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I. Purpose of this Guide

The purpose of this guide is to provide step-by-step instructions, guidance and
information regarding accessing, reconciling and paying health insurance, life

insurance, and flexible benefits bills generated by Kentucky Human Resource
Information System (KHRIS).

The movement to KHRIS has caused a tremendous amount of change to the
procedures and activities. This guide is designed to augment coordinator training and to
serve as a reference in the conduct of duties as a billing liaison.

Questions and/or suggestions for improvements to this guide should be directed to the
Financial Management Branch (FMB) Manager, the Premium Billing Branch (PBB)
Manager or the Group Life Insurance Branch Manager at the addresses below:

Department of Employee Insurance Group Life Insurance Branch Manager
Attn: Manager, FMB/PBB 501 High Street, 3" Floor
501 High Street, 2" Floor Frankfort, KY 40601

Frankfort, KY 40601



II. Roles and Responsibilities

This section is designed to provide you with a guide to your everyday responsibilities as an
Insurance Coordinator (IC) and/or Billing Liaison (BL). In order to best assist your
Employees, it is important that you have knowledge of the insurance plans offered, an
understanding of how the plans work, know the eligibility requirements and be familiar with
the forms used by Kentucky Employee Health Plan (KEHP) as listed at
https://personnel.ky.gov/Pages/ICs-and-HRGs.aspx and Kentucky Group Life Insurance

(KGLI) as listed at https://personnel.ky.gov/Pages/Lifelnsurance.aspx.

As a representative of an agency that participates in KEHP, an IC or BL is responsible for
the following actions:

A. Attend IC Training conducted by the Department of Employee Insurance (DEI)
including:

1.

New IC Training

a. KHRIS Access Training - online training that includes modules on the Health
Insurance Portability and Accountability Act (HIPAA) and an overview to
KHRIS; once required modules are completed you must complete the security
paperwork to gain access to KHRIS; online training modules are located at
https://ky.train.org

b. KEHP Policies and Procedures training for new ICs

Open enrollment and Spring Training to learn about updates and plan changes
HIPAA Training — required as new IC and then annually

Consolidated Omnibus Reconciliation Act (COBRA) Ceridian Training

Training information can be found on KEHP’s website,
https://personnel.ky.gov/Pages/ICs-and-HRGs.aspx

B. Provide new Employee(s):

1.

2.

Current health insurance and life insurance information and application

Training on benefits available and web address to obtain the Summary Plan
Descriptions for KEHP, https://personnel.ky.gov/Pages/healthinsurance.aspx and
for KGLI https://personnel.ky.gov/Pages/Lifelnsurance.aspx.

Find the Checklist for New Employees, Appendix C, of KEHP Administration
Manual located at https://personnel.ky.gov/Pages/ICs-and-HRGs.aspx.



https://personnel.ky.gov/Pages/ICs-and-HRGs.aspx
https://personnel.ky.gov/Pages/LifeInsurance.aspx
https://ky.train.org/DesktopShell.aspx
https://personnel.ky.gov/Pages/ICs-and-HRGs.aspx
https://personnel.ky.gov/Pages/healthinsurance.aspx
https://personnel.ky.gov/Pages/LifeInsurance.aspx
https://personnel.ky.gov/Pages/ICs-and-HRGs.aspx

4. Training on enrollment requirements

a. Set up new members in the KHRIS portal

b. Show new members how to elect benefits using Employee Self-Service (ESS)
5. Training on qualifying events and deadlines

a. Sign and submit forms to DEI

b. Request supporting documentation from member
6. Information on COBRA

a. Enter qualifying events into Ceridian’'s WebQE
7. Open enrollment information
. Process employee enrollment, termination, leave without pay (LWOP), social
security number corrections, DOB, name change, and address change actions in
KHRIS in a timely manner.
. Provide DEI with Update Forms for employee transfers, military leave begin/end,
retirement, death, cross-reference payment option elections, and qualifying events in
a timely manner.
. Manage monthly bills by reconciling, processing and releasing the life and health
premiums, administrative fees, flexible benefits and health reimbursements within

Biller Direct if your duties include Billing Liaison.

. Counsel employees on health insurance questions and provide contact details
where they may receive additional information.

. Be familiar with and use the KEHP Administration Manual and this User Guide to
complete your responsibilities as an IC.



III. Required Training

In order to prepare our insurance coordinators and billing liaisons for the changes in duties
and responsibilities that were mandated by the implementation of the KHRIS system, the
Department of Employee Insurance and the Group Life Insurance branch developed a
number of training courses and modules.

The KHRIS system allows insurance coordinators and billing liaisons to have a great deal
of flexibility in performing their duties, we require that all go through comprehensive system
training before they are granted access to the system.

For all coordinators (enroliment and billing), this training includes:

Course Name Course ID Training Delivery
KEHP HIPAA Training Module 1019274 KY Train
KHRIS Basics and Navigation PowerPoint

Insurance coordinators must also take the following additional courses:

Course Name Course ID Training Delivery
KHRIS Benefits Administration for NCP ICs Module One 1026372 KY Train
KHRIS Benefits Administration for NCP ICs Module Two 1026375 KY Train
KHRIS Benefits Administration for NCP ICs Module Three 1026457 KY Train
KHRIS Benefits Administration for NCP ICs Module Four 1026459 KY Train
KHRIS Benefits Administration for NCP ICs Module Five 1026460 KY Train

Billing Liaisons must take the following additional course:

Course Name Course ID Training Delivery
KHRIS Benefits Accounting for NCP ICs 1026376 KY Train

Coordinators who are responsible for both enroliment and billing must take all training listed
above before being granted system access.

The KEHP HIPAA Training module must be taken before any of the other courses
administered online through KY Train. (The KHRIS Basics and Navigation course may be
taken at any time.) The Benefits Administration for Non-Commonwealth Paid (NCP) ICs
modules must be taken in order and passing each module is required in order to move on
to the next module. The KHRIS Basics and Navigation course and instructions for
registering for the KY Train courses are available at https://personnel.ky.qgov/Pages/KHRIS-
Training-.aspx.



https://personnel.ky.gov/Pages/KHRIS-Training-.aspx
https://personnel.ky.gov/Pages/KHRIS-Training-.aspx

IV. Reconciling Your Insurance Bill

Accessing your Bill

You can access KHRIS through the ESS/MSS portal directly through https://KHRIS.Ky.gov.

Logging on to KHRIS:

Enter your KHRIS User ID and password and click Log In to enter KHRIS. Your KHRIS
User ID is your 3-letter, 4-digit employee ID (Ex: ABC1234).

If this is your first time using KHRIS, select the Forgot/Reset Password or New User link.

e KHRIS User ID = F—— —

, Password *
KHRIS K

Forgot KHRIS User ID?
E'ss/“ss & ForgotiReset Password or New User?)

Browser Requirements

Ilmlm:ky Humn Resource lmrﬂmbns;'ﬂm

8 2014 Commonwealth of Kentudy. All rights reserved.

In order to access KHRIS for the first time as a Billing Liaison,
you must pass the required training and have requested
KHRIS security access.

If you have not already completed the training, GO BACK to
page 8 Section III, “Required Training”

The reset password link will take you through a series of screens which will allow you to
access the portal.


https://khris.ky.gov/

First enter your Employee ID and click the Validate button

Forgot/Reset Password or New User?
I» 1 2 3 —

Validate KHRIS User ID Authenticate Emplovee Information MNew Password

Enter your KHRIS User ID:

KHRIS User D: * @ Cvaiigate)

Next, enter your name, zip code, date of birth and SSN and click Authenticate in order to
be able to generate a new password and enter KHRIS.

Forgot/Reset Password or New User?
I» 1 2 3 —=f

“alidate KHRIS User ID Authenticate Employee Information New Password

Forgot your KHRIS Password?

Pleaze complete ALL the following guestions and you will be able to reset vour
own password for KHRIS and access the portal immediately:

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

2. Type in your ZIP Code.

3. Fillin your birthday, using a format of MW/DDMN™™™ -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 Name: * |
ZPCode: *[ |
Date of Birth: * 7]
MB/DOA ™™™

Social Security Number: * :l

KHRIS will assign you a temporary password. Either write down the “temporary password”
exactly as it appears; or highlight the temporary password by copying & pasting. If you
chose to write down the password, go on to step 2.
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e Step 1. To copy and Paste in KHRIS:

o Highlight by left clicking the cursor at the beginning of the password, hold down
the left mouse button and drag the cursor past the last letter before you let it go.

o0 While the password is highlighted, (on your keyboard) hold down the Control key
(Ctrl) and the “C” key. This copies the temporary password.

o Click Exit.

Forgot/Reset Password or New User?

I» 1 2 3 =

Walidate KHRIS User ID Authenticate Employes Information Hew Password

New Temporary Password

“our temporary password to accezs KHRIS system is:

o Step 2.

o Enter your KHRIS User ID in KHRIS User ID
o Enter “temporary password” in Password
= If you are using the copy & past method, click in the Password section,
now hold down the Control key (Ctrl) and the “V” key. This pastes the
temporary password.
0 Click Log In

- &
KHRIS User ID % @
Password * @

Forgot KHRIS User ID?

Forgot/Reset Password or New User?

Hentucky Human Resource Information System

Browser Reguirements

e Step 3. KHRIS will now prompt you to create a new password.

0 Retype the old temporary password or hit Ctrl and “V” to paste it again
o Type in a new password.

11



= The New password must be at least 8 alphanumeric characters in
length,
% (A-Zand0-9)
= And contain at least 1 number, 1 uppercase letter, 1 lowercase and 1
special character.
% (L,@#%,%"N&* (), _+<>72.<))
= However...the first character of your password CANNOT be an
exclamation point (1), or a question mark (?). And it must be different from
your last 13 passwords.)
o Confirm the new password
o Click Change

Your password must be at least § alphanumeric characters in length and contain at least 1 number, 1 uppercase, 1 lowercase and
1 special character, however the first character of your password CANNOT be an exclamation point () or a question mark (?). It
must be different from your last 13 passwords.

, Change Password

mnls OldiTemporary Password *
ESS/MSS

New Pazsword *

Confirm Password *

= —
Cancel Kentucky Human Resource Information System

12



Biller Direct and Web Broker Bill

Once logged into KHRIS, you can access Biller Direct. For a more detailed review of the
items on your Broker Bill, please see “Broker Bill Explanation” on page 16 of this User
Guide.

To access broker reports, click Biller Direct.

il __ -
I C g( @ V& C
Employee Self-Service Insurance Coordinator NCP1 Image Connect Biller Direct Worklist Employee Suggestion System

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

Click on the “Broker Report Overview” link in order to display broker reports (or bills) for
your agency.

e = = [l =

Employee Self-Service Insurance Coordinator MCP1 Image Connect Biller Direct Worklist Employee Suggestion System

Welcome to KHRIS Online Be

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

+ Welcome Please submit payment to:

+ Biller Direct

Personnel Cabinet

- Broker Report Dverview Financial Management Branch
State Office Building

2nd Floor, 501 High Street
Frankfort, KY 40601

On the next window you will see the Broker Report Overview, it contains two tabs, Open
Broker reports and All Broker Reports

% Open Broker Reports are your agencies bill's that have “not been worked”. Only
open bills are listed on the Open Broker Reports tab.

+« All Broker Reports are ALL your agencies bill's, open and posted.

13



| Process Broker Report || Refresh Liat|

Broker Report

Search Term

Broker Report Overview

, All Broker Reports

Broker Report Status

Inveicing peried from

Invoicing Period to

Broker Contract

There are three categories that the bills in the All Broker Reports can be in:

1. Open - Dbills listed in the Broker Report Status column have not been worked or
have been partially processed. Changes can be made to open bills.

2. 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.

3. In Clarification — bills 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 FMB/PBB or KGLI. 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.

Broker Report Overview

Open Broker Reports

| Process Broker Report || Refresh List |

Broker Report
200000003523

200000008121

200000005521

1

20000000472
00000002872

200000004138

Search Term
20110605LLED3

20110808UT02

2011028050701

201107 08UT02

20110608LLED

20110708UTO

All Broker Reports

Broker Report Statu

In Clarification

Posted

Inweicing period from
05M 82011

araz01
S022011

201

(=)

G201

0vio1s2011

Inveicing Period to
053042011

08314

011

[ %]

[

0

o

MES

011

e

0212011

081572011

0

P

MSE0N

Broker Contract

gooooo0o00000000088

go0ooo00ao000000088

go000000000000000085

g000000000000000086

goooooooaooooo000as

goooooonaooooo000as
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School Boards and QUASI agencies that participate in KEHP’s FSA program have 2
broker bills each month.

Health Departments and QUASI agencies that do not participate in FSA will have only
one broker bill per month.

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.

The broker bill for 16th to 30th of the month will also include arrears for prior months that

were not on that month’s bill, i.e. QEs or any changes processed after the previous bill was
generated.

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

To choose the bill that you wish to process, 1% click in the square to the left of the report
number, 2" click Process Broker Report to open bill.

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

Broker Report Overview

Open Broker Reports:

All Broker Reports

P"| Process Broker Report || Refresh Li3t|

Broker Report  Search Term Broker Repert Statug  Invoicing period from  Invoicing Period to  Broker Contract Created on  Changed on I:‘
9 200000000470 | 20110828RR002 | Open 02M16/2011 02282011 £ 08252011 | 08292011

20000000016

20110825RR001 | Open 020172011 02152011 £ 08282011 | 08/2

w

2011

One-step method

A new window will open the Broker Report. For a closer look at the items on a Broker
Report, see “Broker Bill Explanation” on page 16. For instructions on Reconciling a Broker
Bill, see page 69 of the User Guide.

Broker Report (800000000190) Personalize
Braker Name Broker Contract Status: Open

| Broker Report Status

| Overview || Status Open Search Term: 20110913RRO00I
Proposed ltems Created on: 09/13/2011 14:27:57 Changed on:  08A3/2011 14:27:57

Changed by: RRAYVMENT

Worklist ltems

E— —— The praposals offset the report amounts against the proposed amounts
ltem category Amount Proposed Amount  Currency
Prermiurn 0.00 97321 UsD
Total 000 97321 UsD

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

ltern categary ltermns Processed items  Percentage of completion
Frermium 5 0
Tetal 5 0

15



Broker Bill Explanation

In the Broker Report Overview screen, the right panel of this screen is shown in each of the
figures below. For instructions on getting to the Broker Report Overview screen, see the
previous section titled “Biller Direct and Web Broker Bill”.

The Process Broker Report button opens the bill on the selected line.

Broker Report Overview

All Broker Reporiz

rucsaa Broker Reporf P Refresh List

Open Broker Reports

Broker Report  Search Term Broker Report Status  Inwoicing period from  Inwoicing Period to  Broker Contract
I 200000000170 | 20110825RR002 | Open 02M8/2011 02/28/2011 g
I 200000000160 | 20110825RR001 | Open 02/01/2011 02152011 g

The Refresh List button refreshes Broker Report Status.

Broker Report Overview
Open Broker Reports

All Broker Reports

| Process Broker Report§ Refresh Lis p
Broker Report Search Term Broker Report Status  Invoicing period from  Inwveicing Period to Broksr Contract
l_ S00000003533 | 20110605LLED3 In Clarification 081852011 06/30/2011 8
_I 800000005121 | 20110809UT0Z Posted 08/16/2011 083172011 8
J 200000005521 | 201102809UTO Posted 02/02/2011 03/15/2011 8

The All Broker Reports tab lists all the bills, open and processed, that have been created
for your agency.

The column headings of the Broker Report Overview are: Broker Report, Search Term,
Broker Report Status, Invoicing Period from, Invoicing Period to, Broker Contract,
Created On and Changed on. Descriptions of the contents of these columns also appear
on the following page.

16



Broker Report column contains the identifying number for the bill.

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

Broker Report Status column, shows if the bill is Open, Posted or In Clarification.

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

Broker Report Overview

Open Broker Reports All Broker Reportz

| Process Broker Report || Refresh List |

Broker Report Search Term Broker Report Status Inwoicing pericd fron
S0000oooo17o Open 282011
200000000180 Open 2012011

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

Broker Contract column is the agency’s broker contract number. This number is a
constant for the 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 mode in a separate window.

Invoicing Pericd to Broker Contract Created on  Changed on |:|
02r28/2011 08292011 | 082572011
02N 52011 082572011 | 08/25/2011

17



Overview — The Overview screen displays basic information about the broker bill. We will
look at the screen in different sections.

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.

& https:/fkhrisepq.ky.govf?I_REPORT=B000000001 70 - Processing of Broker Reports - Windows Internet Explorer provided by Personnel

Broker Report (800000000170]>

Broker Name: Broker Contract: Status: Open

oo | [Reease D

Broker Report Status

Status: Open Search Term: 20110828RR002
Proposed ltems Created on: 08282011 09:22:34 Changed on:  08/28/2011 09:22:34
Changed by: RRAYMENT

Viorklist ltems

Processed ltems The proposals offzet the report amounts againzt the proposed amounts.

tem category
Premium

Total

SAVE YOUR WORK OFTEN. KHRIS sometimes has Time-out errors that
may occur without warning. If you experience a time-out error, you will lose
all work since your last save.

Directly under the Save and Release Buttons to the left of the screen is a Box containing
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
MinkihN e can’t be worked immediately can be
Processed Items placed on the Worklist to prevent
accidental confirmation.

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

Proposed ltems

18



The center portion of the Overview screen appears below.

Amount (or payment amount) and Proposed Amount are located near the middle of the
screen.

Broker Report Status

Status: Open Search Term: 20140306CLTO2
Created on: 03/05/2014 11:20:44 Changed on: 03/06/2014 11:20:44
Changed by:

The proposals offzet the report amounts against the proposed amounts.

ttem category w Currency

Premium 0.00 14,218.58 | USD
Total 0.00 14,218.58 | USD

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

tem category | tems | Processed items | Percentage of completion

Premium K 0 ||:|".-{. |
Total 31 0 0% |

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

The proposals offzet the report amounts against the proposed amounts.
ltem category | Amount | Proposed Amount | Currency
Premium 0.00 5,377.72 | UsSD
Total 0.00 537772 | USD

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

The proposals offset the reprort amounts against the proposed amounts.
tem category | Amount | Proposed Amount | Currency
Premium 5,381.656 5377.72  UsSD
Total 5331686 5,377.72 | USD

19



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

Broker Report Status
Status: Open Search Term: 20140306CLTO2
Created on: 03/05/2014 11:20:44 Changed on: 03/06/2014 11:20:44
Changed by: RTJOOS5S

The proposals offzet the report amounts against the proposed amounts.
tem category | Amount | Proposed Amount | Currency
Premium 0.00 1421858 | UsSD
Total 0.00 1421858 | USD

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

tem category @1 Percentage of completion
Premium I 0 | 0% |
Total 31 0 [0% |

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

The processing status offsets the already processed broker report tems against the total number of broker report items.

This table tellz vou how many broker report items vou have to process in this settlement period.
ltem category | Hems | Processed items | Percentage of completion
Premium H 0 | 0% |
Total 31 0 | 0% |

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

The processing status offzets the already processed broker report items against the total number of broker report items.
Thiz table tellz vou how many broker report tems you have to process in this settlement period.

ltem category | ltems | Processed items | Percentage of completion
Premium 31 3| 100% |
Total 31 31 100% |

e Items is the total number of items on the bill

e Processed Items is the number of items that have been changed, rejected, added
or confirmed (this is referred to as “working the bill”)

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

20



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. 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 ltems

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.

Broker Report (800000000170)

Broker Name: 3roker Contract: Statuz: Open

Proposed Amounts
Overview Total Premiums: 11,525.20 USD

Proposed ltems Total: 11,525.20 USD
Worklist tems Proposed Broker Report Items
Processed ltems | Detailz || Confirm || Change || Reject || Create ftem « || Add to Worklist || Update Proposed Amount | Export to Notepad
View[eath || DisplayAs[Tabie [[Exporia]
B. temID Social Security Number Description =
it

Proposed Items are what KHRIS thinks is owed, which is not necessarily the amount that
will be paid. Employment terminations, new employees or QEs may cause the actual
payment to be different than the Proposed Amount. The screen below is a magnification of
the Proposed Broker Report Items of the proposed items portion of the Broker Report.

Proposed Broker Report ltems
[ Details |[ Confirm || Change || Reject || Create tem 4 | | Add to Worklist | | Update Proposed Amount | | Export to Notepad |

Uiew|Hearth |v| Displayrﬁ.s|_at:le |v|| Expnrt1|

E. temID Social Security Mumber De=cription = Propo=ed Amount

Details button displays system information related to the selected employee.

Confirm is used to process items when the employee is paying their

Proposed Amount. Confirming,

changing or
Change is used to make corrections to Proposed Amounts that do not rejecting an item

match the employee’s payment amount. (Note: Proposed Amount moves the item
does not change.) from Proposed
[tems to

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

Create Item is used to add employees who are not listed on the

broker bill. Creating an item

saves it directly
Add to Worklist moves the selected employee to the Worklist to Processed
screen. [tems.
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Update Proposed Amount may be used to change the proposed amount for employees
who have made a payment since the bill was generated. This is the only change that will be
made by updating proposed amounts. WARNING: Be sure to double check your work;
using this button will update all amounts including those worked and saved.

¢ 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 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.

The figures below are enlargements of the menu beneath the buttons described above.
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 Bill View for
instructions on setting up customized views.

Proposed Broker Report ltems
| Detailz || Confirm || Change || Reject
Wiews |Health [=
Foi
E. fhen Mur
Health
e Life
Totals
27 | [Standard Wiew]

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

Display As | Taktle |"'r | Export 4

hmber i o=ed Amog

Table and Graphic

Graphic

Table display allows the bill to be displayed in different ways.
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Graphic display isn't very useful for reconciling the bill, but it can be interesting to switch it
up and see different versions.

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

2000

1500

1000

U — — — — — —

10 11 12
1-2-3-4-5-6-7-8-9- - - -
UUUUUUUUUUUU
SD SD SD SD 5D SD 5D SD SD SD 5D SD

[

[ Proposed Amount

Table and Graphic display allows for both versions to be displayed.

Vi - ndara View) ] | Dspay AQable a3 Grapn) v Export 4
Ty temiD  Social Securty Number | Descripion | Product | Text | Proposed Amount
nE 333024444 Brown, Bob  0&/01/2014 LivingWellCDHP Single{ER} 670.62
2 333224444 Brown, Bob 04/01/2014 | Admin Provider Fee 5.36
3 111223333 Pink, Paula | 04/01/2014 | LivingWelCDHP Secondary(ER} 77474
4 111223333 Pink, Paula 04/01/2014 | Admin Provider Fee 5.36
5 123121234 Gray, Greg 04/01/2014 | LivingWelICDHP Prime(ER) 77474
-] 123121234 Gray, Greg 04/01/2014 | Admin Provider Fee 536
7 123456789 Fuchsia, Freda 04/01/2014 | LivingWelCDHP Single(ER) BT0.62
3 123456789 Fuchsia, Freda | 04/01/2014 | Admin Provider Fee 535
9 087654321 Black, Bill 04/01/2014 | LivingWelCDHP ParentPlus(ER) 926 50
10 987654321 Black, Bill 04/01/2014 | Admin Provider Fee 536
" 9999887777 White, Wayne | 04/01/2014 | LivingWellPPO Couple(ER) 152834
12 9999887777 White, Wayne | 04/01/2014 | Admin Provider Fee 5.36
2000
1500
1000
B I I I I I
0 S
10 11 12
1-2-3-4-6-6-7-8-9- - - -
U U UUUUUUUUUU
5D 5D SD 5D S0 5D 5D 5D SD SD 5D SD
[ Proposed Amount
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Export is used to export the broker bill to Microsoft Excel to facilitate reconciling.

Proposed Broker Report ltems
|[ Details | [ confirm | [ change | [ Reject | [ Create ttem . | [ Add to Workiist | [ [] Export to Notepad |

View: [[Standard View] ~]| | Display As: [Table -r|

To the far right of the Export button, you will find the Filter and Settings links.

