves comparing the
amounts deducted from employee’s pay to the Proposed Amounts listed on the broker bill to
determine changes that need to be made to the bill.

e School boards will need to reconcile broker bills to their MUNIS remittance file.

e Health departments or QUASI agencies will need to reconcile their payroll deduction list
to their payroll broker bill.

After you have compared the remittance or payroll deduction list to the broker bill export, it’s time
to work the broker bill.
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Adding Employees to the Broker Bill
Open the Broker Report for your agency.
Select Proposed Items.

Click the Create Item button. A small tag will appear that says “Premium.” Click Premium.

Proposed Amounts Create Item
Total Premiums: 67,516.27 USD El

Total: 67,51627 USD / Premium
Proposed Broker Report ltems

Details || Confirm || Change || Reject || Create ltem || Add to Worklist Exporttu Motepad

View: | BELEROD El Display As: | Table ~ || Export, S

lT,—:I Item ID = Social Security Number Description  Product =  Text Proposed Amount  Bill Period  Reporting Broker Cost Center  Mote

The screen shown below will open. Click in Name 1/last name and type the last name of the
employee you wish to add to the bill. Tab and type employee’s first name in Name 2/first name.

e Do not enter Ins Object. Leave field blank.
e Do not click the “Business partner/contract not available” radio button.

Click Search and follow the wizard through the process

Create Hew Broker Report ltem E

I 1 —

Select Business Partner

Select the business partner and the insurance contract for which yau want to create the tem. If these do not yet exist inthe system, you can also creste the broker
report itermn without the business partner.

(@ Search for business partner and contract ID

Mame 1ast name: | |

Mame 2/First name: | |

Ins Object: [ |

(" Buziness partnerfcontract not available, proceed without business partner

Note: Employee’s names may be spelled differently in your payroll system than in KHRIS. Names
may be hyphenated or contain apostrophes or spaces between syllables. Some employees may use
maiden name in one system and married name in the other. Searches that are too restricted may
not produce the desired result.
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e You may search last name by entering at least the first 3 letters of the name followed by
an asterisk(*), i.e. for Madison Jones, search Mad* Jon*. Searches that contain only the
first three characters of a first or last name and an asterisk may time out. If at all possible,
use both a first and last name.

e |f searching for employee’s first and last name doesn’t find the correct employee, search
only the employee’s last name. If you have several employees with the same last name,
you’ll have to scroll through the list to find the correct one.

Verify that the correct employee and insurance object (10) are selected. If you need to pick a
different employee or 10, click the grey square to the left of name to highlight correct employee
and insurance object.

Click Next.
» 1 —

Select Business Partner

Select the husiness partner and the insurance cortract for which you weant to create the item. If the=se do not yet exist in the system, you can also create the broker
report item without the business partner.

(#® Search for business partner and cortract ID

Mame 10zst name: | |

Marme 2First name: | |

In= Object: [ |
Select husiness partner using the buttons in the first table column
Description Insurance Chject Description
lohn Doe C 100000000123456 00146886 f Health Plan Employes

" Business partnericontract not available, proceed without business partner

It is very important to select the correct insurance object for the product you
wish to add. DO NOT select an incorrect insurance object just to get the
employee’s money on the bill.
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Click Enter Amount. You can leave all fields blanks on this screen.

Create New Broker Report ltem

I 1 2 3 4

glect Buziness Partner Check | Create Open Items Enter Amount Enter Change Reason Review and Save

1]

£

“ou can search for open items for the business partner according to the selection criteria

tem Category: | |
Bill Period:
Cost Center: | ||

=]
=

Display in currency: |USD 7|

Check for Open tems

| 4 Previous | | Enter Amount |

Click in Amount and enter payment amount. Do not enter any amount in Proposed Items (box
should be grayed out). Click Enter Change Reason.

Create New Broker Report temn E m
I 1 2 3 4 5 G —]
Select Buziness Partner Check [ Create Open kems Enter Amount Erter Change Reason Review and Save Completed

Enter the amount that you have collectedidishursed and alzo enter your retained commission.

Amourt: &1 52 UsD
Amount Proposal 0,00 LS

[4 Previous | Erter Change Reason #]

Drop down Change Reason and select the reason that best fits the situation. If none of the options
fit the situation, click Other Permitted. You may enter a brief note.

Click Review and Save.

Create New Broker Report ltem E L]

» 1 2 3 4 5 6

Select Business Partner Check ! Creste Open tems Erter Amourt Enter Change Reason Review and Save Completed

Select the reason for cresting the broker report tem. You can alzo enter & note for yourself or for the insurance processing clerk,

Change Reazon: |Other permitted |' |
Mete: Nt on kil

|( Previous H Review and Save )|
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Review entry for accuracy, Check Employee’s name (next to Business Partner) and Payment
amount (next to Reported Amount).

If entry is correct, click Save.

Create New Broker Report ltem [=] E3

I» 1 2 b 1 5| (g —

Review and Save
Check your entries in the overview, and choose 'Save’.

Insurance Object Category:
Social Security Number:

em cat - Premium Note:
Change Reason:  Cther permitted Mot on kill

Business Partner:
Customer Contract ID:

ftem Category:

Bill Period:

Cost Center:

Currency; uso
Reported Amount: 6152

Total Proposed Amount; 0,00

Do not Close or E out of screen until you see message verifying that an entry has been added.

An item has heen crested and will appear on the new tem tab page.

At this point, you may click =reste another #em from Premium caledory g add further entries. Or

you may close Create New Broker Report item by clicking the E in top right corner.

Create New Broker Report ltem E m

I 1 2 3 4 5 ] -

Select Business Partner Check § Creste Open tems Erter &mourt Erter Change Resson Review and Save Completed

Anitem has been created and will appear on the new item tab page.

Cresate another #em from Premium category

What do you swant to do next?

Creste another tem from Premium catecory
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New (added) items can be found on the New tab in Processed Items.

 Details |[ Delete |[ [] Export to Notepad |

Containz broker report items that vou have created. Wou can delete new itemz.
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Changing the Broker Bill

When an employee’s payment amount is different from the Proposed Amount on the broker bill,
their bill entry should be changed.

Changing an item removes the Proposed Item and places the item in Processed Items on the With
Change tab.

e Proposed amounts may be increased due to QEs or if an employee wishes to pay ahead.

o If an employee pays one month in advance, they will not be listed on the next
broker bill. KHRIS will automatically credit the payment to the next month.

e Proposed amounts may be decreased due to QEs or partial payroll deductions.

Note: No change to the broker bill is necessary for an employee who wishes to make a partial
payment by payroll deduction and pay the balance of their premium by personal check. Ensure
that the total of the deduction and personal check add up to the full premium due and confirm
their entry.

If the employee is only making a partial payment, their broker bill entry should be changed to
reflect the actual amount you will be sending for them.

To change a Proposed Amount:
e Click on Description
e Click {User-Defined Filter...)