Proposed Broker Report ltems
[ Details | [ confirm | [ change | | Reject | | Create tem 4 | [ Add to Workiist | | [=] Export to Notepad |

View: |[Standard View] ~| | Display As: [Table ~| Export 4 ET-R

Settings link is used set up customized views. This is
described in “Customizing Your Bill View.”

To create a filter which can be used to search for a specific item, click on the picture of the
Filter. A filter line will be inserted below the grey column headings line.

View [Bandaaview] v | DspyAsitave ] Exports &

5| tem D | Social Security Number | Description Product Text Proposed Amount | Cost Center | Reporting Broker | Note E

) - |
| 1 999887777 Green, Gary 04/01/2014  Waive Coverage with HRA 175.00 9200496697 100217631 Create
L 1: 300887777 Green, Gary 04/01/2014__Admin Provider Fee 5,36 | 9200498807 100217631 Create

Below are the columns that appear in the Proposed Broker Report Items.

5| temID | Social Security Number | Description Product Text Proposed Amount | Cost Center | Reporting Broker | Note
WP
. . I
The Table Selection Menu can be used to Select or Deselect All itemsLEl.

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).

School boards

10 is employee portion of health insurance

20 is optional or dependent life insurance

30 is 2011 FSA arrears on 2012 broker bills

33 is Health Care Flexible Spending Account (FSH)

34 is Dependent Care Flexible Spending Account (FSD)
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Health Departments
e 10 is employee paid portion of health ins
e 11 is employer paid portion of health ins
e 20is life ins (both employee and employer paid)

QUASI agencies will not have Product Codes on their broker bills. They are
billed one amount that contains both employer and employee amounts. Quasi
agencies may or may not choose to participate in KGLI or KEHP’s FSA program.

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

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

Cost Center is not used.

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

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

? This symbol, below the Table Selection Menu, lets you know a filter is open for searching.

Worklist ltems

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 Name: P Broker Contract: 8 iatuz: Open

Proposed Amounts
Overview Total Premiums: 0.00 USD

Proposed ltems Total: 0.00 USD

Worklist ltems

Worklist for Broker Report ltems

Processed ltems Detailz || Confirm || Change leject Remove from Worklist IQ Export to Notepad
View |[Standard View] ~| Display As |_able |V|| Export 4 |

The buttons and columns on this area of the broker report are the same as those available
and described in the Proposed Items section. To see a description of how to work items on
the worklist, see “Working/Processing Broker Bills.”
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Processed Items

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

Broker Report (800000004844)

Broker Name: T Broker Contract: Statuz. Posted

Overview c
| Details || Reset ttem |[ [5] Export to Notepad |
Proposed ltems
Worklist ltems Containg proposed broker report tems that you have confirmed.
Processed ltems Wiewr allv/amtz |=| Display As [Tatle [=|[ Export ]

Confirmed tab shows all items that were confirmed without changes.
With Changes tab shows all items that were changed.
Rejected tab shows all items that were rejected.

New tab shows all items that were added.
e These items will not have a Product code, 10, 20, 30 33 or 34.

All tab shows all entries on the bill. It will be helpful to set up customized views on the All
tab. For a description on setting up a customized view, see “Customizing Bill View.”

“ The numbers in () beside each tab name indicate how many entries are listed on that tab. “

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

| Details |[ [5] Export to Notepad |

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

View | totals enly ||  Display As Tacle [+ ][ Export 4 | Delete Fiter Settings
E. temiD Social Security Number De=cription Product = Amount Text Proposed Amount Bill Period E
i

Item ID, SSN and Description are the same as in Proposed Items.

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.
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Confirmed (103) With Change (3) Rejected (2) New (2) A1)

Details || [=] Export to Notepad |

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

View |[Standard View]  |w| Display As [Tatle [=]] Export 4 | Delete Fiter Settings
E. Reporting Broker Cost Center Mote Change Reazon Confirmation Status Currency Inzurance Object ltem category -
i

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

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.

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.
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Customizing Bill View (School Boards)

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.

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.

Open a Broker Report (this is described in “Access Biller Direct and Web Broker Bill”) In
Proposed Items, click Settings on the far right of screen

Broker Report (800000039516)

Broker Name: Broker Contract Status: Open
Proposed Amounts

Overview Total Premiums: 9,370.04 USD

Proposed items Total 9,370.04 USD

Worklist items Proposed Broker Report Items

Processed ltems | Details || Confirm || Change || Reject || Create ftem 4 || Add to Worklist | Export to Notepad |

View:[[Standard View] __+| | Display As Eaea z(2)

5y temID | Social Security Number | Description Product Text Proposed Amount | Cost Center | Reportin ]
’_| 1 406117519 Turner, Stacy 04/01/2014 Vaive Coverage with HRA 175.00 9200495697 Create
l:‘ 2 408117519 Turner, Stacy 04/01/2014 | Admin Provider Fee 5.36 00217631 Create
l:‘ 3 408337578 Baker, Tammy 04/01/2014 | Waive Coverage with HRA 97 | 100224188 Create
—
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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 View] [=] Save Delete
0 og Sort Calculation Filter Dizplay
E. Hidden Columns - E. Dizplayed Columns -
ltem category ftem ID
Subcat Social Security Number
Inzurance Object Die=cription
. ; Add 4 —r—
Arnoun em Category
Currency Text
Armount Propezed Amount
PropComm. Bill Period
ConfStat - Reporting Broker -
El |Z| Change Sequence |z| 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.

. =] moves column all the way to the left of list
o [+ moves column one place to the left

. = moves column one place to the right

. = moves column all the way to the right

Click Apply when columns are in the order you wish them to be.
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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 View] [=] |[=ave|[saveas.. || Delste || Properties... |
Column Selection I Sort | Calculation | Fitter | Dizplay
B. Hidden Columns E| F. Dizplayed Columns E
tem category ftem 1D
Subcat Social Security Number
Ingurance Object Description
— Add kB
Arnount tem Category
— —
Currency Text
Arnount I_ Proposed Amount L
PropComm. Bill Pericd
ConfStat =] Reporting Broker =]
@@ Change Sequence E E
Rpaly
View |[Standard Visw] |=|  Display As|Table [=]
H. temiD Social Security Number De=cription ltem Category Text < Proposed 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] [+] |[3ave|[Saveas..||Delete || Properties... |
Column Selection I Sort [ Calculation I Filter I Dizplay
EL. Hidden Columnz El B Dizplayed Columnz E
ltem category ltem ID
Subcat Social Security Number
Inzurance Object Dezcription
) A t _— d ’= Proposed A t
moun ro moun|
—
Currency tem Category
Amount Text L |
PropCormm. Bill Period
ConfStat E| Reporting Broker |E|
E El Change Sequence |E| |§|
| QK || Cancel | | Apphy |
View |[Standard Wiew] |=| Display As|Table EE..
E. temID Social Security Number Dezcription Propozed Amount tem Category Text
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The Proposed Amount column has been moved next to employee’s name.

to the left so it can be easily viewed.

Note: When setting up views in Processed Items, you will want to move the Amount column

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

View |[Standard View] [+] |[Save

| SAvE as... || Delete

| Properties... |

B. Un=zorted Columnz |E|
ftem ID

ftem catsgory

Subcat [
)

Inzurance Object

Text

Armount

Proposed Amount |E|

[ oK ][ cancel || Apply |

Column Selection | Calculation i Fittsr i Dizgplay

B. Sorted Columnz Sort Direction

|E| |E| Change EEqu&nu:&E |§|

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 || Create ltem « || Add to Worklist || Update Proposed Amount || Expurtto Notepad |
Settings
View |Health [=| |save|[saveas.. || Delste || Properies... |

Column Selection | Sort Clalculatigd | Fiter | Display

B. Columns Calculaticn |:| [] count Table Entries
Proposed Amount | flone Dizplay Calculations at Start of Table
None
G [ | Dizplay Intermediate Resultz for Sorted Columns
Himimum [_|Collap=e to Intermediate Rezultz

Iaximum

Idean 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.

Lo | [ 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 Items

[ Details | [ Confirm | [ Change | [ Reject | [ Create tem 4 | [ Add to Workiist | [ [<] Export to Notepad |

Settings

View |* [Standard View]

~|[ Save |[Save as__|[ Delete |[ Properties._|

Column Selection | Sort ' Calculation | Fiter | Display |

Columns | Calculation D ["] Count Table Entries

Proposed Amount  Total

-

["] Display Calculations at Start of Table

Dizplay Intermediate Results for Sorted Columng

"] Collapse to Intermediate Results.

L]
| View:[Sanaaravew] ] | Diplay As: Export 4
"|l‘:|| ftem 10 | Social Security Number | Description = | Product = | Text
a  Duck, Daffy
I:‘ 24 333224444 Bunny, Bugs 04/01/2014 Waive Coverage with HRA
I:‘ 25 333224444 Admin Provider Fee
Bunny, Bugs - 040142014
4 Bunny, Bugs
|:| 3 111223333 Pig, Porky 00172014 LivingWelPPO Single(ER)
Pig, Porky A 030152014
|:| 32 111223333 Pig. Pork; 04/01/2014 LivingWWelPPO Single(ER)
I:‘ 33 111223333 Admin Provider Fee
Pig, Porky - D4/0142014
“  Pig, Porky

v 2|

Proposed Amount | Cost Center | Reporting Broker | Note IZ‘

. 1,423.40
175.00

536

180.36

. 180.36
1072

10.72

699.28

536

704.64

. 715.36

S200496697

H200496697

S200496697

9200496697
S2004966897

100258247

100258247

100031754

100031784
100031794

Create

Create

Create

Create

Create
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The Filter tab allows you to display selected insurance types.

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

Setting=

View |‘ [Standard YWiew] '|| Save || Save as... || Delete || Properties... |

Column Selection | Sort | Calculation Display |

Ignore Uppercase and Lowercase Distinction when Filtering

Fitter Column: [=| [Add || Resetal |
Confirmation Status E
Cost Center
Cost Center
Currency
Description

Ingurance Object
ftem I

tem category
Mote

Crosud =

OK || Cancel || Apply || Reset |

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

Settings
Wiew [[Standard Wisw] [=] | save |[ save as... || Delete | [ Properties. .
Column Selection I Sort I Calculation Filter I Dizplaw

lgnore Uppercases and Lowercass Distinction when Filkering

Filter Column: [Product [=]

Click add, “Product” will disappear from the Filter Column box, 2 boxes will open.

Settings

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

Column Selection | Sort | Calculation ' Filter | Display |

lgnore Uppercase and Lowercase Distinction when Filtering

Fiter Column: | ~| | Add || Resetall |

Product < | 3| 7o | g &
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In the first box beside | Product: < | type the number 10 to show only health insurance.

Settings

View |[Standard View] [+| |Save||Saveas.. || Delete || Properties... |
Column Selection I Sort I Calculation Fitter I Dizplay
lgnore Uppercaze and Lowercase Digtinction when Fittering
Fitter Column: | [+] [Add][Resetal]
product < (1D =] 7o | = =

i
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 | Calculaion  Fiter | Display |

I

Fiter Column: |
Description: *CHealth D |
Assignment. User

Product: =] [10 (] Initial View:

(@) cancel]

Clicking the Initial View checkbox will set this as user’s initial view. Whenever you open
Proposed Items, this view will be the first view you see.

35



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

= N
[=] [save] [ Delete | [ Properties...

View |[Standard Wigw]

Colurnn Selection I Sort I Calculation Fitter I Dizplay

Ignore Uppercaze and Lowercaze Diztinction when Filtering
[=] [Add]|[Resetal

Filter Column: |
2\
product. > Q) 3] 7o | [l
Deseripion: * [ ]
Assignment: ﬂ
[ Initial View
I

Cancel

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
N
View [F34 [+] [save] [ Delete || Properties.. |
Column Selection I Sort [ Calculation Fitter I Dizplay
lgnore Uppercase and Lowercase Digtinction when Fitering
Fitter Column: | [+] [Add|[Resetal |
N N
rroduct: DIN2L) (=15 &) &gl =
Assignment: ﬂ
[ initial iew
— QK [ | -
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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] [*] |sSave||Saveas..||Dekete || Properties... |

Column Selection I Calculation i Filter i Dizplay

B\ Un=zorted Columns = |E| B\ Sorted Columnz Sort Direction D
Armount Description Azcending -
Amount
Bill Period

| Qadd) b
¢
Categ.
Change Reason |Remnve Selected Columns From Snrtk
ChgeReaz
Confirmation Status [=] [=]

@ |E| Change Sequencelzl |§|

[ oK || cancel | [ Apply |

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

Settings
View [[Standard Wiew] [+] |save||saveas.. || Dskte || Properties... |
Column Selection Sort I Calculation I Fitter I Dizplay
B. Un=sorted Columnz & |E| B. Sorted Columnz Sort Direction
Mote
Crodugt)
T (G ]
Proposed Amount
4 Rem
Reporting Broker Add Selected Columns ko Snrtk
Social Security Number
Subcat
Text |E|
E El Change Sequencelzl E
| 0K || Cancel || Apphy |

37



Entries will be sorted by Product, 10, 20, 30, 33, and 34.

Settings
View |[Standard View] [+] |Save||sSaveas..|| Delete || Properties... |
Column Selection Sort I Calculation I Fitter I Dizplay
Bl Unzorted Columnz = |[=] Bl Sorted Columns Sort Direction [=]
ftem 10 I_ Ascending v
MNote
PropCommm.
= Add k
Proposed Amount
—
Reporting Broker
Social Security Number |:|
Subcat
Text ~] [

|§| |E| Change Sequencelzl 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 |Heafth [+| [Save||Saveas.. || Delste || Properties... |
Column Selection | Sort @I Fiter ( Display
E. Columnz Calculation |:| [] Count Table Entries
J Proposed Amount | Total - El Dizplay Calculations at Start of Table
@nisplay Intermediate Resuts for Sorted Columns
@Cullapse to Intermediate Rezults
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Click the Filter tab. Click Reset All to remove any filters.
Click Apply.

Settings

View [[Standard Wiew] [+] [save|[saveas.. || Dekete || Properties... |

Column Selection Sort Calculation Dizplay

lgnore Uppercase and Lowercass Distinction when Filtering

Fitter Column: | [=] [Add |

Product: <>| ||_0 |

[l

Save View as

Dosepion+ |
Assignment;  [User [

I:l Initial “iew

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.

IPrupnsed Amounts

Total Premiums: 64 365.75 USD
Total: 64,365.75 USD
|Proposed Broker Report ltems
Detailz || Canfirm || Change || Reject || Create ftem « || Add to Worklist || Export to Motepad
Viewuotals only |v| Display As |_able |v || Export « |
. temiD Social Security Mumber De=cription Product =  Text Propozed Amount
P
k ] 4.71-
b 10 o 60,205.26
F 20 o 911.80
b 30 o 2,236.90
b 33 o 683.17
P24 o 333.33
» - - 64,365.75

In Proposed Items this can be used to get a quick idea of where the bill is off.

Reminder:

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

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

FSAs are split on
2012 broker bills,
product codes 30,
33, and 34.

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 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, this 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,
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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 H&ﬂ lth | i
Foi
B ten Mu
Health
E .
Life
Tetalz

87 | [Standard View]

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. For

more information, see “What is Payment from Agency on my broker bill?” on page 77 and
“Credits and Arrears” on page 122.

{v]
p

ayment from Agency

92- | 100000C0000000STI07  10M&2011

Payment from Agency 1000000000000087107 | 1111672011
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To set up this view, pull up Standard View in Proposed Items and click on Settings.

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

IPmpcsed Broker Report Items
Detailz | [ Confirm | [ Change | [ Reject | [ Create tem « | [ Add to Worklist | Export to Notepad |

Settings

Views [Hzalth [+] [=ave]|[saveas.. |[Delete || Properties... |

Column Selection f Sort | Calculation [ Filter [ Dizplay

E. Hidden Columns [=] EL. Dizplayed Columns [=]
tern category tem ID
Subcat Product
Dezcription Text
" Proposed Amount
Amount |:|.ﬁ.dd Selected Columns ko SBIectionh
Currency Coest Center
Amount Note
PropComm. E| |:|

E El Change Seguence El |§|

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

IPreposed Broker Report Items
| Detailz || Ceonfirm || Change || Reject || Create ftem « || Add to Wiorklist | Export to Notepad |
Settings
Wiew [Health [=] [ =zave |[ zave a=... | [ Delete | [ Properties. . |
Column Selection i Sort [ Calculation [ Fitter [ Display
EL. Hidden Columns El B\ Displayed Columns D
item category tem ID
Subcat Product
De=scription Text
Add r
Amount Propozed Amount
Currency Inzurance Object
Amount Bill Period
PropiComm. Cost Center
ConfStat =] Note =
EI El Change Sequence El EI
Epoiy
View|H&alth |V| DisplayAs|_at:ls |V|| Export « |
B tem D Product Text Propo=sed Amount <n5urance Objeip Bill Period
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Click on Filter tab

Drop down Filter Column box
Scroll down to Text and click on it
Click Add

Proposed Amounts
Total Premiums: &73,0832.00 USD
Total: 673,083.00 USD

Proposed Broker Report ltems

[ Details | [ Confirm | [ Change | [ Reject | [ Create item . | [ Add to Worklist | Export to Notepad
Settings
Wiews [[Standard Wiew] [=] | save | [ Save as... |[ Delste | [ Properties... |
Column Selection 1 Sort 1 Calculation @ I Dizplay

lgnore Uppercase and Lowercase Distinction when Fitering

Filter Column: |~ [&dd | [ Reset an |
-
tem category
Mots
Product

PropComm.

Proposed SAmount
Reporting Broker
Social Security Number

@ﬁt
Worklist EI

Viewl[Siandﬂrd Wien ] |V| I)isplayAslTable |Y|| Export a4 |

B ttem ID Product Text Proposed Amount Bill Period

Cost Cen
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e Inthe Text field, type “p*”
e Click Apply
e Click Save As and enter name to save this view

Proposed Broker Report ltems
| Details || Confirm || Change || Reject || Create liem a4 || Add to Worklist | Expert to Motepad
Settings
e
View [Featn SED| cT)
Column Selection Sort Calculation Filter Dizplay
Ignore Uppercase and Lowercase Distinction when Filtering
Filter Column: | [=] [~dd]|[Resetan
2~
Text: luﬂy & 7o | =] =
—
[Cance! ( Zeoiy)
View [Health [+]| Display As|[Tacle [+ |[ Export 4]
B temID Product Text Propo=ed Amount Insurance Object Bill Period
B o Credit
1217 Payment from Agency 255.92- | 1000000000000087107 1041872011
1218 Payment from Agency 345.43- | 1000000000000087107 11/18/2011
——

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. See “How to Determine Which Products
Have Credits” on page 130 for instructions.

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.

There are different ways to sort and filter bill entries. To see another way to sort your
bill, watch the webcast at this link: mms://videol.education.ky.gov/On-
Demand2011/KHRIS Billing_9-21-11.wmv.
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mms://video1.education.ky.gov/On-Demand2011/KHRIS_Billing_9-21-11.wmv
mms://video1.education.ky.gov/On-Demand2011/KHRIS_Billing_9-21-11.wmv

Customizing Bill View (Quasi Agencies/
Health Departments)

The bills for Quasi Agencies are composed somewhat differently from School Boards.
Quasi Agencies are not able to sort the bills as easily on the type of payment because the
KHRIS bills both the Employer and Employee amounts together on the bill. Quasi Agencies
can use the sorting techniques in this module to more easily reconcile your bill.

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.

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.

Open a Broker Report (this is described in “Access Biller Direct and Web Broker Bill”) In
Proposed Items, click Settings on the far right of screen.

Proposed Amounts
Total Premiums: 8,370.04 USD
Proposed ltems Total: 8,370.04 USD
LLCRETE Proposed Broker Report ltems
e . | Detais ] [ confirm | [ change | Reject | | Create tem 4 | [ Add to Workiist | [ [=] Export to Notepad |
View: |[Standard View]  +|| DisplayAs:[Tabe | Exporta
| tem D | Social Security Number | Description Product Text Proposed Amount | Cost Center | Reporijadis®
=
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Clicking on Settings will cause a new window to open:

Settings
View |[Standard View] ~|[ Zave |[ Save as.. || Delete |[ Properties._ |
- Column Selection Sort Calculation Filter Display
M5 | Hidden Columns ] 5y | Displayed Columns @
tem category ttem 1D
Subcat Social Security Number
Insurance Object De=scription
— —
Amount Product
- -
Currency Text
Amount Proposed Amount
PropComm. Cost Center o
ConfStat |E| Reporting Broker |E|
|§| |E| Change Sequence El |§|
[L oK |[ cancel ][ Apply || Reset |

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.

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.

Broker Report (800000039516)

Broker Mame: Broker Contract: Status: Open
Proposed Amounts
Overview Total Premiums: 9,.370.04 USD
Proposed ltems Total: 9,370.04 USD
Lo ST Proposed Broker Report Items
Processed ltems [ Details | [ confirm | [ Change | [ Reject | [ Create ttem 4 | [ Add to Workiist | Export te Notepad |
Settings
View |[Standard Wiew] v|| Save || Save as... || Delete || Properties... |

|+

5y | Digplayed Columns

| | temp

I: Social Security Number
I: Description

Product

N
Text

oposed Amount

l:l PropComm.
l:l ConfStat =]

Cost Center

Reporting Broker E|

Izl Izl Change Seguence IE‘ @

|_ oK || Cancel || Apply || Reset |
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To remove a column from Displayed Columns, highlight it and click Remove. This places
the selected items on the Hidden Columns list.

Broker Report (800000039516)

Broker Name: [ Broker Contract: & Status: Open
Proposed Amounts
Overview Total Premiums: 9,370.04 USD
Proposed ltems Total 9,370.04 USD
Lot BT Proposed Broker Report ltems
Processed Hems [ Details | [ Confirm | [ Change | [ Reject | [ Create tem 4 | [ Add to Workiist | [ [] Export to Notepad |
Settings
View |* [Standard View] - || Save |[ Save as.. || Delete || Properties. . |
~ Column Selection Sort Calculation Filter Display
5 | Hidden Columns =] 5y | Displayed Columns.
l:l Dezcription
l:l Product
| Text
Amount
Worklist -

Proposed Amount

c Cost Center
Cateqg.

" | selection Value =l

Reporting Broker
Note

E |Z| Change Sequence |Z| |§|

4

[L oK ][ cancel || Reset |

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.

e [Zlmoves column all the way to the left of list
e [+Imoves column one place to the left
e [=Imoves column one place to the right

e [=lmoves column all the way to the right

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

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

Column Selection } Sot | Calculaion | Fiter | Display |

T5 | Hidden Columns [«] "||’:|| Displayed Columns [=]

: Worklist : Social Security Number o

: c : Description

| categ | Text

e @ | Amount Click “Product” under

| | Selection Value || Proposed Amount Hldden Columns

Cost Center Cost Center .

— — Click Add.

|| Confirmation Status || Reporting Broker

|| ChangeReas |E| || Note |§|

El El Change Sequence E E
[L ok |[ cancel || Apply || Reset |

| View [ [Standard View] ~|| Display As:[Tabe ~| Export. v [B |
r|I':|| tem ID | Social Security Number | Description | Text | Amount | Proposed Amount | Cost Center | Reporting Broker | Hote |E|

Column Selection } Sot | Calculstion | Fiter | Display |

T5 | Hidden Celumns [«] "|l‘:|| Displayed Columns =] “PrOduct" now

: ChgeReas : Social Security Number appears under

Worklist Description .

— — Displayed Columns.

| ¢ | | Product

| cates == <> Change Sequence

= . —

| selection Vake | Amount button was used to

|| Cost Center || Proposed Amount move tlproduct 2

: Confirmation Status : Cost Center

: ChangeReaz =] : Reporting Broker [=] Spaces'

@Change Sequence |Z| : > Cth Apply
- The “Product” column
@,

| View: F{Siandara View] ~] | Dispay Ax[Tabe ] Export. ¥
'—|l':|| ttem ICv | Social Security Number | Description | Text | Amount | Proposed Amount | Cost Center | Reporting Broker | Note E
|—| 1 4 T 04/01/2014 Waive Coverage with HRA 0.00 175.00 9200496657 100217631 Create

When setting up and saving a view in Processed Items, move the “Amount column to the left
so that it can be easily viewed.