Proposed Amounts
Total Premiums: 67,406.76 USD

DT Total: 67,406.76 USD

] Proposed Broker Report ltems
Worklist ltems . - Worlkli
Details || Confirm || Change || Reject || Create ltem ,|| Add to Worklist Export fo Notepad
Processed ltems
Wiew:  [Standard View] ~ | Display As: | Table ~ || Export Se
Uy ltem ID  Social Security Number  Description Product = Text Proposed Amount  Bill Period Reporting Broker  Cost Center  Note
. 1 Sortin Ascending Order | 10 LivingWellPPO Single(EE) 119.98  0D6/01/2016 9200100485 Create
2 Sort in Descending Order | 5, Opt. Life 10,000 40 - 59 NCW 6.00 0G/01/2016 9200100485 Create
3 @ 10 LivingWellCDHP Family(EE) 337.98  DB/01/2016 9200100485 Create
4 {User-Defined Filter ) 10 LivingWellPPQ Single(EE) 79.88  0B/01/2016 9200100485 Create
5 (too many entries...) 33 Healthcare FSA 3500 O0BMB2016 9200100485 Create
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Type employee’s last name and an (*), for example, Doe* and hit Filter.

Custom Filter

Use * to Represent Character Strings
Filter By

Description: | Doe*

Make sure the line is highlighted by clicking on the grey square to the left of their line.
e Click Change

Proposed Amounts
- Total Premiums: 67,406.76 USD
Overview Total 67,406.76 USD
) Proposed Broker Report ltems
R T Details || Confirm || Change || Reject || Create ltem | [ Add to Workiist || & Export to Notepad |
Processed Items

Vo (Sanoweven || Dapay e Tave [ somn,

U} Item ID | Social Security Numher| Description F‘ P|ulucl| Text | Proposed Amount  Bill Period | Reporting Broker  Cost Cenfer  Mote |
1 Dosdohn 10 LivingWellPPO Single(EE)

119.83 06/01/2016 100001973 9200100435 Create

Follow the wizard through change process.
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e Click in the Amount box to change Amount. Enter the new amount that will be paid and
click “Enter Change Reason” button.

Change Broker Report Item

I» (V] 2 3

Enter Amount Enter Change Reason Review and Confirm

Enter the amount that you have collected/disbursed and also enter your retained commission.

Amount: 79.93 USD
Amount Proposal: 119893  USD

Enter Change Reason »

Note: The amount in the Proposed Amount column does not change.

o Select the appropriate Change Reason from the dropdown box. You may also enter a
short Note if you wish.

e Click Review and Confirm.

Change Broker Report Item M x
I* 1 B 3 4
Enter Amount Enter Change Reason Review and Confirm

Select the reason for creating the broker report item. You can also enter a note for yourself or for the insurance processing clerk.

Change Reason:. | Dep Becomes Inelig w
MNote:

Dep gained other group co\nerage|

Review and Confirm >
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o Review for accuracy, if entry is correct, click Confirm.

Change Broker Report Item M X
I» 1 2 B -
Enter Amount Enter Change Reason Review and Confirm

Check your entries in the overview, and choose 'Confirm'.

Insurance Object Category: Health Plan Employee
Social Security Number:

ltem cat: Premium Mote:
Change Reason: Dep Becomes Inelig

Dep gained other group coverage

Business Partner: Doe, John
Customer Contract ID:

ltem Category: 10
Bill Period:
Cost Center: 9200100485 06/01/2016

Currency: USD
Reported Amount. 79.98
Total Proposed Amount:  119.98

Changed entries can be found on the With Change tab in Processed Items.

Confimed (0) _ With Change (2) | Rejected (0) | New (2) | Al(4)

[Getas | Resstiem]| [ Export s Hizsad]
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Rejecting Items from Broker Bill
The Reject is used to remove employees who are not paying from the bill.

Rejecting an item removes it from Proposed Items and places it in Processed Items on the
Rejected tab.

Employees who do not pay should be rejected from the bill. Use the REJECT button. DO

NOT change the amount to $0.

Go to Proposed Items in your web broker bill (Broker Report)

Highlight the employee’s line item by clicking on the grey square to the left of their line.
Click Reject and follow the wizard

Proposed Broker Report ltems
| Detailz || Canfirm || Change || Reject || Create ltem 4 || Add to Worklist || lUpdate Propozed Amount || Export to Notepad

‘l.l’iew|HEﬂrth |v| Displaﬁrﬂsrﬂtls |v|| Export 4
. temD De=cription =  Proposed Amount Product Text Bi
o] 10
. 10,603.94
a7 Doe, Eddie 511.78 10 CW Optimum PPO NP -Couple (EE) 0O

Select appropriate Change Reason for rejection and Confirm.

Reject Broker Report ltem

Enter the reason why you are rejecting the broker report item. Select a change reason. "Wou can enter a note.

Change Reason: |Tran5fer v|

Mote:

Important: When rejecting terminated
employees from your broker bill, please
enter a note and include date of employment
termination and date of health insurance, life
insurance or FSA termination.

Confirm | | Cancel

Rejected Items can be viewed in Processed Items on Rejected tab.
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Confirmad (0} Vith Change (2) Rejectad (1) Mew (2) All(5)

| Detailz || Reset tem || Expnrttn Motepad |

Containz proposed broker report itemz that you have rejected.

View |Rejected |=| Display As |Table [=|[ Export 4 |
B temD Diezcription i Product wt Proposed Amount Bill Per
ar Dioe, Edcie 10 CWW Optimum PPO NP -Couple (EE}) S11.78 020014

Items that are rejected in error may be returned to Proposed Items in the same way changed
items are reset.

In Processed Items on Rejected tab
e Highlight Item
e Click Reset Item button
e Return to Proposed Items and change or confirm item
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Confirming Unchanged Proposed Items

All Proposed Items and Worklist Items must be processed before the broker bill can be released.

Items may be confirmed one at a time or multiple lines may be selected. To select multiple lines,
click one line to highlight it, hold down control key and click each additional line to be
confirmed. If you wish to select a number of lines that are contiguous to each other, select the
first record to be selected, then hold down the Shift key and select the last record to be selected.
All records in between will also be selected.

After all necessary changes to Proposed Items/Worklist Items have been made; use the Table
Selection Menu to select all remaining line items. Then confirm the entries.

Click Table Selection Menu button' =

Click Select All.

Proposed Broker Report ltems

| Detais | [ Confirm | [ Change | [ Reject [ Create tem 4 ] [ Add to Workist ][ [5] Exportto Noteped |

| View: [Standard View]  v|| Display As: Table

Ty temD | Socl Securly Number ' Description
_' Select Al Dow, Eddie
|| DeselectAl

Doe, jeff

All entries have been selected.

Click Confirm.

Proposed Broker Report Items

| Export 4
Product = Text
10 LivingWelPPO Secondary(EE)
10 Living\¥elFPO Sngle(EE)

| Detais | | Confirm | | Change | | Reject || Create tem. | | Addto Workist | | [<] Export to Notepad |

Vew: [Sandard View] v/ | Dspay As:Tave

K temD | Social Securky Number | Description

!

v| Exports
Product | Text
10 LivingWelPPO Secondary(EE)
10 LivingWelPPO Single(EE)
10 LivingWelICOHP Secondary(EE)
20 Dependent Pian B NCW
10 LivingWelCDHP Single(EE)
10 LivingWelPPO Secondary(EE)
10 Living\WellPPO Prime(EE)
10 LivinaWWelPPO ParentPius(EE)
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Proposed Amount | Bl Perod
15258 0SONR014

73988 | DSOZ014

Proposed Amount

152.98
79.98
77.98

6.20
4798

152.98

152.98

2798

Bill Period

05/01/2014
05/01/2014
05/01/2014
05012014
0510112014
0510112014
05/0172014
0510112014

¥ &

Reporting Broker  CostCenfer MNote =

9200100071 Craste

4200100071

Reporting Broker | Cost Center
4200100071
8200100071
8200100071
8200100071
9200100071
5200100071
5200100071
9200100071

Create

¥ & |
Note 4
=
Create
Create
Create
Create
Create
Create
Create



All items in Proposed Items have now been moved to the Confirmed tab in Processed Items,
this view is now empty.

Proposed Broker Report ltems
| Details || Canfirm || Change || Reject || Create tem || Add to Worklist || Export to Notepad |

View: [[Standard View] ~] | Display As: [Table ~| Exporta & |
7y | tem D | Social Security Number | Description | Product | Text  Proposed Amount | Bil Period | Reporting Broker | Cost Center | Note

¥

The “Confirmed” items selected in the previous step can be found in Processed Items on the
Confirmed tab.

With Change (4) | Rejected (0) | New(2) | AN(83)

Detais.

Export to Notepad

Confains proposed broker report items that you have confirmed.

Vew:[SandardvVew <] | OspmyAs[Taie ] Exponts % & |
%) kemD | SocslSecurty Number  Descripton Product | Text Proposed Amount | BaPeriod | Reportng Broker 4|
11 33 Healthcare FSA NCW 1500 0S/01/2014
EE 34 Dependent Care FSA NCW 20833 | 05012014
] ¢ 1 Healthcare FSA NCW 10417 | 05/01/2014
BE 3 Healthcars FSA NCW 833 | 05012014
B 23 Healthcars FSA NCW 3750 | 05/012014
FE 3 Healthcare FSA NCW 15.00 05012014
[ | B 3 Healthcare FSA NCW 58.33 | 05012014
BE 3 Healthcare FSA NCW 625 | 05012014
[ 10 3 Healthcare FSA NCW €875 | 05/01/2014

Remember to save your work often by clicking the Save button in upper left corner. If the
portal times out, unsaved changes will be lost.

Broker Report (800000000170)

Broker Name: Broker Contract: 8000000(

Save || Release

Overview () Report is saved
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Resetting Processed Items

Processed Items may have been changed incorrectly or confirmed in error. These items can be
reset for correction.

Resetting a Processed Item sends it back to Proposed Items.

Items must be reset from the Confirmed, With Changes, Rejected or New tab. Even though
all Items are included on the All tab, items cannot be reset from the All tab.

Go to correct tab in Processed ltems.
Highlight the “incorrect”.

Click Reset Item.

Confirmed (0} With Change (2) Rejected (0) New (2) All 4}

| Detailz || Reset ltem || E:-:purttu Motepad |

Containg proposed broker report itemz for which vou changed the reported amount.

‘l.l’iew|llhﬂng5d |v| Display As | Table |v|| Export 4
. temID De=cription Armount Product Text Proposed Amount
33 Doe, Charlie 51.74 | 10 CWW Capitol NP-Parent Pluz (EE) 156.98
o5 Doe, Joker 15658 10 CWW Optimum PPO NP -Couple (EE} 511.73
Go back to Proposed Items and make the necessary correction.
Corrected:
Confirmed (88) With Change 2} |, Rejected (1} | New (2) [ AlE)
| Details || Reset tem || E:-‘.pu:rttu Notepad |
Containe proposed broker report tems for which you changed the reported amount.
View E_I:'_r_:g_rg_g_t_lg_ .EI Display As ;__a'.:ls |ﬂ Exporta
B temiD Description Amount Product Text Propozed Amount
£3 e, Chalie S$1.74 | 10 CW Capitol NP-Parent Plus (EE 156.98
& Doe, Joker 18220 10 CW Optimum PPO NP -Couple (EE) §11.78
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Placing Items on the Worklist

Proposed Items that can’t be worked immediately can be placed on the Worklist to prevent
accidental confirmation.

If an employee wishes to pay all or a portion of their premium by personal check, that employee
can be placed on the worklist until their personal check has been received.

To place an item on the WorKklist:
e Go to Proposed Items. Highlight the item.
e Click the Add to Worklist button.

Proposed Broker Report ltems
| Detailz || Confirm || Change || Reject || Create ltem « || Add to Worklist || Update Proposed Amount || Export to Notepad |

1u’i».=.l1.'u'|H5a5|rth |v| Displa}.rAs|_ﬂI:I5 |v|| Export 4 |
L. ttem D Description = Proposed Amount lter Product «t Bill Period
W 10
o 10,092.16
99 Doe, lane 6152 10 CW Optimum PPO NP -Single (EE}  02/01/2011

Worklist items must be processed before the broker bill can be released.
Worklist items can be changed or rejected the same way Proposed Items are changed or rejected.

Worklist for Broker Report ltems
| Details || Confirm || Change || Reject || Create ltem a || Remove from Worklist || Update Proposed Amount || Export to Motepad |

Views |[Standard View] |~| Display As|Tatle [+ ] Export 4 |
. temiD Social Security Number Description fter Product &t Proposed Amount
o9 123456789 Doe, lane 10 CW Optimum PPO NP -Single (EE) 81.82

Worklist Items can be accessed by clicking on Worklist Items.

Broker Report (800000000190)

Broker Names: PARI :r Contract: 8000 = Open

Proposed Amounts
Overview Total Premiums: 3.75 USD

Proposed Items Total: 3.75 USD

Worklist tems

Worklist for Broker Report ltems

Proce==cd liems [ Details | [ Confirm | [ Change | [ Reject | [ Create fiem 4 | [ Remove from Workiist | [ Update Proposed Amount | [ [=] Export to Notepad |
View |[Standard View] - Display As |Tabls [=|[ Export 4 |
B temiD Social Security Number Dezcription ltem Product Propozed Amount i
1 123456783 Doe, lane 30 Healthcare FSA NCW 375
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To remove and item from the Worklist, click Remove from Worklist button.