There are multiple ways Quasi Agencies and Health Departments can sort bills. Several
examples are on following pages.
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Sorting by Description, Filtering by Text/Plan Information

Sorting by Description then filtering by Text or plan information will put your bill in
alphabetical order, separated by plan type. This will allow you to save separate views for
health insurance, admin fees, life insurance, FSA, and HRA.

In Proposed Items
1. On Sort tab, in Unsorted Columns, click Description to sort by employee name

Click Add
Click Apply

Proposed Amounts
Total Premiums: 20,137.44 USD
Total: 20,137.44 USD

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

View |[Standard View] [*] |save|[saveas.. || Dekte || Properties... |

Colurmnn Selection | Calculation I Fitter I Dizplay

E. Unsorted Columns [=] B Sorted Columnz Sort Direction
tem 10
ltem category
Subcat

e [ED W
* m]
Inzurance Object |:{.ﬁ.dd Selected Columns to Sort]

Text
Amount
Propoged Amount [=]
|§| E Change Emusnc&E |§|
Wiew | [Standard Wiew] |~| Display As|Tacle [= ][ Export 4
B temID Propozsed Amount Product Text Cao=t Center N
P
759 1.24 ) D20Z012 Basic Life and AD&D NCWV 5200496585 c
82 1,585.80 | 020172012 CW Optimum PPO NP -Family (ER} | 52004596585 j

48



2. On Calculation tab
Click the down arrow
Select Total
Select Display Calculations at Start of Table
Click Apply

Proposed Amounts
Total Premiums: 9,370.04 USD
Total: 5,370.04 USD

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

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

Column Selection | Sort /@} Fiter | Dieplay |

Columns | Calculation || []Count Table Entries
Proposed Amount hung - [] Display Calculations at Start of Table

Display Intermediate Results for Sorted Columns

[ Collapse to Intermediate Results

Hone

<:Tuta|>
Minimum
Maximum

Mean Value
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3. Click on Filter tab
Click in Filter Column box
Select Text
Click Add

Proposed Amounts
Total Premiums: 9 370.04 USD
Total: 9,370.04 USD

Proposed Broker Report Items
| Details | | confirm | | Change || Reject || Create trem 4 | | Add to Worklist | | [=] Export to Notepad |

Settings

View |*[Standard View]  ~|[ Zave |[ Save as. || Delete |[ Properties.._ |

Coumn Selection | Sort | Calculstion CFilte) | Display |
S

lgnore Uppercase and Lowercase Distinction when Fitering
Fitter Column: €& |~ Reset all
Note =

Product
PropComm.

Proposed Amount
Reporting Broker
Selection Value

Social Security Number
Subcat
()
\WWorklist
[ oK][ Cancel || Appiy ][ Reset ]

[€
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4.

5. Select first value

In Text field

Click to select start of filter range

Proposed Broker Report ltems

[ Detailz | [ confirm | [ Change | [ Reject | [ Create ttem 4 | [ Add to workiist | [ [=] Export to Netepad

Settings

View [[Standard View]

| Save || Save a8 || Delete || Properties. .. |

cmsaecﬁunlsmlmum-lmphy

lgnors Uppercaze and Lowercaze Diztinction when Filtering

[*] [Add][Resetall]

o~
O |

Click OK

Determine Values for Filter Criteria

Text

Admin Provider Fee
~wpﬁl‘l‘lun‘l PPO MP-Single (ER) >

—_
Healthcare FSA NCW

LivingWellCOHP ParentPlus(ER)

LivingWellCOHP Single(ER)

LivingWellPPO Single(ER)

StandardPPO Couple(ER)

StandardPPO Single(ER)

Waive Coverage with HRA

Waiver with HRA NCW

=

@]

NOTE: For the filter to work correctly, the plans you choose must be in order in the list. You can
set up a view to show only the health insurance plans in the list above because they are listed in
order with no other plans between them. You cannot set up a single view that will show basic life
insurance and dependent life insurance because the health insurance plans are listed between
basic and denendent life.
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You will see the first plan you selected in the Text box.

Proposed Broker Report ltems
| Detailz || Confirm || Change || Reject || Create tem 4 || Add to Worklist || Export to Notepad

Settings
View |[Standard View] [=] |[Save|[Saveas..]|Delete || Properties... |
Column Selection [ Sort I Calculation Fitter I Dizplay

lgnore Uppercaze and Lowercase Distinction when Filtering

Filter Column: | [=] [Add]|[Resetal]

T O<[§w Opt PPO NP-Parent Plus(ERL_D 7] To | & =

| 0K || Cancel || Apply |

6. InTo field
Click to select end of filter range

Proposed Broker Report ltems
[ Details | [ Confirm | [ Change | [ Reject | | Create ftem 4 | [ Add to Worklist | | [=] Export to Notepad |

Settings

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

Colmn Selecfon | Sort | Calcuston  Fiter | Display |

Ignore Uppercaze and Lowercaze Distinction when Fitering

Fiter Column: | v| [Add][Resstal]
Text: = [CW Optimum PPO NP-Single (ER) ;o) (@) L2
e A

0K || cancel || Apply || Resat |
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7. Select value for end of range
Click OK

Determine Values for Filter Criteria

Text

Admin Provider Fee

CW Optimum PPO NP-Single (ER)
Healthcare FSA NCW
LivingWellCDHP ParentPlus(ER)
LivingWellCDHP Single(ER)
LivingWellPPO Single(ER)
StandardPPO Couple(ER)

_<§tandarcFPO Single(ER)_

Waive Coverage with HRA

Waiver with HRA NCW

8. Click Apply
IPro Broker Report ltems
Details | [ Confirm | [ Change || Reject | | Create ttem . | [ Add to Workiist | | [=] Export to Notepad |
Seftings

View | [Standard View]  +|[ Save |[ Save as_ || Deletz |[ Properties ]

lgnore Uppercase and Lowercase Distinction when Fitering

Fitter Column: | ~| [ Add|[Resetall|
Text: [ [CW Optimum PPO NP-Single (ER} (7| To [StandardPPO Single(ER) o &

[0k [ cancel |(Gppi) [ Reset |
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This lists all employees who have health insurance and totals the Proposed Amount.

Vew [ BancaraVew) ~] | Dssoys Tave ] Exor v B
I—|I':| ftem ID | Social Security Number | Description = | Product Text Proposed Amount | Cost Center | Reporting Broker | Note @
9,370.04
3 123456789 Fudd, Elmer 04/01/2014 | Waive Coverage with HRA 175.00 | 9200498697 | 1002241236 Create
4 123456789 04/01/2014 | Admin Provider Fee E.36 | 9200498697 100224188 Create
14 987654321 Bird, Tweety 0410172014 | LivingWellPPO Single(ER) 699.28 | 9200406697 | 100201657 Cregte
15 98765432 04/01/2014 | Admin Provider Fee L.36 | 9200496697 100201657 Create
8 333224444 Bunny, Bugs 0210172014 | LivingWellCDHP ParentPlus(ER) 348.01 | 5200496657 | 100159305 Cregte
g 333224444 04/01/2014 | LivingWellCOHP ParentPlus(ER}) 926.50 9200498697 | 100199305 Create
10 333224444 04/01/2014 | Admin Provider Fee 536 | 9200496697 100199305 Create
5 111223333 Pig, Porky 0210172014 | LivingWelCDHP Single(ER) 28493 | 9200498697 | 100165704 Create
g 111223333 04/01/2014 | LivingWellCDHP Single(ER) 670.62 ' 9200498697 | 100166704 Create
7 111223333 04/01/2014 | Admin Provider Fee 5.36 | D200496607 | 100166704 Cregte
21 111223333 01M6/2014 | Healthcare FSA NCW 104.16 | 9200496697 100166704 Create
22 111223333 031672014 | Healthcare FSA NCW 104.17 | 5200496657 | 100166704 Cregte
23 111223333 04/116/2014 | Healthcare FSA NCW 10417 | 9200496697 | 100166704 Create

9. Click Save As to save view.
Click in Description Field and name this view.

Save View az

If you wish to have this view in your Processed Items, you will have to set it up on each tab
in Processed Items.

To set up this type of view for admin fees, life insurance, FSA or HRA, you will have to
follow the steps again and choose the correct Text for each range.
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Sorting by Text/Plan Information

Sorting by text will put your bill in order by admin fees, life insurance, health insurance and
FSA or HRA.

The Sort tab allows you to select how your view is sorted. In the Unsorted Columns area,
click the gray box next to Text in order to highlight it and then click Add in order to move
the column to the Sorted Columns area. To complete the sort, click Apply.

Settings

View |[Standard View] |=| [Save|[Saveas_ || Delete|[Properties |
Column Selection Calculation Filter Display

= & Sorted Columns Sort Direction
ftem ID Text Ascending -
ltem category
Subcat —
Description | Cadd)

Insurance Object
Amount
Proposed Amount

Currency =

E B Change Sequence B E

[Cancel(CApply D

The Calculation tab allows you to total the Proposed Amount column and display the total
at the top or bottom of the list. Make sure that “Display intermediate results for sorted
columns” has a check mark in the box. 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. Click Apply.

Settings

View |[Standard View] ﬂ Save |[ Save as... || Delete || Properties... |
Column Selection Sort Filter Display

g Columns Calculation [JCount Table Entries
Proposed Amount | Total - [ Display Calculations at Start of Table

isp\anjr Intermediate Results for Sorted Column

[[1Collapse to Intermediate Results

[OK] [ Cancel {apo)
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Now click on the Display tab. Look down until you see the heading TABLE, below that you
will see a displayed rows box. The default value in that box is 25 rows. Change the 25 to
200 or more to be able to scroll down from the blue scroll bar on the side instead of the one
in the box. (Note: changing this may degrade system performance for you.)

Broker Report (800000039516)

Personalize
Broker Name: Broker Contre Status: Open
Proposed Amounts
| overiew | oulrrenuns: 937004 Uso
Proposed ltems Total: 9,370.04 USD
Worklist ltems Proposed Broker Report ltems
Processed ltems i [Confirm | - Create tem 4 | [ Add to Workist ] [ [=] Export to Notepad .
[ setwos Changlng the number of
View [Sagerdview] < — — Displayed Rows from 25
to 200 will allow you to
ey — E— he outside scroll
use the outside scro
Display As: [Table | b
ar.
Table Graphic
vipieyea ows: | (23 =
Displayed Columns: Dimension:
Table Design: [Standard - Width (in %): r
GrdLines et n %)
(oK ] cance | Appy || e
View: [Standard View] ] | Display As:[Table | Exporta ¥ [&]
57| tem D | Social Security Number | Description Product Text Proposed Amount | Cost Center | Reporting Broker | Note |
il 333224444 Duck, Donald 04/01/2014  Waive Coverage with HRA 175.00 5200486697 100217631 Create
2 333224444 Duck, Donald 04/01/2014 | Admin Provider Fee 536 | 9200486697 | 100217631 Create
3 123456789 Fudd. Elmer 04/01/2014 | Waive Coverage with HRA 175.00 | 5200496697 | 100224186 Create
4 123456789 Fudd.Elmer | 04/01/2014 | Admin Provider Fee 5.36 | 9200498697 100224186 Create
5 111223333 Mouse, Mickey | 02/01/2014 | LivingWelCDHP Single(ER) 28493 | 9200496697 100166704 Create
8 111223333 Mouse. Mickey | 04/01/2014 | LivingWellCDHP Single(ER) 67062 | 9200496697 100166704 Create
7 111223333 Mouse, Mickey | 04/01/2014 | Admin Provider Fee 536 | 9200496697 100166704 Create =l
|

To save this layout for future use click on the Save as button. The save as dialog box will

appear. Give the layout a short descriptive name. In this example, we used Sorted by text.
Click OK to save.

Save View as

_ p—
Description: * (Gorted by text)
Assignment: User
[ Initial View
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Sorting by Description
Sorting by Description will put your bill in alphabetical order.
The Sort tab allows you to select how your view is sorted. In the Unsorted Columns area,

click the gray box next to Description order to highlight it and then click Add in order to
move the column to the Sorted Columns area. To complete the sort, click Apply.

Proposed Broker Report ltems
[ Details | [ confirm | [ Change | [ Reject | [ Create tem 4 | [ Add to Workiist | [ [] Export to Notepad |

Settings
View |*[Standard View] || Save |[ Save as. || Delete |[ Properties.._ |
Column Selection /< Sort ﬂ Calculation Filter Dizplay
5| Unserted Columns ] 5 | Soerted Columns Sort Direction
ttem ID
ltem category
Subcat

: Description >

Insurance Object
Text

Amount

Proposed Amount |E|

E |E| Change Sequencelﬂ E

[ oK][ cancel ] CEppii[ Reset ]

The Calculation tab allows you to total the Proposed Amount column and display the total
at the top or bottom of the list. Make sure that “Display intermediate results for sorted
columns” has a check mark in the box. 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. Click Apply.

IPro d Broker Report Items
Details | [ confirm | [ change | [ Reject | [ Create tem 4 | [ Add to workiist | [ [=] Export to Notepad

Settings

View |*[StandardView] || Save |[ Save as... || Delete |[ Properties... |

Column Selection Sort /@ Filter Display

Columns. Calculation |:| |:| Count Table Entries
Proposed Amount  Total - ["] Display Calculations at Start of Table

1) Dizplay Intermediate Results for Sorted Culumns

[[] Collapse to Intermediate Results

[l ok][ cancel | Reset |
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Now click on the Display tab. Look down until you see the heading TABLE, below that you
will see a displayed rows box. The default value in that box is 25 rows. Change the 25 to
400 to be able to scroll down from the blue scroll bar on the side instead of the one in the
box. (Note: changing this may degrade system performance for you.)

Broker Report (800000039516) pecsonaze
Broker Name: Broker Confract: Status: Open 7
Proposed Amounts
Lowniew || oiremms: 537004 050
Proposed ltems Total: 9,370.04 USD
ke e Proposed Broker Report ltems
Processed ltems Confirm | [ Change Create Item 4 | [ Add to Workist | [ [=] Export to Notepad
Settings

View |*[Standard View] *|| Save || Save 8s... Properties...

Display As:
Table Graphic
Displayed Rows: Type: |Column Chart hd
Displyed Colms: Dimensin:
Table Design: |Standard - Width (in %)
Grid Lings: Height (in %):

View: " [Standard View] | | Display As:[Tabe v Export 7 [&]
T kemD | Social Secury Number | Descrition = | Product | Text Proposed Amount | Cost Center | Reporting Broker | Hote ||
3 123456789 Fudd, Elmer 04/01/2014 | Waive Coverage with HRA 175.00 | 9200496687 100224186 Create
|:| 4 123456788 04/01/2014 | Admin Provider Fee 538 | 9200496687 100224188 Creale
“  Duck, Donald 180.36

sS —

To save this layout for future use, click on the “Save as” button. The Save As dialog box
will appear. Give the layout a short descriptive name. In this example, we used Totals. Click
OK to save.

If you wish to set up a credit only view, see “Finding Credits on Broker Bills — Payment from
Agency” on page 40.
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To Filter With Multiple Selections

You may wish to see your health insurance, HRA and Admin Fees on all one view. Your bill
can be displayed with multiple selections.

On the Filter tab
e Drop down Filter Column selections
e Select Text
e Click Add

Proposed Broker Report Items
[Detais | [ confirm | [ Change | [ Reject | [ Create tem 4 | [ Add to Workist | Export to Notepad

Settings

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

Column Selection | Sort | Calculation @ Display |

lgnore Uppercase and Lowercase Distinction when Fitering

Fitter Column: @ Reset all
Product
PropComm.
Proposed Amount

Reporting Broker
Selection Value

Social Security Number
Subcat

Waorklist
c

1

[L ok ][ cancai |[ apphy ][ Reset |

In Text box

e Click Advanced Options arrow to open Multiple Selections

IPro osed Broker Report ltems
[ confirm | [ change | [ Reject | [ Create ttem 4 | [ Add to Workist | [ [=] Export to Notepad |
Settings

View |‘ [Standard View] v|| Save || Save as._. || Delete |[ Properties.._ |

Column Selection | Sort | Calculston " Fiter | Display |

lgnore Uppercase and Lowercase Distinction when Fittering

Fiter Column: | ~| [Add][Resetal

Text: © | O/o | @

59



In Multiple Selections
. CIick@to select option.

Multiple Selection

go B B @
"||':||0' |Frurr| |Tu =]
o

@

<

o
© =

[TTT]

Cancel

In Selection Options
e Click Single Value

Selection Options

Select | Exclude from Selection |

q
|2 Grealer than or Equal to

- Less than or Equal to
- Greater than

& Less than

[#5] Unequal to

- Interval

- Outside Range

il _Remove Operator

e Click in "From” field
o Click to select plan

e B B @

'ﬁ‘j|0pﬁun|Frum To =]

L=

[ ]

[ ]

[ ]

Lo E
Canoel
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e Click Admin Provider Fee to include admin fees in your view

Determine Values for Filter Criteria
Text
&dmin Provider Feg D

CW Optimum PPO MP-Single (ER)

Healthcare FSA NCW

LivingWellCOHP ParentPlusi(ER)
LivingWellCOHP Single(ER)

LivingWellPPC Single(ER)

StandardPPO Couple(ER)

StandardPPO Single(ER}

Waive Coverage with HRA

Waiver with HRA NCW =]

e Click in “From” field, under Admin Provider Fee.
e Click to select plan

[

go B E [
"||’]| Option | From | To D
=|  Admin Provider Fee

o | ®

<
<
<

LT
0]
a

Cancel

o Click first plan in the range

Determine Values for Filter Criteria

Text
Admin Provider Fee |:|
QW Optimum PPO NP-Single (ER)

Healthcare FS4 NCW

LivingWellCDHP ParentPlus(ER}
LivingWellCOHP Single(ER)

LivingWellPPO Single(ER)

StandardPPO Couple(ER)

StandardPPO Single(ER)

Waive Coverage with HRA

Waiver with HRA NCW =]

0K || Cancel
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e Click “equal” under “Option”, to select option.

In Selection Options

Multiple Selection

go BB @
'_|l‘:|| Option | From | To =
Admin Provider Fee

CW Optimum PPO MP-Single (ER)

%&D

[1]
oo

Cancel

Click Interval to select range.

Selection Options

Select | Excude from Selection |

. Single Value

. Greater than or Equal to
. Less than or Equal to
|=| Greater than

. Less than

pra al to

Interval

. Cutside Range

Ti_Remove Operator

Click in adjacent cell under “To” field.

Click

to select plan

Multiple Selection

-

E E @

'_|l_:|| Option | From | To =

l:l =|  Admin Provider Fee

| [ cw Optimum PPO NP-Single |

| o

| | o

K E &
Cancel
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¢ Scroll down to last health insurance plan

Determine Values for Filter Criteria

e Click on plan

Text

Admin Provider Fee

" | cw Optimum PO NP-Single (ER)
Healthcare FSA NCW

Living\WellCDHP ParentPlus(ER}
LivingWWelCDHP Single(ER)
LivingWWelPPO Single(ER)
StandardPP0 Couocle(ER)
StandardPPO Single(ER

Waive Coverage with HRA
Waiver with HRA NCW

=

=

Your view will now display admin fees and health insurance plans.

Multiple Selection

o B B 3

"||’:|| Option | From

[]
]
]
[]
L]

O e o Sl

| To D
Admin Provider Fee
| CW Optimum PPO NP-Single (ER) StandardPPO Single(ER)
Cancel

To add HRA

e Click in next blank field
e Click to display drop down menu

Multiple Selection

G B @
'—|l':|| Option | From | To =
|:| =| Admin Provider Fee
|:| []| CW Optimum PPO NP-Single (ER) StandardPPO Single(ER)
o — @
BE
Lle =
lm Cancel
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e Click item you wish to display

Determine Values for Filter Criteria

Text
[ ] Admin Provider Fee D
CW Optimum PPO MP-Single (ER)
Healthcare FSA NCW
LivingWellCDHP ParentPlus(ER)
LivingWWellCDHP Single(ER)
LivingWellPPO Single(ER)
StandardPPO Couple(ER)
StandardPPO Single(ER)
Waive Coverage with HRA
|| Waiver with HRA NCW =]

There are 2 options for Waivers; Waive Coverage with HRA and Waiver with HRA NCW (Non
Commonwealth). If your agency offers HRA as an option, choose the one that you offer.

e Click OK

Multiple Selection

go & B O
"|r:|| Option | From | To ]
|:| =|  Admin Provider Fee
|_| [ ]| CW Optimum PPC NP-Single (ER StandardPPO Single(ER)
Waive Coverage with HRA

HEN
¢<¢ M

Cancel
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e Click Apply

|Pro Broker Report ltems
Details | [ confirm | [ change | [ Reject | [ Create tem 4 | [ Add to Workiist | [ [=] Export to

Settings

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

Con Selecfon | Sort | Calculson [ Filter | Display |

lgnore Uppercase and Lowercase Distinction when Filtering

Fiter Column: | ~| [Add][Resetal]
Text: =|[Admin Provider Fee 1o | &l =

Your view will now display admin fees, health insurance and HRAs.

Remember to save the view. Click Save to save changes to an existing view or Save as
to save a new view.
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To set the filter to see only Life items
You may wish to set up a view that will display only life insurance items.

On the Filter tab
e Drop down Filter Column selections
e Select Text

e Click add
IPro osed Broker Report Items
[ Confirm | [ Change | [ Reject | | Create ltem .4 | [ Add to Worklist | [ [=] Export to Notepad |
Settings
View |[Standard View] ~|[ Zave |[ Save as... |[ Delete |[ Properties... |
Column Selection | Sort | Calculation Display |
Ignore Uppercase and Lowercase Distinction when Filtering
y_
Fiter Column: (©) Resetal
N [=]
(Produ

PropComm.
Proposed Amount
Reporting Broker
Social Security Mumber
Subcat
Text
Worklist
: =

[l oK][ cancel |[ Apply || Reset |

In Text box

e Click Advanced Options arrow to open Multiple Selections

IF‘ d Broker Report Items
| Confirm | [ Change | [ Reject | [ Create tem 4 | [ Add to Workist | [ [<] Export to Not

Settings

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

Column Selection = Sort | Calculation Fﬁr} Display

[¥] lgnore Uppercase and Lowercase Distinction when Fitering

Fiter Column: | ~] [Add][Resetai]
Text < | Il |

|L oK || cancel |[ Apply || Reset |
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In Multiple Selections
Click L2

. to select

option.

Multiple Selection

I'|I':|| Option | From

g B E T
=

|TD

Cancel

In Selections Options
Click Single Value

Selection Options J
|

Excilude from Selection

[S5| Greater than
&; Less than
8| Unequal to

1 interv

[l interval
Tl Qutside Range

il _Remove Operator

Click in “From” field

e Click to select plan

g B E O r

Fy | Optien | From | To

= @

BES

| o

L] o L

BES E E
['ox ][ cancel
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e Click “20" for Life Insurance

e Click OK
Product
o
nE
Kocd [ cancel
e Click Apply
IProposed Broker Report ltems
Details | [ Confirm | [ Change | [ Reject | [ Create ttem . | [ Add to Warkiist | [ [=] Export to Notepad |
Settings
View |*[Standard View]  ~|[Save |[Saveas. || Delste |[ Properties_ |
Coumn Selcton | Sort | Calcultion | Filter | Display |
Ignore Uppercase and Lowercase Distinction when Fitering
Fiter Column: | -]
Product =I[20 T 7o | g =
—

The list in now filtered to show Life only plans.

Remember to save the view. Click Save to save changes to an existing view or Save as
to save a new view.
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Reconciling Bills and Payments

Working/Processing Broker Bills

It is essential to work broker bills in date order. Working bills in any other order may cause
payments to be posted incorrectly.

How do | know when my bill is ready for me to work?

e 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:
http://personnel.ky.gov/persadmin/hradministrators/KHRISCalendars.htm

Remember that billing is driven by enrollment and past broker bill entries.

e When changes such as QEs, termination of employment, reinstatements or
corrections are made in Benefits Administration, i.e. enroliment 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 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.

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.

e KHRIS is no longer a new system, but it is not perfect either. Many problems and
defects have been identified. Some of the identified problems have been corrected.
Some are still under review. Others may be identified in the future. Your patience is
appreciated.

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.
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After you have compared the remittance or payroll deduction list to the broker bill export,
it's time to work the broker bill. Working or processing the broker bill involves adding new
entries or changing, rejecting and/or confirming Proposed Items to move them to
Processed Items.

Recommended Method: An employee-by-employee comparison of the broker bill and
remittance/deduction amounts works best for finding differences. It is recommended that
each employee on the broker bill be compared 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 does not guarantee that each employee’s premium will be paid correctly
when the payment is posted.

It is not recommended to match the total payment amount to the broker bill proposed
amount. Itis recommended to match the billed amount for health insurance, life insurance
and/or by comparing employee-by-employee.

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.

The Broker Report begins on the Overview screen.

(2 Mtps: (i sz .y, govi?) REPORT=B0000000C1 70 . Processing of Breker Reports - Windows Internet Explorer provided by Personmel

Broker Report (800000000170) Feaeane

- 1t D S Opem

Braker Repert Stalin

Frocesaes bern  Feroesinga of cemwiesen

The broker bill can be worked in any order you wish. You may work FSA first, then do 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.
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To begin working the bill, click on Proposed Items on left side of screen (under Overview).

Broker Report (800000000170)

Broker Mame: jroker Contract: & Statuz: Open

Proposed Amounts
Overview Total Premiumz: 11,525.20 USD

Proposed ltems Total: 11,525.20 USD

Viorklist tems

Proposed Broker Report ltems
Processed ltems | Detailz || Confirm || Change || Rejsct || Create tem a |

View |[Standard View] |~| Display As |Tack

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.

‘ Overview \ Heport iz =zaved

Changing, adding and rejecting entries to broker bills is covered in separate sections of the
User’'s Guide. See Table of Contents to find them.

71



Confirmed (102) With Change (4) Rejected (2) New (2}

Detailz || Export to Motepad

Centaing all proposed broker report items that vou have confirmed, changed, rejected or created.

‘I.Fiew|tc:tﬂls |'-'| Display As | Takbls |v|| Export 4
B temiD De=cription Product ory = Amount Text Propozsed An
4 - 673.18
k10 c 10,336.30
k20 C 202.46
k20 C 18.33
4 = = 11,230.27

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, 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.

What is Payment from Agency on my broker bill?
Payments from Agency 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 caused by taking credits that KHRIS thinks were not actual overpayments
and no refund was due.
e Arrears of this type will be positive amounts, such as 36.54, 96.20, not negative
amounts

Credits

KHRIS is programmed to handle credits differently than the legacy system did. KHRIS
automatically applies any credit amount to the next month’s premium. In KHRIS, this is
known as “clearing” the credit.
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When KHRIS uses an employee’s overpayment to clear their next bill, if there is a
balance left, that amount will be listed on the broker bill as a Payment from Agency, or
credit.

Credits are not assigned a Product code.

Credits on broker bills are not identified as health insurance, life insurance or
FSA. Credits are tied to individual employees, but not to a specific Product.
Insurance Object can be used to identify which Products have credits.

If you export your customized views 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 ltems
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

i

e On the far right of the screen, click on the Filter to open the filter line

Proposed Broker Report Items
[ Details | [ confirm | [ Change | [ Reject | [ Create tem . | [ Add to Workiist | [ [Z] Export to Notepad
View [Standerd Vew] ~| | Dipley As:[Tae ] Exports (&3

T | temID | Social Security Number | Description Product Text Proposed Amount | Cost Center | Reporting Broker | Note -~
|_| 1 333224444 Duck, Donald 08/01/2012  Waiver with HRA NCW 87.50 9200498657 100062504 Create
l:‘ 2 333224444 Duck, Donald 0%/01/2012 | Admin Provider Fee 2,68 | 9200455697 100052504 Create
|:| 3 333224444 Duck, Donald 10012012 | Waiver with HRA NCW 87.50 | 9200496697 100082504 Create
|_| 4 333224444 Duck, Donald 10001/2012 | Admin Provider Fee 2,62 | 9200496597 @ 100082504 Create

e In the Text column, type “p*” and hit Enter to pull up Payment From Agency entries

Proposed Broker Report Iltems
Details | [ Confirm | [ Change | [ Reject | [ Create tem 4 | [ Add to Workiist | | [5] Export to Notepad
View: [[Standard View]  ~| | Display As: Export 4 &
5y | tem D | Secial Security Number | Description Product Text Proposed Amount | Cost Center | Reporting Broker | Mote =
¥
1 333224444 Duck, Donald 090172012 Waiver with HRA& NCW 87.50 9200496697 100062504 Create
= =
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“Payment from Agency” entries are credits. Notice that there is no Product code.

Proposed Broker Report ltems

Detaiks | | Confirm | | Change | [ Reject | [ Create ftem 4 | [ Add to Workiist | | [=] Export to Notepad |

373
778
1154
1541

View: |* [Standard View] || Display As: Export 4 &
T | temID | Social Security Number | Description Product | Text Proposed Amount | Bill Period Reporting Broker | Cost Center | Mote
i by

123456789 Fudd, Elmer Payment from Agency 79.88-  04Mer2014 Create
111223333 Mouse, Mickey Payment from Agency 42.50- | DaMe2m4 Create

333224444 Duck, Donald
111224444 Mouse, Minnie

Payment from Agency 3.38  04ME2014 Create

JEoAT- 04ME2004 Create

Payment from Agency,

(Employee Names, SSN and Business Partner number have been removed for HIPAA compliance.)

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

Arrears

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 Capitol-Family coverage. His spouse gains employment and becomes
eligible for KEHP. They begin the cross-reference payment option on 5/1/13.

There is a problem which delays processing of the cross-reference application
and the change is not entered in KHRIS until 7/14/13, even though cross-
reference became effective 5/1/13.

For May, the employee pays the full Family rate, $584.

For June the employee pays the cross-reference rate, $160, and the agency
refunds him $424 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 $548 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 $424.

IC/BL should reject those arrears Payment from Agency entries until enrollment
is corrected and billing catches up with enroliment.

For more information see “Credits and Arrears” on page 125.
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Potential Problems & Solutions

1. Members who are correct in Benefits Administration (PA20) are not listed on the
broker bill and cannot be added.

This defect is currently being investigated to determine the cause and solution. Further
information will be provided when it becomes available.

In the meantime, if you have employees who cannot be added to your broker bill as a
SIBRODUMMY (see “Adding Employees to the Broker Bill” on page 77), write a note on the
coupon. In the note include employee’s name, SSN, payment amount and what is being
paid, health insurance, life insurance or FSA.

2. Retired or termed employees appear on broker bills after employment
termination.

Retired, transferred, or termed employees will only appear on broker bills after their
employment ends if KHRIS thinks they owe arrears or have overpaid. Always check PA20
first to ensure that term date has been entered correctly. Both employment and benefits
must be termed.

a) Incorrect term dates lead KHRIS to think the employee either owes arrears or has a
credit, which keeps them on the broker bill.

b) Terms entered on the MUNIS file may not feed to KHRIS.

e If a termed employee appears on the broker bill after they have been termed
in MUNIS, term them in KHRIS.

c) There may be a timing issue between end of employment and effective date of
retirement coverage. This could cause arrears to appear on broker bills.

d) There may be date issues involved in summer transfers. Hiring agencies should
coordinate with the employee’s previous agency to ensure that term and effective
dates agree and premiums are correctly deducted from employee’s pay.

e) Incorrect payment amount may have been entered on a previous broker bill. Check
previous bills to ensure payments were reported accurately.

f) Processing plans or plan changes “out of order” in Benefits Administration may also
cause employees to return to or be dropped from broker bills. Pay attention to
change dates on PA20 to see if plans have been changed out of sequence.

3. Employees that have been retired and have come off the bill may suddenly
appear on the bill again for no reason.

If employees who no longer work for your agency are listed on the bill after their
employment ended, their coverage may not been termed correctly in KHRIS. Check PA20
to verify term date. Incorrect term dates lead KHRIS to think the employee either owes
arrears or has a credit, which keeps them on the broker bill.

Employees may also appear on broker bills if there is timing issue between their last day of
work and when retirement system picks them up.
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a) If there is a gap of a month between when your agency last pays for an
employee’s insurance and the time that the retirement system picks them up,
depending on the term date that has been entered for coverage at your agency,
KHRIS could think the employee owes arrears.

Example:
Employee’s last day is 6/30/13 and school board does not enter term date for employee.

The employee pays for insurance through June.
Retirement system picks up coverage for the individual effective 8/1/13.

Processing retirement application causes employee’s coverage at school board to be
termed effective 7/31/13, which causes KHRIS to think the employee owes arrears for July.

b) An employee’s last day of work at your school board was 6/30/13 and the
employee paid through the summer until 8/31/13. But the retirement system picked
them up effective 8/1/13. That employee will have a credit for the month of August at
your agency.

Processing plans or plan changes “out of order” in Benefits Administration may also cause
employees to return to or be dropped from broker bills. Pay attention to change dates on
PA20 to see if plans have been changed out of sequence.

4. Premium amounts are billed incorrectly or a full time regular employee may
suddenly change to %2 month premium or be deleted from the bill completely.

When an employee is left off the broker bill or their payment amount is incorrect, this may
have been caused by:
a) The individual's payment may have been incorrect on a previous broker bill leading
KHRIS to think the individual has overpaid or owes arrears.

e Remember, if KHRIS thinks an employee has overpaid, the system will use
the credit to pay ahead and the employee will not be listed on the broker bill
or will show a partial payment due.

b) An entry for the individual might have been added to a previous broker bill using an
incorrect Insurance Object. Be sure to choose the correct Insurance Object for the
product being added to the broker bill.

If you find an error on your agency’s broker bill, contact FMB/PBB/PBB for health insurance
and FSA or KGLI life insurance issues immediately. You are all an incredibly valuable
source of information for FMB/PBB/PBB and KGLI. The earlier FMB/PBB/PBB or KGLI is
notified of a problem, the quicker the problem can possibly be corrected.

Remember that ultimately, billing is driven by enrollment. When changes such as

QEs, termination of employment, reinstatements or corrections are made in Benefits
Administration, changes may occur on broker bills.
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Adding Employees to the Broker Bill

Open the Broker Report for your agency. Steps to do this can be found in Accessing Biller
Direct and Web Broker Bill. Select Proposed Items.

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

Proposed Amounts
Overview Total Premiums: 131,139.31 USD
Proposed ltems Total 181,199.31 USD

Worklist ltems

Proposed Broker Report ltems
Processed tems Confirm | | Change | | Rejec Create tem 4 LDRdd to Worklist . Export to Notepad

View: |* [Standard View] v || L= able ¥ | Exporta Product &

5| temID | Social Security Number | Description Product | Text Proposed Amount | Bill Period | Reporting Broker | Cost Center | Note [

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.

Do not enter Ins Object. Leave field blank.
Do not click the “Business partner/contract not available” radio button.
Click Search and follow the wizard through the process

Create Hew Broker Report kem E
I» 1 —d

Select Business Partner

Select the business pattner and the insurance cortract for which you want to creste the tem. f these do not yet exist in the system, you can also create the brokerd
report tem vwithout the business partner.

(e Search for huziness partner and contract ID

Mame 1Mast name:; ‘ Type in Last Name
Mame 2First name: | Type in 1% Name
Ins.Ohiect; \ Leave Blank

(" Business partnericontract not available, proceed without business partner

Note: Employee’s names may be spelled differently in MUNIS or other 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.

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.
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e |If 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 (I0) 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.
I 1 —

Select Business Partner

Select the busziness partner and the insurance cortract for which you warnt to creste the tem. If these do not yet exist in the system, you can alzo create the broker
report tem without the business partner.

(® Search for business partner and contract ID

Mame 1iast name: -
MName 2First name:

Ires Object; [ |

Select business partner using the buttons in the first table column

Description Insurance Okject Description
O Daffy Duck 10000000123456 D011 46386 / Heslth Plan Employes

" Buziness partner/contract not available, proceed witholt business partner

It is very important to select the correct insurance object for employee 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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For Boards of Education & Health Departments this screen will have blanks beside Item

Category and Cost Center - Leave ALL fields blank — Click on Enter Amount.

Create New Broker Report ltem

»— 1 2 3 4 5 »
Select Business Pariner Check / Create Open ltems Enter Amount Enter Change Reason Review and Save

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

ttem Category: Leave Blank Eq|
Bill Period:
Cost Center: | Leave Blank | Leave Blank Egl
Display in currency: [USD &l
Check for Open lkems

|4 Previous@ Enter Amount #D

For Quasi Agencies this screen will have blanks beside Bill Period and Cost Center

- Leave ALL fields blank — Click on Enter Amount.

Create Hew Broker Report ltem

> 1 [z] 3 4 5

Select Business Partner Check [ Create Open ltems Enter Amount Enter Change Reason Review and Save

*fou can search for open items for the business partner according to the selection criteria

Bill Period: Il_eave Blank .
Cost Center:| Leave Blank ~ [@
Display in currency: [USD [l
Check for Open tems

[ 4 Previous € Enter Amount b

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 Hem

Select Business Partner Check / Create Open ftems Enter Amount Enter Change Reason Feview and Save Completed

Erter the amount that vou have collectedidisbursed and alzo enter your retained commission.

Ammaurit: 8152 usD
Amount Proposal: 0.00 Ush

——
4 Previougn’[er Change Reason 2

y— 1 2 [3] a 5 Py E—

[=] E3




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 kemn E y

T 2 3 E 5 P
Select Busingss Partner Check ! Create Open ftems Erter Amourt Enter Change Reason Reviesy and Save Completed

Select the reazon for creating the broker report tem. “You can also enter a note for yourself or for the insurance processing clerk.

P —
Change Rea&on:(@her perm'rtteQ hd
Maote: Notes can be helpful, but are not required.

e —
|4 Previous ((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 itemn E x
I 1 2 3 4 5 [ E—

Select Business Partner Check ¥ Create Open ftems Erter Amount Erter Change Reazon Review and Save Completed
Check your entries inthe overvieve, and chooze 'Save',

linzurance Chiject Category:
Social Security Mumber:

Witem cat . Premium Mate:

Change Reason:  Other permitted Notes can be helpful, but are not required.

fBusiness Partnet:

Customer Contract ID: 2000000000000123456

Iltem Category:
Bill Period:
Cost Center:

CLIPFEnCyY: usD

IReported Amourt: @

Total Propozed &mount:  0.00

[ Freviows | o)

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

At this point, you may click [ Seste anctner tem trom Premun cateasr] to add further entries. Or you

may close Create New Broker Report item by clicking the Ein top right corner.

Create New Broker Report ltem E X

1Y 1 2 3 4 5 6 4

Select Business Partner Check f Create Open tems Enter Amount Enter Change Reazon Revieww and Save Completed

A item has been created and will appear on the new item tab pa

Vwhat do you want to do next?

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

Confirmed (0) | With Change (0) | Rejected (0) I All (1)

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

Containzg broker report itemz that wou have created. ou can delete new itemsz.

Viewh-l&u'; |"r | Display As Tabls |'r || Export 4
B. ftemlID De=cription Product tem Category Text
108 Duck, Daffy 61.52

Potential Problems & Solutions
1. New employee is not found when creating an item and searching by name.

Billing is driven by enrollment information. Always check PA20 to see if the employee has
been set up in Benefits.

New employees who have not been entered in Benefits may be added to the broker bill by
clicking the Business Partner/contract not available, proceed without business partner radio
button.

Create New Broker Report ltem E m

2 3 4 5 6 -

Select Business Partner Check / Create Open tems Erter Lmourt Ernter Change Reazan Feview and Save Completed

Select the business partner and the insurance contract for which you want to create the tem. If these do not yet exist in the system, you can alzo create the broker
report tem without the business parner.

(@ Search for business partner and contract ID

Mame 1fastrame DUCK |
Mafme: 2/First name:  DONALD |
In= Ohject:

wness partnerContract inform@

(" Business partner/contract not available, proceed without business partner
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e Search by name and if employee is not found,
Click the Business Partner/contract not available, proceed without business partner
e Click Next

Create New Broker Report kem E m

» E 2 3 1 5 6 4

Select Business Partner Check ! Create Open kems Erter Amount Enter Change Reazon Review and Save Completed

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

(" Search for business partner and cortract ID

Mame 14ast name: | 20CK
Mame 2/First name: [DONALD
Inz Chject:

Search

@anneﬂcomrad nat available, procesd without busin@
Enter Insurance Object Category (Product code)

e Enter SSN
Click Enter Amount

Create New Broker Report item E m

w— 1 E 3 4 5 [ S—"

Select Business Partner Check / Create Open Rems Enter &mount Enter Change Reason Review: and Save Completed

Business partner not available, proceed with next step

Hesalth Plan (EE+ER)
(Mumeric Format COnly '9939993999" )

Insurance Chiect Category:

Social Security Number: *

4 Previous ﬁrﬂer Amourt B

e Enter Amount of payment

Create New Broker Report ltem E m

h—_1 2 [3] 4 5 6 o

Select Business Partner Check i Create Open ftems Enter Amount Erter Change Reason Revievy and Save Completed

Erter the amount that you have collected/dishursed and alzo enter your retained commission.

amourt [E— T

Amourt Propozal: 0.00 | UsD

e
» riter Change Reason kY
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¢ Dropdown Change Reason and select a reason
e Enter a note if you desire
e Click Review and Save

Create New Broker Report kem E m

»— 2 3 E 5 [ —"

Select Business Partner Check f Creste Open fems Ernter Amount Enter Change Reason Review and Save Completed

Select the reazon for creating the broker repott tem. You can alzo enter a note for yourzelf ar for the insurance processing clerk.

Change Reasan: Qev Participagy) | |

Mote: nevy hire, ins eff 24

4 Previous QUReview and Save

e Verify SSN and Amount
e Click Save

Create New Broker Report item =1 E3

»— 1 2 3 4 5 6 —f
Select Business Partner Check ! Creste Open tems Erter Atmourt Erter Change Reason Review and Save Completed

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

Insurance Chiject Category: Health Plan (EE+ER)
Social Security Number: Q231212342

tem cat : Premium Rite:
Change Reazon:  Mew Participant newy hire, ins eff 20

Buziness Partner:
Cuztomer Contract [D:

ttem Category:
Bill Petiod:
Cost Center:

Currency: ushr

Reported Amount:

Total Proposed Amount:  0.00

4 Previous € Save D

This process creates a SIBRODUMMY and the item will go into clarification when the bill is released.
SIBRODUMMY clarification cases cannot be resolved until the employee has been entered in Benefits.

FMB/PBB or GLI staff must resolve the clarification case before the amount will show in biller direct, but
the clarifications cannot be resolved until the employee has been entered in Benefits.
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2. An employee who recently transferred to your district cannot be added to the bill.

This error message means that a transfer has not been entered in Benefits for the new
agency:

ﬂ social Security Mumber already exists in system for ancther uset.

If the employee has not been termed from their previous district, you will not see them in
PA20 and you won’t have access to add them to your bill.

If you try to find a transferred employee on PA20 and get an error message you are not
authorized access to the employee, the previous agency has not termed them. You will not
be able to access them until previous agency has termed them and EIB has entered the
transfer.

Do not add them to the bill. If premiums have been deducted and will be sent to DEI or
KGLI, make a note on the billing coupon. List the employee’s name, SS#, payment
amount, whether they are paying health, life or FSA and that they could not be added to the
bill.

If you have any other problems adding employees to your bill, please contact FMB/PBB for
health insurance or FSA questions or KGLI for life insurance questions.
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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 it in Processed Items.
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.

Search Hint: Click here and type
employee’s last name followed
by asterisk (*). Hit enter.

In Proposed Items on broker bill

Proposed Broker Report ltems 7
| Detailz || Canfirm || Change || Reject || Create ltem a || Add to 'a'-.-'crklisty(Up::IatE Proposed Amount | . Exporti

‘l.l’iew|Hsﬂrth |v| Display As |_ﬂb|E /I|v || Export 4
B ftemiD Social Security Number Dezcripticn Propozed Amount Product
“E Bunny* 10
o 156.93
33 333224444 Bunny, Bugs 156.98 | 10

e Quick way to pull up a specific employee

1. Click Filter on far right hand side of screen. This opens up a blank line under the
grey bar with all the column headings. If you see Delete Filter on far right of
screen, your filter is already on.

2. To pull up a specific individual, click in the blank cell under Description. Type the
employee’s last name and an asterisk (*) and hit enter. This will pull up all
employees with that last name. You may have to scroll down the list to find the
correct employee.
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To change a Proposed Amount:

Highlight the employee by clicking on the grey square to the left of their line.

Click Change
Proposed Broker Report ltems
| Details | | Confirm || Reject | | Create tem .« | | Add to Workiist | | Update Prog
View |Health |~ | Display As |Tatle |+ || Export 4
B temiD Dezcription = P Product tem Category T4
“E Bunny* 10
. 156.98
o= Bunny, Bugs 156.98 10 C

Follow the wizard through change process.

Click in the Amount box to change Amount.

Change Broker Report kem E m
1 | 2 3
I» | 2 -
Enter Amount Erter Change Reason Revies and Save

Enter the amourt that you have collectedidizhurzed and alzo enter your retained commizsion.

T —

Atmourt: |

(156.99| USD

Amourt Proposal;

136.958 UsD

| Erter Change Reason k|
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Enter the new amount that will be paid and click “Enter Change Reason” button.

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

Change Broker Report kem E m
1 | 2 3
I» | 2 -
Enter Amount Enter Change Reason Reviewy and Save

Enter the amourt that you have collectedidizbursed and alzo enter yvour retained commizzion.

P
Amourt; | G179 uso
Amount Proposal: 1568958 UsD

{Erter Chande Reason kU

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

Click Review and Confirm.

Change Broker Report [tem

» 1 [7] 3 -

Enter Amount Enter Change Reason Review and Confirm

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

A
Change Reason: @tandard Billingz -

Note:

|4 Previous [Review and Confirm (kD

If you enter a note, keep it as brief as possible. Limit your note to no more than 64

characters.
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Review for accuracy, if entry is correct, click Confirm.

Change Broker Report [tem

I» 1 2 [3] 4

Enter Amount Enter Change Reason Review and Confirm
Check your entries in the overview, and choose "Confirn.

Inzurance Object Category: Health Plan Employer/Fee
Social Security Mumber: 333224444

tem cat.. Premium Note:
Change Reason: Standard Biling

Business Partner

Customer Contract ID: 1000000000000

Bill Period: 09/01/2012
Cost Center: 9200456657

Currency: USD
Reported Amount:
Total Proposed Amount: 156.98

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

Confirmed (102) With Change (4]  Rejected (2) | MNew (2) | Al(110)

| Detailz || Reset tem || Export to Notepad |

Containz proposed broker report tems for which vou changed the reported amount.

‘u’iew|lihﬂng5d ftems |v| Display As |_E||3|E |v || Export 4
B temiD De=cription Amount Product Text
|— & Leghorn, Foghorn 375 30 Healthcare FSA NCW
J 53 Bunny, Bugs 51.74 | 10 CW Capitol MP-Parent Plus (EE)
J P Pew, Pepe Le 8.70 | 20 Dependent Plan E NCWW

Proposed Amount

-
on

I
w o En
(== L=}

(5]
[27]
(=)
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Potential Problems & Solutions

1. Arecently terminated employee needs to be changed on the bill and error message

n Broker report item cannot be changed: Broker 800000041 do not match the selected tems
sSays.