Broker Report (800000000190)

Broker Mame: PAF =r Contract: B00( tus: Open
Proposed Amounts
Overview Total Premiums: 3.75 USD
Proposed ltems Total: 3.75 USD
e i Worklist for Broker Report Items
Processed ltems | Detailz || Confirm || Change || Reject || Create tem « | | Remove from Worklist || Update Propo=ed Amount | | Export to Motepad
View|[Standard Wiew] || Display As [Table [ |[ Export 4]
E temiD Social Security Number Dezcription ltem Product t Proposed Amount
B 123456789 Doelane 30 Healthcare FSA& NCVY a7s

The item will be returned to Proposed Items.
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Releasing the Broker Bill

Releasing the broker bill posts the amounts listed for each employee to their payment history and
moves the totals to Biller Direct.

When the broker bill is released, the amount listed for each employee is applied, or posted, directly
to the employee’s account balance. The totals for health insurance, life insurance and FSA are
then rolled into Biller Direct and become the agency’s responsibility to pay.

Releasing the broker bill does not “pay” the bill. Processing the payment through Biller Direct
notifies KHRIS that the agency is remitting the balance due. As with terming insurance coverage,
paying the bill is a two-part process. Releasing the broker bill posts the payment to the individual
employee’s account balance; processing payment in Biller Direct pays the agency responsibility.
It is imperative that the broker bill entries be as accurate as possible when the bill is released.

After all the changes have been made and all Proposed Items have been processed, verify the
broker bill amount matches your payment before the bill is released.

Recommended methods:

Check total payment amount for EACH Product in your Totals view on the All tab in Processed
Items to verify that health payment amount matches health check, life payment matches life check
and FSA payment matches FSA check.

OR

If your agency pays with a single check, verify that payroll deduction amounts for each Product
match the broker bill amounts as well as matching the total on the All tab.

DO NOT CHECK ONLY YOUR TOTAL AMOUNT ON THE BROKER BILL OVERVIEW.

This may cause you to miss differences in payment amounts for a specific Product. After the bill
is released, it is too late to make changes. Check your bill thoroughly to verify that payment
amounts match before you release the bill.

The broker bill can be released at any time after
e Verification that all Proposed Items have been worked
e Bill and payment amounts match

Remember to check the Broker Report Status in Broker Report Overview to determine if

any items from the broker bill went into clarification before proceeding to Biller Direct to
process your payment.
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Reminder:
School board employees who do not pay an employee contribution for health
insurance or who waive coverage will not be listed on the board’s broker bills.
KDE pays the state contribution and admin fees for school board employees.
Please do not add these employees.

All eligible Health Department employees should appear on broker bills.

All eligible employees of QUASI agencies, including those who do not pay an
employee contribution and those who waive coverage should appear on the broker
bill. Employees who waive coverage will only show an admin fee on the broker
bill. If these employees are not on your bill, please add them.

Any employee who pays ahead in full will not appear on the bill for the month
that was paid in advance.

Employees who make a partial payment for a future month will only show the
balance on the bill. KHRIS applies those credits automatically.
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Clarifications

To determine if entries went into clarification when you released your bill, click the All Broker
Reports tab and the Refresh List button.

Broker Report Overview

Open Broker Reports

Process Broker Report  Refresh List

Broker Report
00000039267
800000035740
200000040185
200000038810

Sedrch Term

20140410CLTO2
20140507 LPOM
20140507VLPO2
20140410CLT)

All Broker Reports

Broker Report Status
In Clarification
Posted

Open

Posted

Invoicing period from
041182014
050142014
051612014
040172014

Invoicing Period to Broker Contract

04/30/2014
05M5/2014
08/022014
041572014

E000000000000000087
&000000000000000067
g000000000000000087
goooooooooooo0o0osT

Created on
041072014
05/07/2014
05/07/2014
041072014

Changed on
051502014
051562014
05/07/2014
041572014

New items must have an accounting template so that the system knows which Product
to assign the amount to in Biller Direct.
Items that have been changed — due to account maintenance, automatic clearing,
terms/transfers and payments posted — may also need additional processing.

These items may not post automatically and will go into broker bill clarifications, also

known as the clarification list.

The clarification items, or clarification cases, do not have all the information KHRIS needs to
automatically apply the payment correctly

PBB staff will have to resolve, or clarify, these items. Email your agency’s PBB contact or call
PBB at (502)-564-9097 to request the clarifications for your agency be worked.

Important: After the broker bill is released, it may take a few minutes for all entries to
be processed or posted to the individual employee’s payment history.

If PBB begins working clarification cases while the broker bill entries are still being
posted to individual employees can cause the bills to lock up. The bill status remains “in
clarification” after all the clarification cases have been resolved and the bill will have to
be “pushed” out of clarification by PBB.

If items have gone into clarification, you must wait until all the cases have been resolved before
you go to Biller Direct to pay the bill. The payment amounts for the clarification cases will not
roll to Biller Direct and the total will not be correct until all clarification cases are resolved.
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In the example below, notice that the amount is $62,236.66.

Broker Report (800000039267)

Brofer Nama: Broker Contract BO000ODO0O00 Stalus: In Clarification

—_— Broker Report Status
Onverview Siatus: In Clarification Search Term:  20140410CLT02
| Proposed Hems |  Crestedon: 04102014 09:01:58 Changedon: 051572018 11:5458
| Chan
Worklist ltems | NG,
| Processed tems The proposals offast the report amounts against the proposed amounts.

_Hﬂﬁm_ Amouni | Proposed Amount | Currency

Premasm 62,236 668 6129457 USD
Totad £2 23565 61,284.57 USD

The processing siatus offsets the aready processad broker report Bems against the total number of broker répart kems
This table tels you how many broker neport Bems you have lo process in this settiement period

llﬂﬂw:lﬂ'ﬂ mm;mu:m]

Premum £25 539 | 100%

1 |

| Total s29 s20 [em ] |

When the bill is “in Clarification” the payment must NOT be processed in Biller Direct. As you
can see in the example below the Total Net Payment is $62,336.66, (A $100.00 difference from
the Total on the example above). Contact DEI and wait until the bill shows posted before

processing the bill in Biller Direct.

I List of Open Bills

1. Select all bills that you would ke to pay:

Bill Description Due %
[ 00 Heatth Fremiums Apr 30, 2014
[/ M rFsa Apr 30, 2014
1) (08 Life Premiums Apr 30, 2014
Select Al | | Deselect &li|  Download Selected Entries |

Credits displayed can be refunded via submission of the refund request form.

2. 2 Select the payment method you want to use. You are paying with

®  CheckWire ) ACH Payment [Crecking w

3. 3. Choose Continue to check and confirm your payment.

61

Billed Amount

Open

USD 60,586 21 USD 6058621
USD 1,151.50 USD1,151.50

USD 58895
Grand Total
O credns
Todal Met Payment Amount

USD 558 95
U2D 82,235 83
W=D DD

S0 82,236,043

Find Bills

Payment Amount  Action

[ UsD 0.00

[ usD0.00
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Once DEI works the clarification issue, Go to the All Broker Reports tab and Refresh List. The
bill now shows “posted”.

Broker Report Overview
Open Broker Reports All Broker Reports

Process Broker Report  Refresh List

Broker Report  Search Term Broker Report Status  Inveicing period from  Invoicing Period to Broker Contract Created on Changed on
200000039267 20140410CLT02  Posted 04162014 04/30/2014 3000000000000000067 04M10/2014 05152014
200000039740 | 20140507VLPO1 | Posted 05/01/2014 05152014 3000000000000000067 | 0S/0V/20M14 | 051152014
200000040185 | 20140507VLPO2 | Open 05/M6/2014 06/02/2014 2000000000000000067 | 0S/0V/2014 | 0S/07/2014

For help Reconciling your broker bill, watch this video:
https://www.youtube.com/watch?v=2F2FikAbDZo
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https://www.youtube.com/watch?v=2F2FikAbDZo

Paying Reconciled Bills Using Biller Direct

Biller Direct Explanation

After the broker bill has been released, payment notification must be made through Biller Direct.

Broker Report Overview

Open Broksr Reports All Broker Reports

| Process Broker Report || Refresh Li3t|

Broker Report  Search Term Broker Report Status  Invoicing period from  Inwvoicing Period o |
ao0oonoooiel  20110825RR001 | Posted D201/2011 02152011 i

200000000170 | 20110828RR002 | In Clarification n2na2011 D2Easn

Before proceeding to Biller Direct, check the Broker Report Status of the bill you released on the
All Broker Reports tab.
e Click Refresh List button to display current bill status.

“Posted” bills have been worked and released. Payment amounts included on Posted bills have
been applied to each individual listed on the bill and payment can be made immediately in Biller
Direct.

Bills “In Clarification” have items that have been added or changed. KHRIS is unable to apply
the money appropriately and has placed the items in the clarification queue. PBB must work the
clarification items.

The payment amounts for clarification cases will not be listed in Biller Direct until the
clarifications have been worked, or resolved.

When the clarification is resolved the amount goes into biller direct as part of the line item for that
Product. When all clarifications are resolved the bill status will change to Posted.

Once the bill status shows Posted you may proceed to Biller Direct.
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To access Biller Direct from Broker Report Overview, click on the Biller Direct link above Broker
Report overview.

™ = E e = =

Employee Seli-Service Ingurance Coordinator MCP1 Image Connect Biller Direct Worklist Employee Suggestion System

Welcome to KHRIS Online Benefits Billing System

Please use the menu to the left to perform your functions.

Please submit payment to:

+ Welcome

o EEEE Personnel Cabinet

« Broker Report Overview Financial Management Branch
State Office Building

2nd Floor, 501 High Street
Frankfort, KY 40601

Questions or Comments?

Open Bills lists all bills that have been fully
processed and released for payment. This is the
initial view for Biller Direct.

Open Bills

Credits lists of credits for your agency. Be aware
that these are not necessarily credits you can take on
your bill. The credits could be caused by prior bills
and payments not matching or by your PBB contact
performing account maintenance.

Paid Bills is a list of bills that have been paid or
payment that has been arranged.

Payments lists all payments made by your agency.

General Contacts is a list of inquiries the agency
has made through Biller Direct.

Address Data lists address and contact data for
your agency.

Bank Data lists bank data for your agency.
Primarily used by agencies that pays by ACH.

Switch Account allows users who are responsible
for more than one agency to switch from one to
another.

FAQ is a list of Frequently Asked Questions.




The List of Open Bills displays all bills that have been released and are ready to be paid.

'I List of Open Bills

1. Sedect 3l bills that you would like 1o pay:

Bill Deserption Due =
[C]] O Heatth Prerniums Apr 30, 2014
1! 00 Admin Fees Apr 30, 2014
(1) O it Prasviums Apr 30, 2014
[ O veatth Premiums Mar 31, 2014
[]] OO Admin Fees Mar 31, 2014
[ O Lits Premiums Mar 31, 2014

Select A1 | | Deselest A3 | | Downiosd Swiected Ertries |

Credita displayed can be refunded via submission of the rifund reguest form.

Billed Amouril Open
USD 1408516 USD 14086 16
USDS5724  USDST24
USDTS1E  USDTS.16
USD 1408616 USD 14 085,16
USDS5724  USDST24
USDTSIE  USD 7518

i.
I

wmm;

Grand Telad USD 28.437.18 UsDooma

[ tredts UsD 000

Total Het Payment Amount  USD23407.08 | USDO0 |

2. 2. Select thie payment medhod you want o use. You ke paying with

®  CheckWire O ACH Payment [Crackng 0t v |

3. 3 Choose Continue to check and confirm youwr payment,
Cor‘nul

Items that have been processed through bill clarification will show as part of the lump sum line

for that particular Product in Biller Direct.

| List of Open Bills

1. Sabect 2l balls that you weosubd o Do pay:

Bl Descriplion
[ O Hesth Prermiums  ssw:
| O Adrin Fess e
) OO e Premiums s

Swwct Al |  Dwssiwct | Dowsiosd Sewched Entries |

Credvis displayed can be refunded via subenission of the (il nd fequeest foim.

2 2 Select B payment method you want 10 Use You Bre paying wish

1. 1 Choose Comfinue to check and confirm your payment.
Consrus |

Due = Biled Amount Open

Apr 30, 2014 S0 1408616 USD 1408516
Apr 30, 2014 USD 57.24 USD 5724
Apr 30, 2014 UsD 7518 UsD 7518

Grand Tolal 1. EIR- LT ]

O crecs S0 000
Total Nel Payment Amcgnt U T

® checkwire O AcH Payment [Cracing ot v ]

Find Bills
Paywa Amsust  Astion
=
=
=
S0 0.00
T
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Open Bills

This is what the Download Selected Entries button does:

Download of Bills

YKY 41701
Choose the Format for Downloading the Eills
To process the bill overview in a spreadsheet program, use the C5V download. Download G5V
- h'
Windows Internet Explarer I. P J
What do you want to do with openBillsAsCSV.csv?
Size: 159 bytes
Fram: khris.ky.gov
< Open
The file won't be saved automatically.
< Save
< Saveas
i &
If you click Open, this is what opens:
“— | Home | Insert Page Layout Farmulas Data Review View Develaper ®© - 7 x
@ % calibri lu - [E==F | cenera - [Fc R
Ee B I U '”A‘ A = $ -~ % » EFulmalasTable' % Delete ~ m' z]r m
Paste o Sort & Find &
2 [E S A 0 ;o0 (= Cell Styles ~ [ElFormat = || (2~ Fitter~ Select
Clipboard ™ Font F] Alignment Fl Mumber = Styles Cells Editing
AL a e | ¥
A B p | e | f | W

Bill;"Due On";"Billed Amount";"Open";"Currency”

Health Premiums;"Feb 28 2011";611.66;611.66;"USD"

U||-h-|w‘m H!l
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Credits page shows a list of agency credits.