Contact:
e DEI health insurance or FSA billing contact to add/change health insurance or FSA

items, 502-564-9097
e KGLI contact to add/change life insurance items, 502-564-4774

KHRIS is a date driven system. KHRIS does not expect records to ever be changed after
employment and benefits terminate. There is an “open items” date in the system that DEI
or KGLI can change that will allow bill entries to be added or changed for mid-month
transfers and terminations.

2. Anincorrect change was made to the broker bill
Incorrect:

Confirmed (0} With Change (2) | Rejected (0) | MNew (2) | Al(4)

| Detailz || Reset ltem || Expnrttn Motepad |

Containz propozsed broker report tems for which yvou changed the reported amount.

‘l.l’iew|lihﬂng5d |v| Display As |_E||:|E |v || Export 4
B. temlD De=cription Amount Product ooy Text Prepozed Amount
53 Bunny, Bugs E1.74 | 10 CWy Capitel NP-Parent Plus (EE) 156.98
96 Sam, Yosemite 56.98) 10 CW¥y Optimum PPQ NP -Couple (EE)} 511.78

e Reset the item
o0 Go to the Changed tab in Processed Items
o Highlight incorrect item
0 Click Reset Item
0 Go to Proposed Items and make correction

Corrected:

Confirmed (0} @nn Change (2}, Rejected (0) | New (2) | Al(4)

Detailz Kﬁ&s&t HEEH Expaort to Notepad |

Containz proposed broker report itemz for which you changed the reported amount.

View |Changed |+| Display As|Tatle [+ || Export 4 |
B temID Description Amaount I Product Text Propozed Amount
53 Bunny, Bugs 51.74 10 CW Capitel HP-Parent Plus (EE} 15653
96 152.40 | 10 CW Optimum PPO NP -Couple (EE) S11.78
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3. This error message means that no line item has been selected.

b FPleaze =elect exactly one item.

Highlight an item that needs to be changed or rejected before you click Change or Reject.
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Rejecting Items from Broker Bill

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.

Employees who do not pay should be removed from the bill. REJECT them. 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 || Confirm || Change || Create ttem 4 | | Add to Worklist | [ Update Proposed Amount | [ [=] Export to Notepad
‘u’iew|H53rth |'| Displayhs|“at:l5 |v|| Export 4
B temID De=cription = Proposed Amount Product ¥ Text B
WP 10
. 10,603.94
a7 Runner, Road 1178 10 CW Optimum PPO NP -Couple (EE} 04

Select appropriate Change Reason for rejection and Confirm. (Note: Button may now say
“Confirm” instead of “Save.”)

Reject Broker Report ltem

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

e
Change Reason: Qran sf&D - |
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 or FSA termination.

Notes are limited to no more than 50
characters.
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Rejected Items can be viewed in Processed Items on Rejected tab.

Confirmed (0} With Change (2} &ejected (1) Mew (2} All (5)
Export to Motepad |

Containg propo=ed broker report items that vou have rejected.

Uiew|REjEctEd |v| Display As |Tabls |v|| Export a |
B temD De=cription Product lext Proposed Amount Bill Per|
ar Runner, Road 10 CW Optimum PPO MNP -Couple (EE) 511.78 020011

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

Potential Problems & Solutions

1. A recently terminated employee needs to be rejected from the bill and error message
says

@ Broker report tem cannot be changed: Broker 300000041 do not match the selected tems

Contact:
e FSA/PBB contact to add/change health ins or FSA items, 502-564-9097

e KGLI contact to add/change life ins items, 502-564-4774
KHRIS is a date driven system. KHRIS does not expect records to ever be changed after
employment and benefits terminate. FMB/PBB/PBB or KGLI can change the employee’s
“open for changes” date and this will allow changes to be made on broker bills for mid

month terms and transfers.

2. The same employee(s) have to be rejected from the broker bill every month.

Remember that employees appear on broker bills because
a) their benefits are active and/or
b) KHRIS thinks they owe arrears or have overpaid.
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When termed or retired employees appear on the broker bill, ICs should always check
PA20 to ensure that the terms have been entered correctly. Terming is a two part process.
Both employment and benefits must be termed in KHRIS.

If a term is entered in PA40 after the bill has been generated, terming the employee in
PA40 will not remove the employee from the broker bill. These entries must be rejected by
the IC.

If there is a problem with the MUNIS term file, school board ICs should contact Kentucky
Department of Education (KDE).

If a termed employee appears on a BOE’s broker bill the month after they have been
termed in MUNIS, the IC should term them in KHRIS.
e There may be timing issues for the MUNIS term file load to KHRIS. If you term an
employee in MUNIS during the last week of month, that term may be entered in
KHRIS after the next month’s broker bill has been generated.

Always check employees on PA20 to verify that the term has been entered in
KHRIS. Check payroll deductions to ensure that correct amounts were

deducted from the employee’s pay and check broker bills to ensure that the
correct payment amount was listed on the broker bill before calling DEI or
KGLI.
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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.
=i

Click Table Selection Menu button

Click Select All.

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

View:|[Standard View]  w|| DisplayAs:|Tatle | Exporta F &

Im 3204444 Bunny, Bugs 10 LivingWeIPPO Secondary(EE) 15288 DS/D1/2014 100001150 9200100071 Create
Deselect All 5456749 Fudd, Elmer 10 LivingWellPPO Single(EE) 79.98 | 05012014 | 100000917 9200100071 | Create

ftem ID | Social Security Number | Description Product | Text Proposed Amount | BillPeriod | Reporting Broker | Cost Center | Note E
=

All entries have been selected.

Click Confirm.
Proposed Broker Report Items
| Change || Reject || Create tem 4 || Add to Worklist | | =] Export to Notepad |

View:| Dis.playAs: Export 4 V &
i'l"': ftemID | Social Security Number | Description Product | Text Proposed Amount | Bill Period | Reporting Broker | Cost Center | Note @
’_ 1 333224444 3unny, Bugs 10 LivingWelPPO Secondary(EE) 15298 050172014 100001150 9200100071 Create
’_ 2 123456789 Fudd, Elmer 10 LivingWelPPO Single(EE) 79.88 050172014 100000917 9200100071 Create
’_ 3 111223333 Pig, Porky 10 LivingWelCDHP Secondary(EE) 7783 0501/2014 100000267 9200100071 Create
’_ 4 222331234 Martian, Marvin 20 Dependent Plan B NCW 820 05M01/2014 100000267 9200100071 Create
’_ 5 010110101 Coyote, Wile E. 10 Living\WelCOHP Single(EE) 47.88 050172014 100000875 9200100071 Create
’_ i 192837465 Gonzales, Spee 10 Living\WellPPO Secondary(EE) 15288 0500172014 100000164 5200100071 Create
’_ 7 012020345 Devil, Tasmania 10 LivingWellPPO Prime{EE) 15288 050172014 100001524 9200100071  Create
’_ 8 999988777 Cat, Sylvester 10 LivingWellPPO ParentPlus(EE) 22798 05012014 100000127 9200100071 Create
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All items in Proposed Items have now been moved to the Confirmed tab in Processed
Items, this view is now empty.

IProposed Broker Report Items
[ Details || Confirm || Change || Reject || Create ftem || Add to Worklist || Export to Notepad |

View: [[Standard View] ~]| | Display As: [Table ~| Export 4 ye ||
M5y | temID | Social Security Number | Description | Product | Text | Proposed Amount | Bil Perind | Reporting Broker | Cost Center | Note

¥

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

@ﬁmﬂl@] With Change (4) | Rejected (0) | MNew (2) | AN(23) |
Details Reset tem Export to Notepad
Containg proposed broker report tems that you have confirmed.
| View:[Standara View] ~] | Display As[Tabe ~] Export ? &
5| tem D Social Security Number Description Product Text Proposed Amount | Bill Period Reporting Broker ;
N 1 333224444 Bunny, Bugs . 10 LivingWellPPO Secondary (EE) 15.00 05/01/2014 100002158
: 3 111223333 Pig, Porky 10 LivingWellCDHP Secondary (EE) 20833 | 05012014 | 100011657
| |4 222331234 Martian, Marvin - 20 Dependent Plan B NCW 104.17 | 05/01/2014 100023337
|5 010110101 Coyote, Wile E 110 - LivingWellCDHP Single (EE) 833 05012014 | 100029533
| 1 + 111224444 Mouse, Minnie 10 LivingWellPPO Secondary (EE) 37.50 | 05/01/2014 100032020
| 7 1 333442222 Duck, Daisy 10 LivingWellPPO Prime (EE) 15.00 | 05/01/2014 100033571
i 8 + 999887777 Bunny, Bugs 10 LivingWellPPO Parent Plus (EE) 58.33 | 05/01/2014 100034409 -
: g < 010101010 Bird, Tweety 10 LivingWellCDHP Single (EE) 6.25  05/01/2014 100038591
: 10 « 555111515 Cat, Sylvester the 10 LivingWellPPO Prime (EE) 68.75 | 05/01/2014 | 100040438
S—

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 Mame: | Broker Contract:

Report iz 2aved

Owverview
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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 Worklist:
Go to Proposed Items. Highlight item
Click the Add to Worklist button.

Proposed Broker Report ltems
IMH Confirm || Change || Reject || Create ltem 4 |@| Update Proposed Amount || Export to Motepad |
‘I.’iew|Hsﬂrth |"| DisplayAs|_al:Is |"|| Export 4 |
. ttem D De=cription =  Proposed Amount | Product Text Bill Period
i 10
10,092.16
99 Pig, Porky 61.52 10 CW Optirmum PPO NP -Singls (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.

Vorklist for Broker Report ltems
Detailz m :'@‘m | Create ltem 4 || Remove from VWorklist || Update Propoged Amount || Export to Notepad |

[

View | [Standard View] |=| Display As |Tacle [« |[ Export |
. tem D Social Security Mumber De=cription Product Text Proposed Amount
59 123121234 Pig, Porky 10 CW Optimum PPO NP -Single (EE) 61.52

Worklist Items can be accessed by clicking on Worklist Items.

Broker Report (800000000190)

Broker Name: P roker Contract: 8 tatuz: Open

Proposed Amounts
Overview Total Premiums: 3.75 USD
Proposed ltems Tetal: 3.75 USD
e Worklist for Broker Report ltems
Processed ltems | Detailz || Confirm || Change || Reject || Create ftem 4 || Remove from Worklist || Update Proposed Amount | Export to Notepad

View |[Standard View] |«| Display As |Table [+ |[ Export 4]
B temID Social Security Number Description It Product Text Proposed Amount
1 321214321 Runner, Road 30 Healthcars FSA NCW 375
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To remove and item from the Worklist, click Remove from Worklist button.

Broker Report (800000000190)

Broker Name: Iroker Contract: { Status: Open

Proposed Amounts
Total Premiume: 3.75 USD
Proposed ltems Total: 3.75 USD

Overview

Worklist tems

| Details || Confirm || Change || Reject || Create rteUpdate Proposed Amount || Export to Notepad
-

Worklist for Broker Report ltems

View |[Standard View] ﬂ Display As |Tatle Export 4
B temID Social Security Number Description | Product
I 321214321 Runner, Road 20

Text
Healthcare FSA NCW

Proposed Amount

375

The item will be returned to Proposed Items.
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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.

Iltems 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 Items.
Highlight the “incorrect”.

Click Reset Item

Confirmed (0) @I Rejected (0) | MNew (2) | Al(4)

Export to Notepad |

Containg proposed broker report tems for which yvou changed the reported amount.

View |Changsd |=| Display As|Tatle [= || Export 4 |
. temID Dezcription Amount Product Text Proposed Amount
J 53 Sam, Yosemite B1.74 | 10 CVV Capitol MP-Parent Plus (EE) 156.98
l_ 95 Runner, Road 13698 10 CWW Optimum PPQ MNP -Couple (EE) 511.78
Go back to Proposed Items and make the necessary correction.
Corrected:
Confirmed (86) With Change £2) ( Rejected (1) | New(2)  AlN(S1)
| Detailz || Reset tem || [=] Export to Notepad |
Contains proposed broker report tems for which you changed the reported amount.
View |Changed |+| Display As E Product :
B temiD Description Amount item Category Text Proposed Amount
| a3 Sam, Yosemite =1.74 | 10 LW Captol NP-Parent Flus (EE) 196.596
| %3 Runner, Road 182,40 )10 CW Optimum PPO NP -Couple (EE) S11.78
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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.

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.

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 and this pays the bill. 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; 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.

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.
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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 thoroughly to verify that payment
amounts match before you release your bill.

Potential Problems & Solutions
1. Payment and bill amounts do not match

e Recheck items on the With Changes, Rejected and New tabs to ensure accuracy.

Check payroll deduction list against changed, rejected and new items to determine
differences.

0 Reset any item that has been changed or rejected in error and correct it

o Delete any item that has been added in error or incorrectly. Re-add if
necessary.

e Compare payroll deduction list to items on Confirmed tab to determine any
overlooked differences and make necessary corrections.

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

Click Save.

Click Release.

Broker Report (800000000170)

Personali

Broker Mame: | Broker Contract: Status: Open
GaveX(Reressd)
A A

Broker Report Status

Status: Open Search Term: 20110825RR002
Proposed ltems Created on: 08/25/2011 05:22:34 Changed on: 08/30/2011 15:50:28

. Changed by: P

Worklist ltems

Processed ltems The proposale offzet the report amounts against the propesed amounts.

ltem category Ameunt Proposed Amount  Currency
Premium 11,220.27 11,525.20 | USD

Total 1123027 11,525.20 | USD

The processing status offzets the already processed broker report tems against the total number of broker

report tems.

This table tells you how many broker report items you have to process in this setilement period.
ltem category ltems Processed items  Percentage of completion
Premium 110 110 | [100%

Total 110 110 | 1 100%

Broker bill cannot be released. Error message:
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n Relza=e failed: There are unprocesssd broker report items

This means there are Proposed Items that have not been worked.

Check the Overview

On this example: There is one item that has not been processed.

The proposale offset the report amounts against the proposed amounts.

tem category Armount Proposed Amount  Currency
Prermium 11,163.65 11,525.20 | UsD
Total 11,183 .85 11,525.20 | USD

The processing =tatus offzetz the already processed broker report tems againzst the
total number of broker report items.
Thiz table tellz vou how many broksr report tems you have to process in thiz 2ettlement

period.
Procez=ed item=\, Percentages of completion

) 29% I
[ s3% |

tem category

Prermium

Total

Check all views in Proposed Items to ensure all items have been processed,

including Standard View.
e Check Worklist Items to ensure all items have been processed.

In this example, there was one item left on the Worklist.

l« Eﬁurklist for Broker Report ltem

Detailz || Confirm || Change | | Reject | Create tem 4 || Remove from Worklist || lUpdate Proposed Amount |[

View | [Standard View] |+| Display As|Tatls [+ || Export 4 |
E. temID Social Security Mumber De=cription Product Text
g9 321214321 Runner. Road 10 CW Optirnum PPO

Go to Worklist and change, reject or confirm the item as necessary.

Save and Release the broker hill.

To close the bill, click the X in the upper right hand corner. This returns you to the Broker
Report Overview page.

Before proceeding to Biller Direct to make the payment, check Broker Report Status
in Broker Report Overview to determine if any items from the broker bill went into

clarification.
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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 All Broker Reports

Process Broker Report
Broker Report  Search Term Broker Report Status  Invoicing period from  Invoicing Period to Broker Contract Created on Changed on
000000359267 20140410CLTO2 Clarificatiog 04/16/2014 0473062014 S000000000000000067 04M10/2014 05152014
00000035740 | 20140507VLPO1 Posted 05/012014 051502014 c000000000000000067 | 0S/07/201M4 | 0511542014
200000040185 | 20140507VLP02 | Open 05/18/2014 08/02/2014 &000000000000000067 | 0S/07/2014 | 0S/07/2014
S00000033810 | 20140410CLTH Posted 04/01/2014 04/15/2014 &000000000000000067 | 04M10/2014 | 041152014
200000038261  20140308CLT02 | Posted 03182014 03/31/2014 8000000000000000067 | 03/06/2014 | 04/14/2014
200000037820  20140306CLTO1 Posted 03/01/2014 03172014 2000000000000000067 | 03/06/2014 | 03/20/2014

What does “In Clarification” mean?
¢ New items must have an accounting template so that the system knows how to
create an invoice in Biller Direct.
e 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. FMB/PBB or KGLI staff will have to resolve, or
clarify, these items. Email your agency’s FMB/PBB or KGLI contact or call FMB/PBB at
(502)-564-9097 or KGLI at (502) 564-4774 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.

Call or email FMB/PBB or KGLI to have your clarification cases worked.

FMB/PBB or KGLI working clarification cases while the broker bill entries are still
being posted to individual employees can cause the bills to lock up. This leads
to bill status staying “in clarification” after all the clarification cases have been
resolved and can lead to delays in Biller Direct payments.

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)

Broker Nan ED Broker Contre 7 Status: {Un Clarificati

Broker Report Status

Status: In Clarification Search Term: 20140410CLT02
Proposed ltems Created on: 04/10/2014 09:01:58 Changed on: 05/15/2014 11:54:55
Changed by: HHJ0014

Worklist ltems

Processed ltems The proposals offset the report amounts against the proposed amounts.

ltem category Proposed Amount | Currency
§1,284.57 | USD

61,284.57  USD

Premium

Total

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

temn category | tems | Procezsed tems | Percentage of completion

Premium 529 525 | _100%
Total 529 525 | _100%

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.

> p—

Credits 1. Select all bills that you would like to pay: Find Bills
Paid Bills Bill Description Due = Billed Amount Open Payment Amount  Action
[D] [ Health Premiums Apr 30, 2014 USD 60,586.21 USD 60.586.21
[ @ Fsa Apr 30,2014 USD 1,151.50  USD 1,151.50
General Contacts [ O Life Premiums Apr 30, 2014 USD 59895  USD 59895
Addrass Data Select All | | Deselect All | | Download Selected Entries | Grand Total ~ USD&2.338.66
Bank Data |D] Credits USD 0.00
Credits disp can be via ion of the refund request form.
Display Activity History Total Met Payment Amount r
Switch Account 3.2 Select the payment method you want to use. You are paying with
A ®  Checkwire O ACH Payment
Log Off
3. 3. Choose Confinue to check and confirm your payment.
‘Continue
E——

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 4‘»
Process Broker Report (Refresh Li

Broker Report  Search Term Broker Report Status  Inveicing period frem  Invoicing Period to  Broker Contract Created on Changed on
B00000039267 20140410CLTOZ 04/16/2014 04/30/2014 B8000000000000000067  04M0/2014 05152014
2000000359740 | 20140507VLP0Y | Posted 05/01/2014 05M5/2014 2000000000000000067 | 0SM07/2014 | 05M52014
200000040185 | 20140507VLPOZ | Open 05/16/2014 060212014 8000000000000000067 | 05/07/2014 | 0S/07/2014

104



Paying Reconciled Bill 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 Broker Reportz All Broker Reports

| Procezs Broker Report || Refresh Li3t|

Broker Report  Search Term Broker Report Statug  Inwoicing period frem  Inweicing Peried to
200000000160 | 201 10829RR0OMM 02012011 02M 52011

00000000170 | 20110828RR002 | In Clarification 2162011 0272802011

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.

“In Clarification” bills have items that have been added or changed. KHRIS is unable to
apply the money appropriately and DEI must manually take them out of clarification. These
are called clarification cases or clarification items.

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

FMB/PBB or KGLI staff must complete the missing information in order to clarify or resolve
the item. FMB/PBB and KGLI staff members check the clarification list several times daily
to resolve open clarifications.

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.

M = =

Employee Self-Service Insurance Coordinator NCP1 Image Connect

= =

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:
s Personnel Cabinet

+ Broker Report Overview Financial Management Branch
State Office Building

2nd Floor, 501 High Street
Frankfort, KY 40601

Questions or Comments?

The List of Open Bills is the initial screen for Biller Direct.
In the blue area on the left of the screen is a list of links to other pages in Biller Direct.
¢ |f for some reason you are unable to see these links, hit the F5 button on your
keyboard.

Each page shows payment information, transaction history, or other information

Open Bills List of Open Bills

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

Eill Description Due = Billed Amount Cpen Payment Amount  Action
[T]] 00 Health Premiums  New: Apr 30,2014 USD 14,086.16 USD 14,086.16 =
[7] O3 admin Fees  New: Apr30,2014 USD57.24  USD57.24 =
[[]] (0 Life Premiums ~ New: Apr 30, 2014 USD75.18  USDT5.18 =

Sedect All Deselect All Download Selected Entries | Grand Total USD 14,218.58 USD 0.00
[T credits USD0.00
Credits displayed can be refunded via submission of the refund request form.
Total Met Payment Amount USD 14,218.58

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

®  Checkwire O ACH Payment

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

Continue
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Open Bills is a list of payments that have been released from the broker bill and are ready
to be paid in Biller Direct.
¢ Items that have been processed through bill clarification will show as part of the
lump sum line for that particular Product in Biller Direct.
e There are no resolved clarification cases shown in this example.

I Listof Open Bills

1. Select all bills thai you would ki o pay: Find Bills
Bl Desenpton Due = Bised Amount Open Paymant Amoust Astien
| (D Heatth Pracniums s Ape 30, 2014 USD 1408616 USD 1408516 =]
] 0 agmin Fees  wem: Apr 30, 2014 USDST24  USDST24 =]
] O Lite Premiums v Ape 30, 2014 USDT5.18  USDTS18 =)

Sﬂuﬂl Grand Tolal S0 e UsSD 000

O cosats usDu0g

Credits displayed can b refunded via submission of the [ERIN Feses! aim.
Total Net Payment Amcunt LD wshoog

2.3 Seleci B payment method you wand o use. You ane paying with

® checkwine O AcH Payment [Chesing-C8l1_ |

1.1 Choose Continue o check and confirm yous payment.
Cantrys |

This is what the Download Selected Entries button does:

Download of Bills

Open Bills
‘Choose the Format for Downloading the Bills
To process the bill iewina use the CSV Download CSV,
—
Back

-
Windows Internet Explorer

What do you want to do with openBillsAsCSV.csv?

Size: 159 bytes
From: khris.ky.gov

< Open

The file won't be saved automatically.
< Save

<+ Saveas
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This is what opens:

—r | Home l Insert Page Layout Farmulas Data Review View Developer © - o X
£ | calibri =11 -l §| = General < &Conditionalﬁjrmatting' S Insert ~ X = ﬂ [ﬁ
EE) |B I U '||A‘ A'| |§ = =| - |$ - O $| 1§58 Format as Table ~ 5 Delete ~ @'
Paste - - e Sort & Find &
o | A~ iF 3F|| P~ “5n 320 =) Cell Styles ~ Format ~ ~ Filter - -
| 4 ”|; || A, | II|__. = | o |||%dn .0 ”Q ty ”Ej Il 27 Filter~ Select |
Clipboard ™ | Fant fa | Alignment G || Number =) Styles ] Cells ] Editing ]
M Condl v
A B c | o | e | fr |
1
2 | Bill;"Due On";"Billed Amount";"Open";"Currency”
| 3 |
4 |Health Premiums;"Feb 28 2011";611.66;611.66;"USD"
3

Credits page shows a list of agency credits.

This page shows an overview of your credits.
¢ 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.

List of Available Credits
Find Credits
Credit Description valid from ¥ Credit Amount Available  Action
Admin Fees Feb 27, 2014 usD10.72 usD 10.72 @
Paid Bills contains a list of bills that have been processed through biller direct.
This page will show bills that are In Process and those that have been Processed.
List of Bills Paid or Payment Arranged
To display paid bills, select the appropriate search criteria:
Status Period
Paid Bills [InProcsss W]  [LastiZMonths o] IEiH Extend Search
Bill Description Due ¥ Billed Amount Arranged Status Payment Method Action
Haalth Premiums. Jul 31, 2013 UsD 122855  USD 1,328 56 Payment of the amount is to ba srangad by the customar. Payment Motified by Chack l;f_]
Downioad |

Please submit payment to:

Personnel Cabinet

Financial Management Branch
State Office Building

2nd Floor, 501 High Street
Frankfort, K 40601
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e Processed bills are bill which have been paid through Biller Direct and for which
FMB/PBB/PBB and KGLI has received payments
e In process could mean several different things.

o0 Payment has been arranged in Biller Direct but FMB/PBB/PBB and KGLI has

not yet received payment.

o Payment has been arranged, but FMB/PBB/PBB and KGLI has not yet
debited the amount from your bank account.

0 Your check has not yet been entered in FMB/PBB/PBB or KGLI incoming
payments.

Payments page contains a list of payments that have been made.

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.

Open Bills ) _List of Payments

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

Credits
Status Period
Paid Bills Last 12 Manths Find Extend Search
S —®
[ romee | E—

General Contacts ] :
Payment Descriplion g:EdA An‘:::mem Payment Method Action Invoice Tr::f:?e"on ACH’,_]:::_“C'"
Address Data M
Ei‘l'l'rf:”brg':fi Payment 131, 2012 USD 4.156.74 ;ﬁﬁggfifﬁ Fayment | Cancel Payment | | Retum Payment | XXOT31138U8643
Bank Data : = =
e Download CSV |
Display Activity History
Switch Account Questions or Comments?
FAQ Health Billing Questions: Contact the Financial Management Branch at (302) 564-9097.
Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.
Log OFF

Bl ki s lati CasiasidhanianibloanatinRoamalmiiatodid 0250,

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

Open Bils I General Contacts
To display the list of | contacts, select th t h criteria:
o display € list of general con 3, 3ele € appropriate search critera:
5 Period
HEEDS Uniimited v Fina |
Date * Time Notification Reason: Text
Sep 6, 2011 201:29 PM B8O Customer Contact General Inquiry/Complaint
Sep 6, 201 201:37 PM BO Customer Contact General Inquiry/Complaint
Address Data
Bank Data Add Reply/inguiry
Display Activity History
Comment:
Switch Account
FAGQ ~
Log Off
w
Send

This page displays inquiries that agency has made. Financial Management Branch and/or

Group Life Insurance Branch will answer these inquiries through customer diary.
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Address Data shows the agency’s address and email addresses for contacts.

This page shows your agencies address, phone number, fax number and email address.
The agency should send the information to FMB/PBB/PBB and/or KGLI any time this
contact information changes.

Address Data

Address Contact Data

COUNTY BD OF ED
123 STREET RD
NYWHERE US 12345

Address Data

Questions or Comments?

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

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.

To enter Bank Details on Bank Data screen, click edit to begin.

Bank Details

Country Bank Number Account Number IBAN Bank Name BIC/SWIFT Account Holder Account Description

Questions or Comments?

Health Billing Questions: Contact the Financial Management Branch at (302) 364-2097.
Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.

FSA Billing Questions: Contact the Flexible Benefits Branch at (302) 364-0350.
Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.

Life Insurance Questions: Contact the Life Insurance Branch at (302) 564-4774.
Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.
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Complete required fields. * Denotes required field.

Complete Required Fields.

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

account.

Click Save
Bank Details
Country Routing  gioaypypr Account oy Account Holder Account Description  Delete

Y Number Number P

us 1 ][ K ] | 1[ ] O
New entry
Usa | I [ ] I [ ]« I [ |

= L save ) Back

v G oo |

Questions or Comments?

Health Billing Questions: Contact the Financial Management Branch at (302) 564-2097.
Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.

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,

¢ On Bank Data screen

e Click Edit
Bank Details
Country Bank Number Account Number IBAN Bank Name BIC/SWIFT Account Holder Account Description
us 123456789 987654321 FIFTH THIRD BANK School Board of Education Gen Fund
[«

Questions or Comments?

Health Billing Questions: Contact the Financial Management Branch at (302) 364-2097.
Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.

FSA Billing Questions: Contact the Flexible Benefits Branch at (302) 364-0350.
Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.

Life Insurance Questions: Contact the Life Insurance Branch at (302) 564-4774.
Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.
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To change Bank Data:
Enter change account information, click in the box and type over the wrong info.

Bank Data

Click Save

Bank Details
Country ROUNG  gio/gyypr Account o)y Account Holder Account Description  Delete
Number Number
us +[ 128456789 | | | +[o87654321 || | *| school Board of Education | Een Fund) ]
New entry
usa 4 | | | | | | o | [

Back

Questions or Commenis?

Health Billing Questions: Contact the Financial Management Branch at (302) 564-0007.
Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.

Changed information:

Bank Details
Country Bank Number Account Number BAN Bank Name BIC/SWIFT Account Holder ipti
us 123456789 987654321 FIFTH THIRD BANK School Board of Education

Questions or Comments?

Health Billing Questions: Contact the Financial Management Eranch at (302) 364-2097.
Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.

[FSA Billing Questions: Contact the Flexible Benefits Branch at (502) 564-0350.
Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.

Life Insurance Questions: Contact the Life Insurance Branch at (302) 3644774,

usiness Hours are 7:30 am to 4:30 pm EST. Mondavy throuzh Friday.

To delete Bank Data:

Bank Data

Click in the delete box
Click Save

Bank Details
Country ROUNG  piojqyypr Account g,y Account Holder Account Description  Delete
Number Number phily
us +[ 123456789 | | +| 987654321 | | | *[ school Board of | Pavroll Account N (®
New entry
[ J [ | || |+ | | |

UsaA -
Back

Questions or Comments?

Health Billing Questions: Contact the Financial Management Branch at (302) 564-2007.
Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.
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Changed information, all bank info is now deleted:

Open Bils

Bank Data

Questions or Comments?

Health Billing Questions: Contact the Financial Management Branch at (302) 364-2087.
Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.

[FSA Billing Questions: Contact the Flexible Benefits Branch at (302) 364-0350.
Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.

Life Insurance Questions: Contact the Life Insurance Branch at (302) 3644774,
fBusfness Hours are 7:30 am to 4:50 pm EST. Monday through Friday.

Bank Details
Country Bank Number Account Number IBAN Bank Name BICISWIFT Account Holder Account Description
Edit

To add additional Bank Data:

Bank Data

Enter additional Bank account information
Click Save

Bank Details
Country ROUNG  giojgppr Account ppy Account Holder Account Description  Delete
™Y Number Number P
us « 123456789 | | | +[e87654321 | | | [ school Board of | [ Pavroll Account [=]
New entry
R )| [ | ] | - | J
Back

Questions or Comments?

Health Billing Questions: Contact the Financial Management Branch at (302) 364-9097.
Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.

Changed information, there are two accounts listed:

Bank Details

IBAN  Bank Name

Account Number
ANYONES BANK

987654321
234567891

Country  Bank Number
us 123456789
us 987654321

EVERYONES CREDIT UNION

BIC/SWIFT  Account Holder

School Board of Education
School Board of Education

Account Description
Payroll Account
General Fund

Questions or Comments?

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

F5A Biling Questions: Contact the Flexible Benefits Branch at (302) 564-0350.
Business Hours are 7:30 am to 4:30 pm EST, Monday through Friday.

Life Insurance Branch at (302) 364-4774.

Life Insurance Questions: Contact the

Health Billing Questions: Contact the Financial Management Branch at (302) 564-2087.

usiness Hours are 7:30 am to 4:30 pm EST. Mondayv through Fridav.
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Display Activity History shows a list of activity for the agency.

Kentucky

}’ersonnel Cabinet

ng the Who Serve th !

Activity List =
Lastest Activity with the Relevant Account
Date Time Event Mes=sage
Sep 20, 2011 10:10:568 AM Document header was dizplayed
To display the list of activities, select the appropriate search criteria:
Category Period
Change Bank Detailz & Last 7 Days Vl
—— All Categories
" o= Event Meszage
S Dfsplay Document Heat!er 08 AN Uszer has logged on
Dizplay Document Detailz : ’ .
S Payment of a il 13 AN Document header was displayed
WEEET OIS S partial Payment of a Bil 12 AN Document header was digplayed
3¢ Cancelation of a Payvment 13 AN Document header waz dizplayed
S¢ Create Comment A3 AN Document header was dizplayed
S¢Change Address Data 22 AN Document header was displayed
5S¢ Create Bank Detailz 22 AN Document header was dizplayed
5 Change Bank Detailz 22 AN Document header was displaved
g4 Delzte Bank Detailz 22 AN Document header was displayed
5¢ Create Credit Card Data 24 AM Document header was digplaved
gq Change Credit Card Data 24 AN Document header was dizplayed —
S gz':;ecgﬁ:_llstﬂm Data 24 AN Document header was displayed
St o zuTT ot 24 Al Document header was displayed
Sep 15, 2011 1:02:33 PM Uzer has logged on
Sep 15, 2011 1:02:41 PM Document header was dizplayed
Sep 15, 2011 1:02:41 PM Document header was displayed
Sep 15, 2011 1:02:41 P Document header waz dizplayed
Sep 15, 2011 1:02:41 P Document header waz dizplayed
Sep 18 2011 10241 Pl Documeni hegder s dizplgyed

This example displays every time users from this agency logged on within the last 7 days.

| Actlvity List
Lastest Activity with the Relevant Account
Date Time Event Message
Sep6, 2011 1:56:29 PM Document header was display
To display the list of activities, select the appropriate search criteria:
Category Period
System Logon v Lest7Days
Date = Time = Event Message
Sep 1, 2011 324:10PM User has logged on
Sep2, 2011 7:21:07 AM User has lagged on
Display Sep2, 2011 11:08:37 AM User has logged on
Activity Sep2, 2011 12:06:04 PM User has logged on
History Sep 2, 2011 1:29:22 PM User has logged on
Sep6, 2011 11322 PM User has logged on
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FAQ is a list of Frequently Asked Questions

Kentucky

Personnel Cah_inet

| Activity List PARIS INDEPENDENT / 310 WEST 7TH ST/ PARIS KY 403871
Lagtest Activity with the Relevant Account

Date Time Event Meszags
Sap 20, 2011 10-10:55 AN Docisment header was daplayed
To display the list of activities, select the appropriate search criteriac

_Category Period
Systam Logon - | Last 7T Days |» | Fing

Date = Time = Evert Messags

Sea 13, 2041 T:07:0B &M Us=r has logged on

Sep 15, 2011 1:02:33 P Uzer has kbgged on
Display Actrvity History p JELERERFIAR] 5:15:08 PM Usar mas kogged on

Sen 20, 2011 8:Za4B &M User has logged on

Segp 20, 2011 10002047 &M Lig=sr kas logged on

Clicking on the FAQ link doesn’t highlight it. The FAQ list pops up in a new window.

{= https:ffkhrisepq.ky.govs - SAP Biller, Direct Documentation - Windows Internet Explorer provide. .. |z

FAQ
Frequently Asked Questions: Paying Bills in the = %
Internet

General Information

@iill my data be transferred securm

. a v 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?

e How can | send an inquiry for a bill?
« There are sometimes differing formats available for displaying
bills, open items and so on. Which display format should |

choose?
+ How do | receive detailed information about a bill?
o Hrowar man | rhanma tha novmant csmonint? El

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.
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& hitps:fikhrisepq.ky.govf - SAP Biller Direct Documentation - Windows Internet Explorer provide... |Z|

. |
FAQ

rFs

Will my data be transferred securely?

Yes, as long as the address invour krowser is of the type hffosd . We use the encryption method S50 (Secure
Sockets Layer). This protects all data, such as credit card number, bank number, bank account number, name and
address so thatthese cannot be decoded by unauthorized persons when being transferred via the Internet.

“ What are the requirements for my Internet browser?

Touse the SAF 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 Bit 23L is supported
¢ JavaScriptis enabled
s Cookies are activated

Log Off closes Biller Direct.

Kentucky -
Personnel Cabinet
rvin e People

People

| bpen Bills List of Open Bills

1. Select all bills that you would like to paﬂ

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 |F'ayment Method not yet Known

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

__Confinye |

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

Agencies are encouraged 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:

| List of Open Bills

1. Select all bills that you would like to pay: Find Bills
Bill Description Due = Billed Amount Cpen Payment Amount Action
@IIILife Premiums Jan 31, 2014 USD 2054 USD 20.54 [20.54 (=)
Select Al | Deselect Al Download Selected Entries Grand Total USD 20.54

Credits - USD581.05
Total Net Payment Amount - USD 570.51

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

Note: Itis 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 FMB/PBB or GLI bill
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.
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Click Pay by Check.

i 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 billg, click on Pay by Check.

Bill Description Due On

Back Pay by Check D

Billed Amount Open Payment Amount

Life Premiums Jan 31, 2014 USD 20.54 USh 20.54 USh 20.54
Bill Total USD 20.54 USD 20.54

Credits UsD0.00

Total Met Payment Amount 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.

{= https:Hkhrisepq.ky.gov/ - SAP Biller Direct - Windows Internet Explorer provided by Personnel Cabinet
AN

‘ entucky p
+ | Personnel Cabinet

Serving the People Who Serve the People

Confirmation of
payment

Open Bills

IS

Ryl

Self-Service Center

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

You are paying the bills listed by check. Please forward a check for USD 10 Ll
The system has saved your check notification under transaction numbe 090211PA0911,

Total Net Payment Amount

|| Crint screen )| Print Invoice>

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 UsD 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

UsD 10,557.09
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e Click printer icon to print invoice/payment coupon.
e Click red X to close.

https:/fkhrisepg.ky.goviZNavigationTarget=ROLES: //portal_content/com.kygov.hr.cok_flicom.kygov. - Windows Internet Explorer pro

KEHP & GLI Billing Coupon

Please print this coupon using the print button and send in with your payment!

@BL & selfn eomw-HghR
&

B

Submit Payment to:
Personnel Cabinet

Financial Management Branch
2nd Floor, 501 High Strest

Frankfort, KY 40601 Business Partner Number:
Payment Advice Number: XX090211PA0911
Health Premiums PHA259 10.336.3 FSA PPAYO03 $18.33
Life Premiums PPAY05 $202.46
Grand Total 10,557.09  Due Date:02/28/2011 [
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

<o EAL
F i % KH@ Gra

Wentucky Human Resource
I

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.

FMB/PBB and KGLI 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 the agency desires to pay them
separately.
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(= hitps:fikhrisepq.ky.govf - SAP Biller, Direct - Windows Intarnet Explorer provided by Persannel Cabinet

Kentucky p
Personnel Cabinet

Serving the ve the People

]

Open Bills 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 UsD 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 UsD 10,557.09

‘ Print Screen ‘ Print Invoice |

After all open bills have been paid; Bill Description will show that there are no open bills.
You may log off at this point.

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

Kentucky "
Personnel Cabinet
Serve the People

e Peop

' OIpe”n Bills List of Open Bills

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

Bill Descripti Due =
ere are currently no bill

SelectAll | DeselectAll | 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.

i<

—_—
y Human

e

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

(s

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
¢ 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

=) SAP Biller Direct - Wing

Z7 https://khris.ky.gov/bd/public/frameset_top_htmljsp

Open Bills List of Open Bills

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

Bill Description Due = Billed Amount QOpen Payment Amount  Action

f [ Health Premiums Feb 28, 2014 USD 14,026.16 USD 14,086.16 S
[ Admin Fees Feb 28, 2014 USD5724  USD5724 =
[ Life Premiums Feb 28, 2014 uUSD7518  USD75.18 =
[ Health Premiums Jan 31,2014 USD 12,557.82 USD 1255782 &
[ Admin Fees Jan 31,2014 UsD5088  USD5088 =
\ [ Life Premiums Jan 31,2014 USDT7384  USDT7384 @

Deselect All Download Selected Entries GrandTotal ~ USD28801.12 | UsSD 2880112

Gredits displayed can be refunded via submission of the Credits usDo.o

refund request form. Total Net Payment Amount ~ USD 26,301 .12

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

' Check/Wire @ACH Payment  Checking-O&H

Checking-0&M

Enter Your ACH Payment Date: Checking-payrol
ACH Payment Date (Q&/082014_J

3. 3. Choose Continue to check and confirm your payment.
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Check Account and Payment Amount
Click Pay by ACH

KH 'l’\’giiéb
Self- Service Center

op'en'g”.s List of Bills Selected for Payment

You want to pay the bills listed with bank detail§Health Ins Ac

Your ePAY Payment Date will be 08/26/2011.

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

Bill Description Dug On Billed Amount Open Payment Amount
Health Premiums Mar 15, 2011 2D 838,40 USD 926 40 USD 925 40
Heatth Premiumz Feb 28, 2011 USDE1.52 UsD&1.52 UsDe1.52
Bill Total U0 88782 UsD 887 52

Credits usD 0.00

Total Net Payment Amount

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.

%cg'%nne] Cabinet IKH Rﬁ&;

erving th e Pe Self-Service Center

Op:en .ﬁms Confirmation of payment

ePay Confirmation Number!
Your ePAY Payment Date is: 09/26/2011
You have paid the bills listed. \We are debiting your bank account Health Ins Acct by: USD 997.92

The system has saved your payment under transaction number 1338736161,
To access the open hills, click on Back to Bill List,

Bill Die=cription Due On Billed Amount Open Payment Amount
Health Premiums WMar 15, 2011 USD 936.40 UsD 0.00 USD 935.40
Health Premiums Feb 28, 2011 usDsts2 USD 0.00 usDEts2
Grand Total UsD 997.92

Credits UsD 0.00

Total et Payment Amount UsD 997.92
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IMPORTANT: If you attempt to pay your bill by ACH and receive this error, CALL YOUR
FMB/PBB CONTACT IMMEDIATELY or call FMB/PBB main line at 502-564-9097.

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

Open Bills Error
@ We regretthe service is not currently avalable. Please Iry again later__—>

To pay by Personal Check and ACH:

Pay the personal check(s) FIRST.

To make a partial payment by personal check
1. Determine the total amount to be paid by personal check

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. See “To pay by check or wire” on page
117.

4. Remember to print invoice and mail with your personal checks.

5. Return to Biller Direct and pay the remainder by ACH. See “To Pay by ACH” on page
122.
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Credits and Arrears

There are several reasons that employees may overpay. Changes in coverage due to
Qualifying Events may cause employees to overpay. Employees who know they will be off
work on medical leave may choose to pay ahead.

It is important to remember that Payments from Agency or Payments on Account are not
necessarily actual credits or arrears but may be an indication that a payment has been
misapplied or previous broker bill amounts were incorrect.

Payments from Agency and Payments on Account on broker bills may be either credits or
arrears and are not associated with a Product code! If you export only Health, Life or FSA

views (10s, 20s, 30s, 33s or 34s) from Proposed Items, you might not see the Payments from
Agency or Payments on Account. Note: Product codes were formerly known as Item Category on

the broker bills.

Credits:

The Insurance Object can be used to determine which Products have credits.

There is an easy way to check for credits on broker bills:
e In Proposed Items, pull up standard view
e On the far right of the screen, click on Filter to open the filter line
e In the Text column, type “p*” and hit enter to pull up Payment from Agency entries.

These entries are credits:

Proposed Amounts
Total Premiums: 610,350.01 USD
Totak: 610,350.01 USD

Proposed Broker Report ltems

Details | [ Confirm | | Change | [ Reject | [ Create tem 4 | | Add to Workiist | | [£] Export to Notepad
View( [«] Display as|Tacie |+ [ Export 4]

B temiD Product Text Proposed Amount Bill Period

T p*
1937 Payment from Agency 28.98- 09/M672011
4301 Payment from Agency 182.40- 081672011
8792 Payment from Agency 25.50- | 0EN72011
6793 Payment fram Agency 28.50- | 07162011

You can also set up a customized view to show only credit entries. See Finding Credits on
Broker Bills on page 40 for instructions. Remember, the view must be set up in both

Proposed and Processed Items.
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KHRIS is programmed to handle credits differently than the legacy system did. KHRIS
automatically applies the credit amount to the next month’s premium. In KHRIS, this is
known as “clearing” the credit.

How to Determine Which Products Have Credits
There are two ways to determine which Product has a credit:

1. In Proposed Items
e Highlight the credit line
e Click Details

Proposed Amounts
Total Premiumz: &73,053.00 USD
Total: 673,083.00 USD

Proposed Broker Report ltems
Detailg) | Confirm | [ Change || Reject || Create ttem . | | Add to Werklist | | [=] Expert to Netepad |

View |[Standard View] [+| Display As|Tatle [+ || Export 4 |
. temID Product Text Ingurance Object Proposed Amount Gill Period
= p*
401 Payment en Account | 1000000000000549735 §00.01- | 0040040000
O 1217 Payment frem Agency  1000000000000087107 255.92- 101182011
1218 Payment fram Agency | 1000000000000087107 24548 11M&201
2014 Payment an Account | 1000000000000210101 £1.74- | 00/00/0000

¢ Highlight and copy Customer Contract ID (This is the employee’s insurance object)

IPrnpused Broker Report ltems
Back to List | [4 Previous ftem | [ Next item b [ Confirm | [ Change | [ Reject | [ Create ftem 4 | [ Add to Worklist | | Export to Notepad |

ttem ID: 001217

ltem Category: Category: Premium
Bill Period: Reported Amount; 0.00 usD
Cost Center; 10182011 Reported Comm. Amount: 0.00 usD
Sub Category: __IPremium
Buszinezs Partner: Brown, Bob
Customer Contrau:t‘ I

Status I Premiums I Commizsions

La=st Changsd On: 01M1/2012 La=t Changed By: FTWo0228
Status: Open Change Reazon:
Note:

Change Note
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e Click Create Item, then click Premium

Proposed Broker Report ltems
[ Backto List | |4 Previous kem | | Next tem b [ Confirm | | Change |

tem I0: 001217

[ Add to workiist | | [] Export to Notepad |

tem Category: Category: Premium

Bill Period: Reported Amount: 0.00 UsD
Co=t Center: 10M 82011 Reported Cormm. Amount: 0.00 UsD
Sub Category: Premium

Buszinezz Partner: Brown, Bob

Customer Contract ID:  1000000000000087107

Status I Premiumsz i Commizzions

Last Changed On: 01/11/2012 Last Changed By: PTW0028
Status: Open Change Reazon:
Mote:

Change Note

Paste Customer Contract ID/Insurance Object in Ins. Object field
e Click Search button

Create New Broker Report kem E X

» 1 2 3 4 5 6 o

Select Business Partner Check / Creste Open kems Enter Amourt Enter Change Reszon Reviews and Save Completed

Select the business partner and the insurance contract for which you want to create the tem. If these do not yet exist in the system, you can alzo create the broker
report tem without the business partner.

(® Search for business partner and contract 1D

Mame 11ast name: | |

Mame 2/First name: | |

Ins. Ohject: c@ 0000000000000E71 07 ?
CGearch)

" Buziness partner/cortract not available, proceed without business partner
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This credit is for Bob Brown’s health insurance.
e Click Close or X to close box.