List of Available Credits

Fumdl Caaclity
Credil Description Valid from ¥ Credit Amount Avallable  Aston
A il Fah 27 20104 UED 1072 UsD a2 L__.'

Grmted Total [Lin bR

This page shows an overview of your credits.
e On the Open Bills screen you can see the total of all credits that can be deducted from the
payment amount for the bills selected in the Credits field.

Paid Bills contains a list of bills that have been processed through biller direct.

I List of Bills Paid or Payment Arranged

_ Teo display paid bills, select the appropriate search criteria:
Status Period

Paid Bilts [inProcess w| [Lest1ZMenths ~| LiFind] Extend Search

m Bill Description Due ¥ Billed Amount Amranged Status Payment Method Antion
_ Haalth Pramiums Jul 21, 2013 USD 122858 USD 132856 Paymaent of the amount is to be amanged by the customar Paymant Notfied by Check @
L B

This page will show bills that are In Process and those that have been Processed.
e Processed bills are bill which have been paid through Biller Direct and for which PBB has
received payments.

e Inprocess could mean several different things.
o0 Payment has been arranged in Biller Direct but PBB has not yet received payment.
o Payment has been arranged, but PBB has not yet debited the amount from your

bank account.

0 Your check has not yet been entered in PBB incoming payments.
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Payments page contains a list of payments that have been made.

| List of Payments

| To display the list of payments, select the appropriate search criteria:

rlr?uPr::sl ] [mm | _Find]| Exhndm|
| Payment Details '
pometoortn 0%, T pumeess s el —

mh’mw Jul 31, 2002 4.156.74 mw"g'ﬁw Cancel Payment | Retum Payment| [£]  om7anzsuses
| | Download CSV |

This page will show a list of payments that have been received and are In Process or have been
Processed. Clicking on the Status drop down allows you to choose from In Process and Processed
bills. The Period drop down allows you to choose the tie period.

Invoices can be printed from this page, if the invoice icon appears in the invoice column by
clicking on the icon.

General Contacts is a list of inquiries the agency has made through Biller Direct.

| General Contacts
To display the list of general contacts, select the appropriate search criteria:

Period
Unlimited [ Find |

Date * Time % Motification Reason: Text
General Contacts There aré @ithér No coNEELs available or No contacls wers found thatl Matched your SEarch eriternia.

Add Replynquiry

Comment:

This page displays inquiries that agency has made. PBB will answer these inquiries through
customer diary.
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Address Data shows the agency’s address and email addresses for contacts.
e The agency’s address will be listed under Address.
e |C/BL information should be listed under Contact Data.

l Address Data

Address Contact Data

ALLEN COUNTY BD OF ED

Address Data

This page shows your agencies address, phone number, fax number and email address. Agencies
should be sure to inform PBB any time this contact information changes.

Bank Data contains the banking information for agencies that pay by ACH (Automated Clearing
House).

| Bank Details

Country  Bank Humber Accownt Number Bad  Bank Hame BICEEWFT  Account Holder Account Description
us

Bank Data

This tab shows the available accounts that you are using to pay your monthly bill.

In order to pay your bill by electronic payment, or TPE (payment engine for processing ACH
payments), banking details for the account(s) which you will use must first be stored in Biller
Direct on the Bank Data screen.

Each agency is responsible for entering and updating their banking information.
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To enter Bank Details on Bank Data screen, click edit to begin.

Complete required fields. * Denotes required field.

Name entered as Account Holder should match the name on the agencies checking account.

Click Save

| Bank Details

Routing g~ aivier Account

Country Number Number IBAN Account Holder Account Description

Delete
us

Hew antry
UsA

onc

Some agencies pay health insurance, life insurance and FSA from separate accounts. Your agency
can enter as many separate accounts as necessary.

KHRIS will confirm that the routing number is valid. Routing numbers are

updated monthly.

If it is ever necessary to change Bank Data, delete Bank Data or add another account,
e On Bank Data screen

e Click Edit

o Enter change account information, click in the box and type over the wrong info.
o Click Save

| Bank Details

Routing Account .
Country Number BIC/SWIFT Number IBAN Account Holder Account Description  Delete
us
Hew antry
Usa

enc

To delete Bank Data:

e Click in the delete box
e Click Save
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| Bank Details

Routin Account
Country Numha?' BIC/SWIFT Number IBAN Account Holder Account Description [ Delete
" - - —- -- - - =
MHewr entry
usa
[ Bock |

Changed information, all bank info is now deleted:

l Bank Details
Cowniry Bank Numbar Account Humber BAN Bark Hams BICSWIFT Account Hokder Account Descrpbon
Eat

To add additional Bank Data:
e Enter additional Bank account information on the second line.

e Click Save.
| Bank Details
Routin Account
Country Numha?' BIC/SWIFT Number IBAN Account Holder Account Description  Delete
= - - —- -- - - 5
Hewr enbry
us4
=
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FAQ is a list of Frequently Asked Questions

Clicking on the FAQ link does not highlight it. The FAQ list pops up in a new window.

—

(=2 hitps://khris.ky.gov/ - SAP Biller Direct Documentation - Windows Internet Explorer provided by Persennel C... EIE

IR0 ewsewse  coswy

Frequently Asked Questions: Paying Bills in the Internet &

~
General Information D

Will my data be transferred securely?

What are the requirements for my Internet browser?

What settings do | have to make in my Internet browser?

Areas are displayed in the FAQ that | cannot display. Why is this?

Several business partners have been assigned to me. Where can | select the relevant account?

Bills

How can | send an inquiry for a bill?

There are sometimes differing formats available for displaying bills. epen items and so on. Which
display format should | choose?

How do | receive detailed information about a bill?

How can | change the payment amount?

L would like to pay a bill by check. How do | do this?

Lwould like to pay a bill by bank transfer. How do | do this?

Is it possible to upload bill data?

What does the status [n Process mean?

How can | find a paid bill?

How can | pay a bill using new bank details?
How can | pay a bill using new credit card details?

Why is the open amount of a bill lower than the bill amount?

There are various display formats for the downloading of bills. Which one should | select?
What do I do if | have guestions regarding a bill or if there is a reason to complain?
Where can | display the reply of the accounting clerk to my inquiry?

Do | have to deduct the amount of a discount from the bill amount myself?

What do | enter as the Name of the Account? v

This page shows commonly asked questions and answers to help you understand and pay your
monthly bills. Click on a question to see the response.

“ Will my data be transferred securely?

Yes, aslong as the address in vour browser is ofthe type Attps./ . We use the encryption method S5L (Secure
Sockets Laver). This protects all data, such as credit card number, hank number, bank account number, name and
address so thatthese cannot be decoded by unauthorized persans when being transferred via the Internet.

F N

What are the requirements for my Internet browser?