Create New Broker Report ltem E m

T8 1] 2 3 1 5 [y E—

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

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

(@ Search for business partner and contract 1D

hame 1Aast name: |:|
Neme 2Frstrame: |
Ins Object: 10000000000000574 07

Select business partner using the buttons in the first table column
Descrigtion Insurance Ohject Description D
Bob Brown / Frankfort, KY 40601- 0000 1 000000000000087107 0003335568 atth Plan Emplo:

(" Business partnericontract not available, proceed without business partner

e Click Back to List to return to credit list

Propgsed Broker Report ltems
‘ | A Previous tem || Next kem b|| Confirm || Change || Reject || Create ltem 4 || Add to Worklist || Export to Notepad |

tem ID: 001217

ltemn Category: Category: Premium

Bill Period; Reported Amount; 0.00 usp
Cost Center: 101182011 Reported Comm. Amount; 0.00 usp
Sub Category: Premium

Business Partner: Brown, Bob

Customer Contract ID:  1000000000000087107

Status [ Premiums [ Commiz=zions

Last Changed On; 01/11/2012 Last Changed By: PTWO0O0Z23
Status: Open Change Reazon:
Mote:

Change Note
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2. Highlight and copy the Insurance Object for the credit you wish to research

Proposed Amounts
Total Premiums: &73,083.00 UsD
Total: 673,093.00 USD

Proposed Broker Report Items
| Detailz || Confirm || Change || Reject || Create tem a || Add to Warklist || Export to Motepad |

View [Standard View] |=| Display As |Tatls [+ || Export « |

B temiD Product Text Proposed Amount Inzurance Object Bill Period

g p*

J G401 Payment on Account ORI B €1 0000000000005497 399 20 gy

J 1217 Payment from Agency 255.82—1000000000000087107 | 101872011
| 1218 Payment from Agency 345 46 !.|1EIEIEIEIEIEIEIEIEIEIEIEIEIS?1EI? 111842011

e Click Create Item and Premium

Proposed Broker Report Items
| Detailz || Confirm || Change || Reject H Creats HEITIAN Add to Worklist || Export to Notepad

) |
Views | [Standard View] [=] DH Premium /£ [= || Export 4|
s
B temID Product Text Propozed Amount Inzurance Object Bill Period
¥ p*
8401 Payment on Account 800.01- | 1000000000000545735 | 00/00/0000
1217 Payment from Agency 255.52- | 1000000000000087107 | 10M18/2011
1218 Payment from Agency 345.48- | 1000000000000087107 | 1111872011

e Paste Insurance Object in Ins. Object field
Click Search button

Create New Broker Report lkem E m

|¢4E 2 3 1 5 [y —
Select Business Partner Check § Create Cpen kems Enter Amount Erter Change Reason Review and Save Completed

Select the business partner and the insurance contract for which you wart to creste the itemn. If these do not yet exist in the system, vou can also create the broker
repott item without the business partner.

@ Search for business partner and cortract 0

Meme tdastreme: [ |
Neme 2Fistrame: [ |

Ins Ohject Q0000000000005497 33D
(L Search

" Busziness partnerfcontract not available, proceed without business partner
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This credit is for Gary Gray’s FSA.
e Click Close or X to close box.

Create New Broker Report tem E m

— 1 —

Select Business Partner

Select the business partner and the insurance contract for which you want to create the item. If these do not yet exist in the system, you can also create the broker
repaort tem without the business partner.

(@ Search for business partner and contract ID

Wame dastrame: [ ]
Weme 2Frstrame: [ ]
Ins Ohject: 1000000000000545739

Select business partner using the buttons in the first table column
Dezcription Insurance Ohject Dezcription
Gary Gray / Shelbyville, KY 40065 1 000000000000549739 00229343 exible Spending Accoyn
" Busines=s partnerfcontract not available, proceed without business partner

Gose)

How KHRIS handles credits/overpayments:

e If the overpayment is the same amount as the premium due, KHRIS uses the
overpayment to clear the amount due and the employee does not appear on the
broker bill.

e If the credit is more than the premium due, the premium amount will be applied to
the employee and the remaining balance will appear as a credit on the broker bill.

e If the credit partially pays the employee’s premium, only the unpaid amount will be
listed on the broker bill.

If at all possible, FMB/PBB asks that agencies allow KHRIS to clear the health insurance
credits as described above. Agencies will have to closely monitor the credit amount and
reduce or stop payroll deductions, as necessary, until the credit is fully cleared.

If the agency is unable to allow KHRIS to automatically clear the credit, there are other
options:
e The agency can refund the employee through payroll and take the entire credit on a
single broker bill.
o Bill entries can be added or changed as needed to take the credit. See
Reconcile Bills and Payments for instructions on adding or changing bill
entries.
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(0}

(0}

Refunds can be requested for overpayments. The KHRIS Credit Request can
be found on DEI's website under Forms, https:/personnel.ky.gov/Pages/KEHP-
2013-Forms.aspx.

Complete refund request and mail or fax to FMB/PBB for health insurance
and FSA. Fax 502-564-0715 or 502-564-0364.

Complete refund request and mail or fax to KGLI for life insurance. Fax 502-
564-4034.

Credit Request form can be mailed with your payment.

Health insurance and FSA refunds will be issued only upon receipt of completed request
form. Health insurance and FSA refunds are mailed to the agency, not directly to the

employee.

Credits for Employees Who Intentionally Pay Ahead

When an employee chooses to pay ahead for a future month, if they pay the entire
premium, they will not appear on the broker bill for that month. Do not add them to the
bill. KHRIS will automatically apply the payment when the bill is generated. Adding them
to the broker bill will create a discrepancy. (The employee will appear to have overpaid
more than they did.)

Example: Bob Brown knows he will be on leave for the month of May and wishes to
pay ahead for May health insurance.

In addition to his payroll deduction for April, he gives his agency’s bill liaison a
personal check for $192.40 to cover May.

o0 Employees may also choose to have a double deduction taken from

payroll.

His agency changes the payment amount on the April bill to reflect his total
payment amount, $384.80, payroll deduction plus personal check.
$192.40 posts to April when the April broker bill is released.
KHRIS automatic clearing applies or posts the remaining $192.40 to May
when the bill runs and he will not appear on the May broker bill.

When an employee chooses to make a partial payment toward a future month, KHRIS will
post the partial payment to the next month. Do not change the amount on the bill if the
employee is paying only the balance.

Example: Flo Fushia wishes to pay half of her May premium in April. She asks that
an additional $18.27 be deducted from payroll in April and remitted to DEI.

On the April bill, her agency changes her payment amount to $54.81.
$30.76 is posted to April when the broker bill is released.

KHRIS automatic clearing posts the remaining $18.27 to May and bills the
agency $18.27 for May.
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Taking Credits That Are Listed in Proposed Items on the Broker Bill
When taking credits on the broker bill, you'll need to refund the employee through payroll.
If there are credits on the broker bill that you do not want to take, REJECT them.

To take credits that are listed on your broker bill:
1. Confirm the Proposed Item(s).
e These 2 credits have been confirmed. They are on the Confirmed tab in
Processed Items. (Employee’s names were hidden for HIPPA compliance.)
e Total of the credits is $184.56.

Overview
Proposed ltems

Worklist ltems

Proceszzed ltems

@I With Change (28) | Rejected (28) | New (3)

| Details || Reset tem || [=] Export to Notepad |

Containz propozed broker report itemz that vou have confirmed.

View | confirmed |+ | Display As | Table [+ || Expo
. temID Amount =  Hkem Category Text Propozed Amo
fT:

472 178.80-

on
TS
on
on
~
n

2. After you have processed all Proposed Items, check the total health insurance payment

amount.

e The total amount due for health insurance is $66,969.88. The $624.82 that does
not have an item category is for new entries that were added. All 3 are health
insurance. The $184.56 credits have been subtracted from this amount.

Overview
Proposed ltems

Worklist ltems

Processed Hems

Confirmed (580) | With Change (28) | Rejected (29) | New (3} Cais))
[ Detailz |[ [=] Export to Notepad |

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

View totalz only |~| Display As |Table [=|[ Export 4|
E. temID Social Security Mumber Dezcription tem Category = Amount
4 . 624,52
K 10 o 66,345,068
r 20 o 1,400.81
30 o 1,180.66
» 69,561.15

T
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3. After you release and close your broker bill, check the status on Broker Report
Overview to make sure nothing went into clarification.

Broker Report Overview

Open Broker Reporis 4]l Broker Reports

| Process Broker Report | Refresh List |

Inveicing Period to  Brokesr Contract Created on Changed on

Broker Report  Search Term Broker Report Status  Inveicing period from

20111110LLEDZ 111182011 1142002011 E000000000000000089  11/1f=teesememars

200000009560
0103202 8000000000000000068 | 12/06/2011 | 12/08/2011

)

200000010678 | 201112080T02 Open 1211&/2011

If your broker bill status is “Posted,” continue to Biller Direct.
If your bill says “In clarification,” wait until all clarification items have been

resolved before proceeding to Biller Direct.
o FMB/PBB and KGLI check the clarifications several times daily in an

effort to keep them caught up.
o If you have time to wait, check bill status again the following morning.

o Call FMB/PBB or KGLI to have bill clarifications worked ASAP.
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4. Once all clarifications have been resolved and the bill status says “Posted,” go to Biller
Direct.
¢ On Open Bills tab, check the health insurance amounts. The Total Net Payment
Amount will look like the health insurance credits weren’t taken on the bill, but they
will be listed on the Credits page.

List of Open Bills

[

Credits Find Bills
Bill Desoriotion Due = Billed Amount Cpen Action
= Moy 302011 —> S0 66,337.22 USD 66,337.22
| @Life Premiums Nov 30, 2011 USD 1,400.51 USD 1,400.51
T| mrsa Nov 30, 2011 USD 50.00 USD 50.00
| Mmrsa Nov 30, 2011 USD 130.00 USD 130.00
T mrss Nov 20, 2011 USD 66.56 USD 86.66
| mrsa Nov 30, 2011 USD 62.50 USD 62.50
T mrss Nov 30, 2011 USD 82.00 USD 82.00
| mrsa Nov 30, 2011 USD 15.00 USD 15.00
T mrss Nov 30, 2011 USD 41.66 USD 41.66
r] mrsa Nov 30, 2011 USD 20.83 USD 20.83
| mrsa Nov 30, 2011 USD 14.58 USD 14.58
C] mrsa Nov 30, 2011 USD 104.18 USD 104.18
| @mrsa Nov 30, 2011 USD 70.00 USD 70.00
T mrsa Nov 30, 2011 USD 20.83 USD 20.83
| mesa Nov 30, 2011 USD 10.00 USD 10.00
| <@Health Premiumz Nov 30, 2011 —>UsD 192.40 USD 192 40
| mrsa Nov 30, 2011 USD 20.00 USD 20.00
| mrsa Nov 30, 2011 USD 83.33 USD 82.33
| mrsa Nov 30, 2011 USD 25.00 USD 25.00
] mrsa Nov 30, 2011 USD 10.00 USD 10.00
r] mrsa Nov 30, 2011 USD 41.58 USD 41.66
I ; Nov 30, 2011 USD 25.00 USD 25.00
"] Moy a0 2011 —> UsD 36.54 USD 36.54
Bl Nov 30,2011 —> USD 511.78 USD 511.78
| FsA Nov 30, 2011 USD 54.55 USD 54.55
| mrsa Nov 30, 2011 USD 10.00 USD 10.00
T| mrsa Nov 30, 2011 USD 125.00 USD 125.00
| Mmrsa Nov 30, 2011 USD 14.58 USD 14.58
T mrss Nov 20, 2011 USD 20.83 USD 20.83
| mrsa Nov 30, 2011 USD 20.83 USD 20.83
T mrss Nov 30, 2011 USD 41.56 USD 41.68
E Nav 30, 2011 —> USD 75.50 USD 76.50 L|
Downlead Selected Entriez | Total Met Fayment Amount USD 69,735.71

After March 9, 2012, there will only be one line per Product in Biller Direct. This
screen shot was made before that date.

e Health insurance total is $67,154.44 which is $184.56 more than the amount on the
broker bill. The amount of the 2 credits that were confirmed is $184.56.
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5. Check the credits tab to make sure the credits you confirmed on the broker bill are listed
there.

| }
Find Credits

Paid Bils Credit Description Valid from ¥ Credit Amount Ayailahble Action
Health Premiuma Nowv 30, 2041 UsD 178.80 USD 178.80

Payments Health Premiums Nov 30, 2011 USD 5.76 USD 5.76

General Contacts Health Premiums Now 10, 2041 UsSD 118.68 USD 11868
Life Premiums Sep 14, 2011 USD 752.01 USD 752.01

Address Data

Bank Data Grand Total USD 1,085.23

Switch Account

o

Go back to the Open Bills tab.
e Select all health insurance and pay by check or ACH as you normally would.
e After the payment is processed through Biller Direct, automatic clearing will clear out
the credits.
0 Releasing the broker bill posts the credit to the individual employee.
0 Automatic clearing uses the credits on the credit tab to clear the agency’s
account when payment is processed in Biller Direct.

Remember that if you take the credits on the broker bill, you all will have to refund the
employee through payroll (or some other means). FMB and GLI will not be able to issue
a refund for any credits taken on the broker bills.

REJECT credits you do not want to take on your broker bill. If credits are confirmed on
the bill, FMB and GLI will not be able to issue refunds for those employees.

Arrears:

Changes in coverage due to Qualifying Events, delayed processing of applications or
partial payments may cause employees to owe arrears.

When an employee owes arrears, the arrears amount should be included on the next
broker bill. The arrears should be paid as soon as possible.

Arrears may be paid by personal check, money order, cashier’s check or payroll deduction.

It is very important for agencies to monitor their employees closely and ensure that all
arrears of which they are aware are paid in a timely manner.

FMB/PBB/PBB asks that health insurance arrears be paid in full within 60 days. Failure to
pay arrears in a timely manner may result in termination of coverage for non-payment of
premiums.

Broker bill entries can be added or changed in order to pay arrears. See Reconcile Bills
and Payments for instructions on adding or changing bill entries.
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Identifying arrears due
Your payment discrepancy report may include:
a) Employee Name
b) Personnel Number
c) Business Partner Number
d) SSN, Company Number
e) Plan, Account Template
f) Net Due Date
g) Amount Due (premium amount)
h) Cleared Amount (amount which KHRIS has applied to the individual)
i) Total (difference between what was owed and what was applied, e.g., the
discrepancy)

Note: The database from which this report is being complied is not designed to be used in
this manner; therefore the report may not include all discrepancies.

Example of old arrears listed on a broker bill:

An employee had a QE effective 3/8/11 that changed their coverage from Single to Parent
Plus. The agency deducted Single premium from the employee’s pay in March and sent
that amount to FMB/PBB/PBB.

In April, the agency deducted the difference between Single and Parent Plus for March,
$130.88, and Parent Plus premium for April, $192.40, and sent $323.28 to FMB/PBB.
o0 At that point, the arrears entries from PBR had not been entered in KHRIS. So,
KHRIS used the $130.88 to pay ahead for May.

Bill Premium | Pymt Amt
Month Billing Period Due on BL
April 04/01/2011 -04/30/2011 192.40 323.28

The arrears for March were subtracted from PBR and entered in KHRIS on 4/25/11. The
arrears did not appear on the April broker bill because that bill was generated before 4/25.

The March arrears appeared for the first time on the May broker bill.
e KHRIS had used the $130.88 that the agency remitted in April to partially pay May.
e KHRIS added the $130.88 March arrears to the $61.52 balance due for May and
billed $192.40 on the May broker bill. In May, June, July and August, the agency
deducted the Single premium from the employee’s pay and sent that amount to
FMB/PBB/PBB for each month.
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Bill Pymt Amt
Month Billing Period Premium Due on BL
May March arrears moved from PBR 130.88
05/01/2011 -05/31/2011 192.40 61.52
June 05/01/2011 -05/31/2011 0.00
06/01/2011 -06/30/2011 192.40 61.52
July 05/01/2011 -05/31/2011 0.00
06/01/2011 -06/30/2011 0.00
07/01/2011 -07/31/2011 192.40 61.52
August 05/01/2011 -05/31/2011 0.00
06/01/2011 -06/30/2011 0.00
07/01/2011 -07/31/2011 0.00
08/01/2011 -08/31/2011 192.40 61.52

In September, the agency realized that the employee had been paying the incorrect
premiums and began deducting arrears. $297.30 was deducted from the employee’s pay
and the agency changed the Proposed Amount, $192.40, on the broker bill to $297.30.
0 Because the $297.40 was listed on the September broker bill as a lump sum,
KHRIS applied the money where KHRIS thought the money should be applied.
= $104.90 to May arrears
=  $194.20 to September premium

Premium | Pymt Amt
Bill Month Billing Period Due on BL
September  09/01/2011 -09/30/2011 192.40 297.30

In October, the agency deducted a total of $266.50 from the employee’s pay. On the
broker bill, the $266.50 was distributed between 3 months. The arrears amounts were
applied to the employee in the way that they were listed on the broker bills.

= $25.98 to May arrears

» $130.88 to June arrears

=  $109.64 to July arrears

= Entries for April and October were rejected and no money was applied to those

months

Bill Premium | Pymt Amt
Month Billing Period Due on BL

October 05/01/2011 -05/31/2011 25.98
06/01/2011 -06/30/2011 130.88
07/01/2011 -07/31/2011 109.64
08/01/2011 -08/31/2011 0.00
10/01/2011 -10/31/2011 192.40 0.00

In November, the agency deducted $266.50 from the employee’s pay and on the broker bill
it was distributed between 3 months. The arrears amounts were applied to the employee in
the way that they were listed on the broker bills.

»  $21.24 to July arrears
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= $130.88 to August arrears
= $114.38 to October arrears

= The November premium entry was rejected and no money was applied to

November
Bill Premium | Pymt Amt
Month Billing Period Due on BL
November 07/01/2011 -07/31/2011 21.24
08/01/2011 -08/31/2011 130.88
10/01/2011 -10/31/2011 114.38
11/01/2011 -11/30/2011 192.40 0.00

In December, the agency deducted $266.50 and it was divided between 2 months on the
broker bill. The arrears amounts were applied to the employee in the way that they were

listed on the broker bills.
=  $74.10 to October arrears
= $192.40 to December

= The November arrears entry was rejected; no money was applied to November.

Bill Premium | Pymt Amt
Month Billing Period Due on BL
December 10/01/2011 -10/31/2011 74.10
11/01/2011 -11/30/2011 0.00
12/01/2011 -12/31/2011 192.40 192.40

As you can see, no money was applied to November on any of the bills.

In January, the agency deducted $195.60 from the employee’s pay and it was applied to

January premium.

Bill Premium | Pymt Amt
Month Billing Period Due on BL
January  10/01/2011 -10/31/2011 0.00
11/01/2011 -11/30/2011 0.00
01/01/2012 -01/31/2012 195.60 195.60

In February, the agency deducted $195.60 from the employee’s pay and it was applied to

February premium.

Bill Premium | Pymt Amt
Month Billing Period Due on BL
February 10/01/2011 -10/31/2011 0.00
11/01/2011 -11/30/2011 0.00
02/01/2012 -02/29/2012 195.60 195.60
KHRIS Total 2,253.68 2,057.36
Difference 196.32
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From April through February, the employee paid $2057.36. The premiums due were
$2,253.68. There is a balance due of $196.32. That is why there are still arrears on the

broker bill.
Summary of Payments
Pymt Amt | Premium Pymt Amt Pymt Applied
Bill Month Broker Bill Period on BL Due Applied From Bill
April 04/01/2011 -04/30/2011 323.28 192.40 61.52 | April
130.88 | April
May 05/01/2011 -05/31/2011 61.52 192.40 61.52 | May
130.88 | April
March arrears moved from
PBR 130.88 104.90 | September
25.98 | October
June 06/01/2011 -06/30/2011 61.52 192.40 61.52 | June
05/01/2011 -05/31/2011 0.00 130.88 | October
July 07/01/2011 -07/31/2011 61.52 192.40 61.52 | July
06/01/2011 -06/30/2011 0.00 109.64 | October
05/01/2011 -05/31/2011 0.00 21.24 | November
August 08/01/2011 -08/31/2011 61.52 192.40 61.52 | August
07/01/2011 -07/31/2011 0.00
06/01/2011 -06/30/2011 0.00
05/01/2011 -05/31/2011 0.00 130.88 | November
September | 09/01/2011 -09/30/2011 297.30 192.40 192.40 | September
October 10/01/2011 -10/31/2011 0.00 192.40
08/01/2011 -08/31/2011 0.00
07/01/2011 -07/31/2011 109.64
06/01/2011 -06/30/2011 130.88 114.38 | November
05/01/2011 -05/31/2011 25.98 74.10 | December
November | 11/01/2011 -11/30/2011 0.00 192.40
10/01/2011 -10/31/2011 114.38
08/01/2011 -08/31/2011 130.88
07/01/2011 -07/31/2011 21.24
December | 12/01/2011 -12/31/2011 192.40 192.40 192.40 | December
11/01/2011 -11/30/2011 0.00
10/01/2011 -10/31/2011 74.10
January 01/01/2012 -01/31/2012 195.60 195.60 195.60 | January
11/01/2011 -11/30/2011 0.00
10/01/2011 -10/31/2011 0.00
February 02/01/2012 -02/29/2012 195.60 195.60 195.60 | February
11/01/2011 -11/30/2011 0.00
10/01/2011 -10/31/2011 0.00
KHRIS Total 2,057.36 | 2253.68 2057.36
Difference 196.32
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Account History As Displayed By KHRIS

This is the view of payment history that PBB, FMB/PBB/PBB and KGLI must use.

Account Display: Basic List

HEI ? Ea 'ﬁ E EFrnm = El LEEIusiness Farthier ﬁoontracmccnum ELIRD an F1 Fd c% @
Partner gp mMumhber ¢ Company Code COME
Marme
ity
MNawigation
Receivables Down payments Totals Fayment 1ist Chraonalogy
Status |NMT 5T PG| Amount [Due Date Clearing Amount Clear Date|Docho ClearDocho
CO@0Re [ A5E3 | B100 (HL 30,76 |B5SA2/2011 30,76 |B5/02/2011| 47000033809 |PR( 2200080001 7O
CC@IRe [ 503 B100 (HL 30.76 |B5SA2/2011 30.76 |B5/02/2011| 470000033810 PR( 2200000001 70
A5E3| 100 (HL 30, TE- |B5SA2 2011 30.76- |B5/02/2011 | 2200000001 TE | AG( 2200080001 7O
8503 @100 (HL 30.FE- |B5SA2/ 2011 30.76-|05/02/2011 | 220000000170 | AG[ 2200000001 7O
2pEE|B100 261 . F6- |05/02/ 2011 261.76- (054102011 220000000170 ( A6 950000009363
CO@Re [ A5E3] 102 (HL 130.88 |05431/2011 130.88 |05/13/2011| 620000026035 (PR) 9500000A8363
CO@0Re [ A5O3 B102 (HL 34 BB |B5£31/2011 34 B8 |10/05/2011|B20E0A02E6036 |PR( 900000049416
CC@IRe [ 503 A102 (HL 130.88 |05/31/2011 130.88 |05/13/2011| 620000026036 (PR) 9500000A9363
CO@0Re [ A5E3 | B102 (HL G1.52 |05/31/2011 G1.52 |B5¢/31/2011| 62000026036 |PR|GEOALDEOFF2E4
CO@0Re [ 2503 B102 (HL 25.98 |05/31 /2011 25.98 [104/31/2011 | B20000026037 |PR( 140000143630
CO@NRe [ A5E3 ] B102 (HL TO.22 054312011 FO.22 1040542011 B2OE0AO2E603T | PR 900A0E049416
A5E3| @102 (HL G1.52-|05/31 /2011 G1.52-|05/31/2011 | GEOO0AOY Y284 | AG[ GEOAOEOFTF2E4
ABE3| 102 (HL 25.98- 110431 /2811 25.98- 110431 /2011 1400001 43630 | AG( 140000143630
CO@Re [ A5E3] 102 (HL 34 68 |BES30/2011 3468 (1043172011 360000140348 |PR( 1400008143631
CO@0Re [ A5E3| B102 (HL 61 .52 |B6/30/2011 61.52 |B6/30/2011| 360000140348 |PR| 2600008130728
ASE3E102 (HL G1.52-|06/30/ 2011 G1.52- |06/30/2011| 260000130728 | AG[ 260000130728
CO@lRe A583_§1D2 HL 96 .20 |06/ 3072811 96.20 (1043172011 360000140349 |PR( 1400008143631
A503| @102 (HL 96 . 20- 110431420811 96 . 20- (10431/2011| 140000143631 | AG( 140000143631
ABE3| B102 (HL 34 68- 1053142811 34 68- (104312011 1400007143631 | AG( 1400008143631
CO@0Re [ A5E3| 102 (HL 34 .68 |08/01/2011 34 .68 |10/31/2011| 540000035864 |PR( 140000143632
CO@0Re [ A5O3 B102 (HL 61.52 |08/01/2011 61.52 |B8/01/2011| 540000035864 |PR( 100000120910
CO@Re [ A5E3] 102 (HL 21.24 |08/01 /2011 21.24 1143072011 540000035865 |PR| 6200002 FOGET
CO@0Re [ A5E3 | B102 (HL 74 96 | 08501 /2011 F4.96 |[10431/2011| 540000035865 |PR( 140008143632
AEE3| @102 (HL G1.52-|08/01/2011 G1.52-|08/07/2011| 100000120910 | AG( 10Q0QQE120910
A583_§1D2 HL 34 68- 104312011 34 68- 104312011 | 1400001 43632 | AG( 1400008143632
ASH3HA102 (HL T4 96- 1043142011 T4 96- 10431/2011| 140000143632 | AG[ 140000143632
ABE3| B102 (HL 21.24- 11143042811 21.24-|111430/2011 | B2OEOA2706ET | AG| G2OQAQB2FOGET
CO@0Re [ A5E3| 102 (HL 34 .68 |08/31/2011 34 .68 |11/30/2011| 620000145623 |PR| 620000270688
CO@0Re [ A5O3 B102 (HL 61.52 |B8/31/2011 61.52 |B8/31/2011| 620000145623 |PR| 380000151184
CC@IRe [ A5E3 | A102 (HL 96.20 |B8531/2811 96.20 |11/30/2011| 620000145624 |PR| G20Q0002FO6E8
A5E3| 102 (HL G1.52- 08531 /2011 G1.52-|B8/31/2011| 380000151184 | AG( 3BAA0E151184
A503| 102 (HL 96.20- 11430/ 2811 96.20-|11/30/2011| 620000270688 | AG| G20Q002FOGESE
L5312 (HL 34 68- 1143072811 34 68- 1143072011 | B2OE0A27068E | AG| G2OQA0B2FOGES
CO@0Re [ A5E3 | 102 (HL 96.20 |B9/30/ 2811 95.20 |@9/30/2011| 500000146237 |PR( 1800008121733
ABE3| B102 (HL 96 . 20- | 09/30/ 2811 Q6. 20- |B9/30/2011| 18000Q121 733 | AG( 180Q0E121733
A5E3| 102 (HL 96 . 20- | 09/30/ 2011 96.20- |09/30/2011| 130000121733 | AG( 180008121733
CO@0Re [ A5O3 B102 (HL 96 .20 |B9/30/2811 96 .20 |B9/30/2011| 500000146238 |PR( 180000121733
gpee|e10a 104.90-|09/30/ 26811 104.98- |18/05 /2011 |1800Q0121793 (A6 90000049416
CO@0Re [ A5E3 | B102 (HL 96 .20 10431 /2811 96.20 |11/30/2011| 460000145927 |PR| 6200002 FO689
@CO0Re [A503] 0102 [HL 3.92 1ed32en 460000145928 | PR
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CO@0Re | BRE3| 01R2 [HL 1818 |[10/31/2011 18.18 |11/30/2011| 46000E145928 | PR| 6200002 FO6EY