To use the 3AF Biller Direct functions you require a current Internet browser. We recommend Microsoft Internet
Explorer from version 5.0 or Metscape Mavigator from version 6.1 (or successor products). The Internet browser
should meet the following prerequisites:

o 128 Bit33Lis supported
e JavaScriptis enabled
o Cookies are activated
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Log Off closes Biller Direct.

‘ Kentucky '
Personnel Cabinet

Ibpéﬁ Bills List of Open Bills

1. Select all bills that you would like to pay..

Bill Description Due =
There are currently no bills.

Select All Deselect All Download Selected Entries

Credits displayed can be refunded via submission of the refund request form.

2. 2. Select the payment method you want to use. You are paying with

& Check/Wire © ePAY Payment |Payment Method not yet Known ~

3. 3. Choose Continue to check and confirm your payment.

Continue |

After you pay your bill through Biller Direct, you may log off Biller Direct by clicking Log Off.
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Paying Bills in Biller Direct

DEI encourages all agencies to pay by ACH (Automated Clearing House). It’s fast and free, so
you save money and time.

Select the bills to be paid by clicking Select All or putting a check mark in the appropriate box.
0 You may pay multiple Products by a single check or each Product may be paid by a separate
check. This is your agency’s decision.
0 You may pay multiple line items on a single invoice or each item may be paid on a separate
invoice. The choice is yours.

To Pay by Check or Wire:

I List of Open Bills

1. Select all bilis that you would iike to pay: m
Bill Description Due = Billed Amount Open Payment Amount Action
% [ Life Premiums Jan 31, 2014 USD 2054 USD 20.54 [20.54 =
Select All | Dessbect A0 Download Selected Entries ] Grand Tatal USD 20.54 | USD 2054

Credits displayed can be refunded via submission of the Credits - U5D 581.05

refund request form. Total Met Payment Amount - USD 57051 | USD 20,54

Note: It is not possible to select the Credit box in order to take credits on the bill. If you wish to
take a credit that is listed on the Credits tab, contact your PBB contact to make sure they know you

do want to take the credit.

Choose Check/Wire.

Click Continue to check and confirm your payment.

2. 2. Select the payment method you want to use. You are paying with

*  CheckWire ™ ACH Payment Payment Method not yet Known -

3. 3. Choose Continue to check and confirm your payment.

Continue
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Click Pay by Check.

| List of Bills Selected for Payment

You would like to pay the bills listed by check.
If you want to remove the bills from the list of open bills, click on Pay by Check.

Bill Description Due On Biled Amount Open
Life Premums Jan 31, 2014 UsD 2054 USD 20,54
Bill Total USD 20.54

Credits

Total Net Payment Amaount

Back |  PaybyCheck |

Payment Amount
UED 20.54

USD 20.54
USD 0.00
USD 20.54

The screen below shows your transaction number. It may be a good idea to keep a copy of this
screen for your records. Click Print Screen to do so. Or you may wish to keep a copy of the

invoice which is mailed with payment.

Click Print Invoice to print a payment coupon to be mailed with payment.

Confirmation of
payment

You are paying the bills listed by check. Please forward a check for USD 10,557.09.
The system has saved your check notification under transaction number XX090211PA0911.

To access the open bills, click on Back to Bill List.

Bill Description Due On Billed Amount Open
Health Premiums Feb 28, 2011 UsSD 10,336.30 UsD 0.00
FSA Feb 28, 2011 uUsD 18.33 usD 0.00
Life Premiums Feb 28, 2011 USD 202.46 UsD 0.00
Grand Total
Credits

Total Net Payment Amount

Back to Bill List Print Screen Print Invoice
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Payment Amount
UsSD 10,336.30
UsD 18.33

UsSD 202.46

UsD 10,557.09
USD 0.00
USD 10,557.09



e Click printer icon to print invoice/payment coupon.
e Click red X to close.

htips:/fkhrisepg.ky.govi?NavigationTarget=ROLES: /fportal_contentfcom.kygov. hr.cok_fl/com.kygov. - Windows Internet Explorer pro E| E| rz]

KEHP & GLI Billing Coupon
Please print this coupon using the print button and send in with your payment!

HH@'@ T i1 @®mBmw- = g e -

Submit Payment to: Agency Number:
Personnel Cabinet

Financial Management Branch
2nd Floor, 501 High Street

Frankfort, KY 40601 Business Partner Number:
Payment Advice Number: XX090211PA0911
Health Premiums PHA259 10.336.3 FSA PPAY03 $18.33
Life Premiums PPAYO0S $202 46
Grand Total 10,557.09  Due Date:02/28/2011 B
Notice of Payment Due RETURN THIS WITH CHECK

Payments are due at the end of the current bill month Make Checks Payable to:
Kentucky State Treasurer

ﬂd.:p{lk&oh
& = - G
i KHTS
' e tomation Sy

enmecting fhw { smasamaziih

The amount on the coupon MUST match the amount of your check/payment.

When printing is complete, close invoice by clicking X in top right corner.

PBB requests that a copy of the invoice accompany each payment. You may print a copy of
the invoice for your records.

Note: When paying by ACH, there is no invoice. There will be a confirmation number to print
out for your records.

You may pay multiple line items on a single invoice. Health, Life and FSA premiums

do not have to be paid on separate invoices unless your agency desires to pay them
separately.
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1 Confirmation of
payment

You are paying the bills listed by check. Please forward a check for USD 10,557.09.
The system has saved your check notification under transaction number XX090211PA0911.

To access the open bills, click on Back to Bill List.

Bill Description Due On Billed Amount Open Payment Amount
Health Premiums Feb 28, 2011 USD 10,336.30 UsD 0.00 UsD 10,336.30
FSA Feb 28, 2011 UsD 18.33 UsSD 0.00 usD 18.33
Life Premiums Feb 28, 2011 USD 202.46 USD 0.00 USD 202.46
Grand Total UsD 10,557.09

Credits USD 0.00

Total Net Payment Amount

Back to Bill List Print Screen Print Invoice

UsD 10,557.09

After all open bills have been paid; Bill Description will show that there are no open bills. You

may log off at this point.

epq.ky.gov/ - SAP Biller Direct - Windows Internet Explorer provided by Personnel Cabinet

Kentucky

| Personnel Cabinet
rving the Peopl o Serve the People

" Ope List of Open Bills

1. Select all bills that you would like to pay:

Bill Descripticn
There are currently no bills.

Due =

Select All Desslect All Download Selected Entries

Credits displayed can be refunded via submission of the refund request form.

2. 2. Select the payment method you want to use. You are paying with

# Check/Wire ~ ePAY Payment |F'ayment Method not yet Known

3. 3. Choose Continue to check and confirm your payment.

Continue
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Thank you for using Biller Direct.

(s

Kentucky Human Resource Information System

We trust you will want to use this service again soon.

Log On Again

If you wish to go back to Biller Direct, click Log On Again.
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To Pay by ACH (TPE):

Agencies are encouraged to pay by ACH. Kentucky Interactive (KI) is KEHP’s third party vender
for ACH payments. ACH payments are made through TPE, KI’s payment engine. ACH payment
is fast and free, so you save money and time.

e Select the bills to be paid by clicking Select All or putting a check mark in the appropriate
box.
o Verify the total is correct.
Click ACH Payment radio button to select ACH.
o If your agency has multiple accounts, verify that the correct account is selected.
0 You may pay multiple Products by a single ACH or each Product may be paid by
a separate ACH. This is your agency’s decision.
0 You may pay multiple line items on a single invoice or each item may be paid on a
separate invoice. The choice is yours.
o If bill is not late, the date can be changed. After the bill due date, the date cannot be
changed.
e Click Continue

| List of Open Bills

1. Select all bills that you would like to pay: Find Bills

Bill Description Due = Billed Amount Open Payment Amount  Action
v | [ Health Premiums Feb 28,2014 USD 14,086.16 USD 14,086.16 |14,086.16 D
v | [ Admin Fees Feb 28, 2014 USD 57.24 USD57.24 57.24 [,,__]
v | D Life Premiums Feb 28,2014 UsD7518  USDT75.18 |75.18 | D
v | [ Health Premiums Jan 31,2014 USD 12,557.82 USD 12,557.82 [12,557.82 | D
«v'| (] Admin Fees Jan 31,2014 USD 50.88 USD 50.88 |50.88 | D
v | ([ Life Premiums Jan 31,2014 UsSD 73.84 USD73.84 7384 ' D

Select Al | Deselect Al Download Selected Entries Grand Total ~ USD26901.12 | USD 26,901.12
Credits displayed can be refunded via submission of the | Credits US00.00
refund request form. Total Net Payment Amount ~ USD 26,801.12 | USD 26,901.12

2.2, Select the payment method you want to use. You are paying with

T Check/Wire @ ACHPayment Checking-O&M
Checking-O&M
Enter Your ACH Payment Date:

ACH Payment Date |04/0872014

3. 3. Choose Continuve to check and confirm your payment.

Continue
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Check Account and Payment Amount
Click Pay by ACH

I List of Bills Selected for Payment

You want to pay the billz listed with bank details: Health Ins Acct
Your ePAY Payment Date will be 09/26/2011.

If you want to remove the bills from the list of open bills, click on Pay by ePay.

Bill D&scription
Health Premiums

Health Premiums

Du= On Billed Amount Open
Mar 15, 2011 USD 936.40 UsD 936.40
Feb 28, 2011 USD 61.52 UsD 61.52
Bill Total USD 997,82

Credits

Total Met Payment Amount

Back ||

Payment Amount

UsD 536.40
UsD 61.52
USD 897.92
UsD 0.00
USD 597.52

Note: When paying by ACH, there is no invoice. There will be a confirmation number to print
out for your records.

Confirmation of payment
Print a copy of this page and keep it in your records. DEI will need the ACH confirmation number

if you have any problems with the ACH transaction.

At this point you may Log Off or go back to bill list.

l Confirmation of payment

ePay Confirmation Number: 7937894
Your ePAY Payment Date is: (9/26/2011
You have paid the biliz listed. Ve are debiting your bank account Health Ins Acct by: USD 997.92

The system has saved your payment under transaction number \3387361641.

To access the open bills, click on Back to Bilf List.

Bill Description
Health Premiums

Health Preamiums

Back tc Bl List

Due On Billed Amount Open
Mar 15, 2011 Ush §35.40 UsD 0.00
Feb 28 2011 UsSD 81.52 usD 0.00
Grand Total
Cradits

Total Net Payment Amount

Print Screen
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Payment Amount
U0 935,40
ush &1.52

LS 997.92

UsD 0.00

UED 987,92



IMPORTANT: If you attempt to pay your bill by ACH and receive this error, CALL YOUR PBB
CONTACT IMMEDIATELY or call PBB main line at 502-564-9097.

This error message means that ACH is down and your payment has not been processed correctly.

l Error

0 we fegret the service s not currently avalable. Please iry agan later.
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To pay by Personal Check and ACH:

Pay the personal check(s) or money order(s) FIRST.
To make a partial payment by personal check:
1. Determine the total amount to be paid by personal check or money order.
2. Change the amount of the correct Product to reflect the amount of the personal check(s).
3. Process as you would when paying by check.
4. Remember to print invoice and mail with your personal checks.

5. Return to Biller Direct and pay the remainder by ACH.
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General Information

All questions or concerns regarding Health Insurance, Life Insurance or Flexible Spending
Account billing should be directed to the Premium Billing Branch 502-564-9097, fax 502-564-
0715.

Enrollment issues should be directed to EIB (Enrollment Information Branch) at 502-564-1205,
fax 502-564-1085.

Member Benefit issues should be directed to MSB (Member Services Branch) at 888-581-8834
or 502-564-6534, fax 502-564-1085.

You may also find helpful information for IC’s/HRG’s and Billing Liaisons at our website listed
below.

https://personnel.ky.gov/Pages/ICs-and-HRGs.aspx

Benefits Resources Find a Job News HR Administrators KHRIS Login

Home = Health Insurance > Insurance Coordinator, HRG and Billing Liaison Rescurces

Resources for Insurance Coordinators, HRGs and Billing Liaisons

The Department of Employee Insurance (DEI) appreciates the support you provide to your employees throughout the year and
during the busy annual open enrollment season. KEHP has many aspects to the plan, such as health insurance, flexible spending
accounts (FSAs), health reimbursement accounts (HRAs), qualifying events, COBRA, premiums, billing, forms and much more. To
assist you in learning the details of the plan, we have created this section just for you! Here you will find the Administration
Manual, the KHRIS user guides, various training information, and memos. If you need assistance you may always contact us
888.581.8834 or 502.564.1205.

-7 ..
Ii' Resources 1 Training
Forms Administration Manual COBRA
IC Listing Benefits Admin User Guide KHRIS
KHRIS Calendar Benefits Accounting User Guide HIPAA
Memos Quick Reference Spotlight
Roles & Responsibilities Webinars
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https://personnel.ky.gov/Pages/LifeInsurance.aspx

https://personnel.ky.gov/Pages/Lifelnsurance.aspx

Kentucky Group Life Insurance

I \ * . Team Kentucky provides comprehensive protection for you and your family. State employees,
| N

elected officials, and employees of health departments, school boards and quasi-governmental
agencies are automatically eligible for basic life insurance and accidental death and
dismemberment insurance of $20,000 free of charge. Contact your human resources office to
make sure you are enrolled.

Additional life insurance coverage for you and family members is voluntary. View the options
below for members and dependents, and the services and resources avaible.

& Services and Resources I“Ins. Coordinators/HRGs

7 —
E—Life Insurance Options

View additional life insurance

. Booklet/Certificate of Coverage Memos, Forms & Manuals

options for members and

dependents Enrclling or Changing Coverage Spotlight Training
Documents and Ferms KHRIS Training

View Options
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