CC@URe | 0503|0102 [HL T4.10 |1e/31/2011 410 |01/03/2012| 460002145928 |PR[ 230000197768
BEO3| B2 (HL Q6. 20- [11/30/2011 86, 20-|11/30/2011 | G2O00Q270689 |G| G200002706EY
503 @102 (HL 18.18-[11/30/2011 18.18-|11/30/2011| B2000Q270689 | AG[ 620000270689
BEO3| 102 (HL T4 10-|01/03/2012 F4.10-|01/03/2012| 230000197 FEE |G| 230000197 FES

@COCNRe | 8503 0182 | HL 96 20 |11/30/2011 490000162816 | PR

@OOURe | 8503 01082 [HL ag . 28 |11/30/2011 49000162817 | PR

CO@ORe | 003 | 0102 [HL a5 . 20 (e/e3/z2e12 96,20 |01/03/2012| 330000204726 |PR| 230000197769

CO@0Re | BRE3| 01R2 [HL 96 28 |(E1/03/2012 896 20 |01/03/2012| 330000204 F27 |PR| 2300060197 769
BEO3| 102 (HL Q6. 20-|@1/e3/2mz2 6. 20-|01/03/2012| 230000197769 | AG[ 230000197 769
BREZ| B102 (HL 96 20- |61 /A3/2012 86 20- |01 /0342012 | 23000E1 97 F6S | MG [ 2300EE19F FEY

CC@0Re | A5O3 0102 [HL aF.aQ (e1/3142012 gy .80 |01/31/2012| 460000338883 |PR| G900Q0523205

COC@ORe | 0bo3| 0102 [HL ay. 8@ (@1/31/2012 gy .80 |01431/2012| 460002338884 |PR| 690000523205
BEOZ| E102 (HL 97 80- @1 43z2me 97 8O- |01/31/2012| BA0O0AS23205 | MG [ BHONAES23 205
BEO3| 102 (HL aF 8o- | inszmz 87 8O- 0143142012 | GA000AG23205 | AG( GI0QAOES23205

COO@ORe | 0503|0102 [HL ay.eQ |(p2/29/2012 97 .80 |02/29/2012| 180000266148 |PR|GO00QE525423

CC@0Re | 0503 | 0102 [HL a7 . 8@ |@2/29/2012 Or 80 |02/29/2012| 180000266149 |PR| 690000525423
BEO3| 102 (HL a7 80-|@B2/28/2M2 97 80-|02/29/2012| 690000525423 | AG[ GO0ROOE525423
BEOZ| B102 [HL 97 80-|02/28/2012 97 8O- |02/29/2012| BA000A525423 | A6 | GAONOES25423

CyyOURe | 0BO3| 0102 [HL ar.eQ |(p4sezizo1z 130000565602 | PR

CyyO0Re | 003 | 0102 [HL ay .80 (p4/p2/2012 130000565603 | PR

Receivables 391 .82 g, o

PRs are payroll results (billed amounts)

AGs are payments received from agencies

Broker bills generated in KHRIS represent premiums and fees for the month in which the
bill is generated. If items are rejected off a prior bill, or if QEs are processed after the

monthly bill has been generated or if payments are received and posted after the monthly
bill has been generated, the items will show on the next month’s broker bill.

When enrollment transactions are processed after the accounting period has been closed,
the bill adjustments for those transactions will appear on the next broker bill. Since the

accounting period is closed, no adjustments can be made to that period. So the
adjustments appear on the bill for the month in which the bill was generated.

A QE which changes coverage from Single to Couple occurs on 3/20
Employee signs update form on 3/31

New coverage becomes effective 4/1

The transaction is processed in KHRIS on 5/12 due to delays in receiving verification
documentation

e The April accounting period has been closed, so the bill adjustment will appear on
the May broker bill and the bill will look as though the event occurred in May

It is recommended that agencies keep track of employees who experience QEs and track

their payments closely to ensure accuracy.
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V. Common Issues

Unable to Add or Change Termed
Employees to Bill

Create New Broker Report ltem E| ﬂ

0 Braker report tem cannat be changed: Selection via insurance object-broker refationshin produced no resuts

I» 1 2 i 4 5 f —of
' select Buziness Partner — Check /Create Cpenttems Erter Amount Enfter Change Reazon  Review and Save  Completed

Check your entries inthe overvies, and choose 'Save',

If you have trouble adding items to your broker bill, contact:

e DEIl health insurance or FSA billing contact to add/change health ins or FSA
items, 502-564-9097

e KGLI contact to add/change life insurance items, 502-564-4774

KHRIS is a date driven system. KHRIS does not expect records to ever be changed after
employment and benefits terminate. There is an “open items” date in the system that DEI or
KGLI can change that will allow bill entries to be added or changed.

You may write the member on the coupon and Financial Management Branch can post the
payment to the agency as an overpayment, which you may subsequently request a refund.
Alternatively, the agency may refund the employee and request a refund from Financial
Management Branch.
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Plan Description Appears in Error on

The monthly employer portion for Standard Couple coverage is $845.62. On the broker bill

Broker Bill

On broker bills for some Quasi agencies, the plan name in the Text column does not match
the Proposed Amount that was billed.

example below, KHRIS billed $486.40, which is the Single employer rate.

333224444

123121234

111223333

123456789

987654321

Brown,Bob (401201

Gray.Greq (011

Pink, Paula (o010t

Euchsia, Frieda (9017011

Black, Bill 03012011

CW Standard PPO NP-Couple (ER)
CW Standard PPO NP-Couple [ER)
CW Standard PPO NP-Couple (ER)
CW Standard PO NP-Couple (ER)
CIY Standard PPO NP-Couple (ER)

4 Q05
CEDE
640 PR
6540 PR
4 Q95

100109938
100131350
100130418
100155542
100214338

This problem has been corrected. All plan descriptions and rates on broker bills should
match employee’s coverage.
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Time Out Error

You have timed out of KHRIS. Error message:

Error when processing your request
what has happened?
The URL http:/fkhris.ky.gov: fsap/bcfwebdynprofsap /MWD _IBR_BR_OVERVIEW was not called due to an errar.

Note
m The following error text was processed in the system EC@:SSR}H (HTTP/SMTP/..) closed after tir@

m The error occurred on the application server khrisecpc3 ECP_00 and in the work process 2,
= The termination type was: ERROR_MESSAGE_STATE

m The ABAP call stack was:
Method: PREPROCESS_REQUEST of program CL_WDR_CLIEMT _ABSTRACT _HTTP===CP
Method: IF_HTTP_EXTEMSION~HANDLE_REQUEST of program CL_WDR_MAIN TASK==============(CP
Method: EXECUTE_REQUEST FROM_MEMCRY of program CL_HTTP_SERVER================(P
Function: HTTP_DISPATCH_REQUEST of program SAPLHTTP_RIUMTIME
Module: %% HTTP_START of program SAPMHTTP

What can I do?

m If the termination type was RABAX_STATE, then you can find more information on the cause of the termination in the system ECP i
m If the termination type was ABORT_MESSAGE_STATE, then you can find more information on the cause of the termination on the 2
m If the termination type was ERROR_MESSAGE_STATE, then you can search for more information in the trace file for the work proce

m If you do not yet have a user ID, contact vour system administrator,

ror code; .r-

R -r 200 - TEMOO01 - E -z ECP - khricecne? FERP OO -wer 2 -d* 0110876 -+ ORS00 -+ EREOR MESSACE STA”
-MTp -0 Sl -Us TeMUUL L -0 E -850 EL Ennsecpca ELF U -wio 2 -00 AU 1INE20 -1 Uaaall -vi ERRUR_MESoAL a1A

HTTP 500 - Internal Server Error
| tour SAP Internet Communication Framework Team

You were working your broker bill, it timed out and now it's locked by you. Any changes
you made since the last time you save the bill will be lost. This is why it is important to
SAVE OFTEN.

Error message:

o Broker report 200000000170 iz locked By U8 a0 0000

There are a couple of options.

Option 1
Close the bill. Wait 15 minutes. After 15 minutes you will be able to open the bill and it will

not be locked.

144



Option 2*

Close the bill and log off the portal. Leave internet browser open. *This method
should unlock

Click on Tools in Internet Explorer. Select Delete Browsing History** your bill, but may
not work in all

p——— cases. If deleting

"l s |KY https ky.gov v| 3 | hed | Ib— browsing history

File Edit Yiew Favorites BGEES Help and rebooting

ﬁ i N : Browsing History.., Ckrl+Shift+Del your computer

does not work,
you will have to
wait until the
next day for the
bill to be open.

**Deleting browsing history will delete all user IDs and
passwords that you have saved for other applications.

Make sure all options are selected. Click Delete.

Delete Browsing History r5__<

Preserve Favorites website data

Keep cookies and temporary Inkernet files that enable vour Favorite
websites ko retain preferences and display Faster,

Temporary Internet files
Zopies of webpages, images, and media that are saved For Fasker
viewing.

Cookies

Files stored on your computer by websites to save preferences
such as login information.

History

List of websites vou have wvisited,

Form data
Saved information that vou have kyped into Forms,

Passwords
Saved passwaords that are automatically filled in when wou signin
ko a website vou've previously visited,

InPrivate Filtering data

Saved data used by InPrivate Filkering to detect where websites maw
be automatically sharing details about your visit,

Abouk deleting browsing history Delete ] I Cancel l

Close browser and reboot your computer. Log back onto KHRIS and your broker bill.
Log on to KHRIS
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Determining when KHRIS has Scheduled
Down Time

The KHRIS system is an integrated system that manages payroll and benefits across the
entire enterprise. Because of this tight integration, there are times that KHRIS may be
unavailable because of scheduled system maintenance or because of running certain
processes that require exclusive access to system records and resources.

While we try to keep these system outages to a minimum (and in most cases, after peak
work hours) there may be times that the system is not available for routine transactions.

To allow you to plan your work schedules accordingly, the KHRIS team has established a website
that all users of the KHRIS system can use to check current system availability and to see a
schedule of planned outages. The website address is:
https://hr.personnel.ky.gov/Pages/SystemSupport.aspx

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
link above.

KENTUCKY

Personnel Cabinet's human resource administrator porta
Services Resources HR Systems Benefit Members and Employees Portal
Home > System Support
System Support
KHRIS
There are no known issues at this time.
CoSs
There are no known issues at this time.

Pathlore

There are no known issues at this time.

Personnel Cabinet Websites

There are no known issues at this time.

NEED ASSISTANCE?

For assistance with any of the systems that the Personnel Cabinet supports, please select from the request types offered at the

bottom of this page.
To watch tutorials or view quick reference guides (QRG) for these request types (support tools) offered below, see the following:

m Request Help or Report an Issue Tutorial / QRG [For All Employees]
m Business Request (replaces Helpdesk) / QRG [For HR Staff Only]
m Request a Change (replaced KCR) / QRG [For HR Staff Only]

Click HERE to learn how to capture a screen shot, which can be very helpful when submitting a request.

System Qutages Calendar
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What to do if the Employee is Not Found in
PA 20

Problem: New employee is not found when creating an item and searching by name.
Check PA20 to see if the employee has been set up in Benefits.

New employees who have not been entered in Benefits may be added to the broker bill by

clicking the Business Partner/contract not available, proceed without business partner radio
button.

Create New Broker Report ltem E m

TS [1] 2 3 a 5 6

Select Business Partner Check § Creste Open fems Eriter Amourt Erter Change Resson Review and Save Completed

Select the business partner and the insurance cortract for which you veant to creste the tem. If these do not yet exist inthe system, you can also creste the broker
report tem without the business partner.
(® Search for business partner and cortract ID
Mame 1 dast name: | YELLOW
Mame 2First name: | YVONNE
In=. Ohbject:

e
< “ Mo buziness pattneriContract information found >
[ ——

(" Business partnerfcontract not available, proceed without business partner

e Search by name and if employee is not found,
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o Click the Business Partner/contract not available, proceed without business partner
e Click Next

Create New Broker Report Hem El m

w1} 2 3 4 5 [

Select Business Partner Check § Creste Open kems Enter Amourt Erter Change Reason Rewview and Save Completed

Select the business partner and the insurance contract for wwhich you want to creaste the tem. If these do not yet exist in the system, you can also creste the broker
report tem without the business partner.

" Search for business partner and contract ID

Mame 1Aazt name: | YELLOW
Mame 2/First name: | YVYONNE

Inz.Chject:

@usiness partneticontract not svailable, proceed without business partner

Liiest 21

e Enter Insurance Object Category
e Enter SSN
e Click Enter Amount

Create New Broker Report ltemn E m

I» 1 2 3 4 5 [ g s—
Select Business Partner Check | Create Open lkems Erter Amaurt Erter Change Resson Review and Save Completed

Busziness partner nat available, proceed with next step

Insurance Object Categary: *(40 ) Hesith Plan (EE+ER)

Social Securty Mumber: * (Mumeriz Format Only '993339333' )

4 Previous (QErter Amou

¢ Enter Amount of payment
e Click Enter Change Reason

Create New Broker Report ltemn E m
p—1 2 3 4 5 6 ]
Select Business Partner Check f Create Open ftems Enter Amount Erter Change Reason Review and Save Completed

Erter the amaunt that you have collectedidizsbursed and alzo enter your retained commission.

ot s

Amournit Proposal: 0.00 UsD

4 Previous Eﬂer Change Reason 2
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¢ Dropdown Change Reason and select a reason
e Enter a note if you desire
e Click Review and Save

Create Hew Broker Report hem E m

» 1 2 3 E 5 6 4

Select Business Partner Check / Creste Open kems Erter Amournt Enter Change Reason Review and Save Completed

Select the reazon for cresting the broker repott item. You can alzo enter a note for yourself or for the insurance processing clerk.

 ———
Change Resson{Mew Participant ‘ﬂ

Mote: newy kire, ins eff 201

e
4 Previous Eﬁeview and Save p

e Verify SSN and Amount
e Click Save

Create New Broker Report kem El m

» 1 2 3 1 5 6 -4

Select Business Partner Check ! Creste Open tems Erter Amournt Erter Change Reason Review and Save Completedd
Check your entries in the overviews, and choose 'Save'.

Insurance Object Category:  Health Plan (EE+ER)
Social Security Mumber:

ftem cat Premium hote:
Change Resson:  Mew Paticipant neswy hire, ins eff 204

Buzinezs Partner:
Customer Contract 1D

tem Category:
Bill Period:
Cost Center:

CUFFEnSY: [

Repotted Amount:

Total Proposed Amount:  0.00

4 Previous

This process creates a SIBRODUMMY and the item will go into clarification when the bill
is released. SIBRODUMMY clarification cases cannot be resolved until the employee
has been entered in Benefits.

FMB, PBB or GLI staff must resolve the clarification case before the amount will show in
biller direct, but the clarifications cannot be resolved until the employee has been
entered in Benefits.
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Problem: An employee who recently transferred to your district cannot be added to the bill.

This error message means that a transfer has not been entered in Benefits for the new
agency:

n mocial Security Mumber already exists in system for ancther user.

If the employee has not been termed from their previous district, you will not see them in
PA20 and you won’t have access to add them to your bill.

If you try to find a transferred employee on PA20 and get an error message you are not
authorized access to the employee, the previous agency has not termed them. You will not
be able to access them until previous agency has termed them and EIB has entered the
transfer.

Do not add them to the bill. If premiums have been deducted and will be sent to DEI or
KGLI, make a note on the billing coupon. List the employee’s name, SS#, payment
amount, whether they are paying health, life or FSA and that they could not be added to the
bill.

If you have any other problems adding employees to your bill, please contact FMB/PBB for
health insurance or FSA questions or KGLI for life insurance questions.
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Determining Insurance Plan & Cost Changes

There are standard KHRIS reports for finding and cost changes for employees. These are:

e ZBNROOO6 — Plan Change History Report
e HRBENO0O073 — Health Plan Costs
e HRBENO0074 — (Life) Insurance Plan Costs

Note: HRBENO0073 and HRBENOQ74 are standard reports. These reports are not tailored
to reflect each employee’s individual coverage. Employees who have special situations like
hazardous duty cross-reference may not be listed correctly on this report. Therefore, ICs
should be aware of special situation and check PA20 to make sure the employees are
entered correctly to ensure bills are accurate.

Instructions for HRBENOQ74 can be found on page 157.

For help with ZBNR0O006 or HRBENOO73, contact Enrollment Information Branch, 502-564-
1205.
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Termed Employees/Retirees on Broker
Bills

A. Retired or termed employees appear on broker bills after employment termination.

Retired, transferred, or termed employees will only appear on broker bills after their
employment ends if KHRIS thinks they owe arrears or have overpaid. Always check PA20
first to ensure that term date has been entered correctly. Both employment and benefits
must be termed.

g) Incorrect term dates lead KHRIS to think the employee either owes arrears or has a
credit, which keeps them on the broker bill.

h) Terms entered on the MUNIS file may not feed to KHRIS.

e If a termed employee appears on the broker bill after they have been termed
in MUNIS, term them in KHRIS.

i) There may be a timing issue between end of employment and effective date of
retirement coverage. This could cause arrears to appear on broker bills.

J) There may be date issues involved in summer transfers. Hiring agencies should
coordinate with the employee’s previous agency to ensure that term and effective
dates agree and premiums are correctly deducted from employee’s pay.

k) Incorrect payment amount may have been entered on a previous broker bill. Check
previous bills to ensure payments were reported accurately.

[) Processing plans or plan changes “out of order” in Benefits Administration may also
cause employees to return to or be dropped from broker bills. Pay attention to
change dates on PA20 to see if plans have been changed out of sequence.

B. Employees that have been retired and have come off the bill may suddenly appear on
the bill again for no reason.

If employees who no longer work for your agency are listed on the bill after their
employment ended, their coverage may not been termed correctly in KHRIS. Check PA20
to verify term date. Incorrect term dates lead KHRIS to think the employee either owes
arrears or has a credit, which keeps them on the broker bill.

Employees may also appear on broker bills if there is timing issue between their last day of
work and when retirement system picks them up.
a) If there is a gap of a month between when your agency last pays for an
employee’s insurance and the time that the retirement system picks them up,
depending on the term date that has been entered for coverage at your agency,
KHRIS could think the employee owes arrears.

Employee’s last day is 6/30/13 and school board does not enter term date for employee.
The employee pays for insurance through June.
Retirement system picks up coverage for the individual effective 8/1/13.

Processing retirement application causes employee’s coverage at school board to be
termed effective 7/31/13, which causes KHRIS to think the employee owes arrears for July.
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b) An employee’s last day of work at your school board was 6/30/13 and the
employee paid through the summer until 8/31/13. But the retirement system picked
them up effective 8/1/13. That employee will have a credit for the month of August at

your agency.

Processing plans or plan changes “out of order” in Benefits Administration may also cause
employees to return to or be dropped from broker bills. Pay attention to change dates on
PA20 to see if plans have been changed out of sequence.
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Premium Amounts Billed Incorrectly

Premium amounts may be billed incorrectly or a full time regular employee may suddenly
change to ¥2 month premium or be deleted from the bill completely.

When an employee is left off the broker bill or their payment amount is incorrect, this may
have been caused by:
c) The individual's payment may have been incorrect on a previous broker bill leading
KHRIS to think the individual has overpaid or owes arrears.

e Remember, if KHRIS thinks an employee has overpaid, the system will use
the credit to pay ahead and the employee will not be listed on the broker bill
or will show a partial payment due.

d) An entry for the individual might have been added to a previous broker bill using an
incorrect Insurance Object. Be sure to choose the correct Insurance Object for the
product being added to the broker bill.

It is very important for each agency to closely check their broker bill each month to
determine that individual employees are billed correctly. KHRIS is a new system and there
will be bugs.

If you find an error on your agency’s broker bill, contact FMB/PBB for health insurance and
FSA or KGLI life insurance issues immediately. You all are an incredibly valuable source of
information for FMB/PBB and KGLI. The earlier FMB/PBB or KGLI is notified of a problem,
the quicker the problem can possibly be corrected.

Remember that ultimately, billing is driven by enrollment. When changes such as

QEs, termination of employment, reinstatements or corrections are made in Benefits
Administration, changes may occur on broker bills.
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Newborn Billing

Pursuant to KRS 304.17A-139, when a newborn is added to KEHP, no additional premiums
can be charged for the newborn for the first 31 days. Newborns must be enrolled within 60
days from the date of birth; however, if Tag-Alongs are being enrolled with the newborn, the
newborn and the Tag-Alongs must be enrolled within 35 days from the birth and additional
premiums can be charged. (From Kentucky Employees’ Health Plan Benefits
Administration Manual.)

To determine how newborn premiums should be charged

Beginning the day after the birth occurs, count 31 days

If the 32nd day falls between the 1st and 15th of the month, the premium will change
on the 16th of that month (half month old rate, half month new rate)

If 32nd day falls between 16th and 31st, the new premium is effective 1st day of next
month

Example 1:
o Employee who has a Single plan has a baby on 7/15 and changes to Parent
Plus
o The 32" day is 8/16
o0 The premium changes 9/1 because they are not changed charged for the first
31 days
e In July, the employee pays Single for the entire month
= In August, the employee pays Single for the entire month
= Effective 9/1, the employee begins paying Parent Plus
Parent Plus coverage becomes effective 7/15, but the employee does not pay the
Parent Plus rate until 9/1.

If persons other than the newborn, or “tagalongs” are added, new premium is
charged from date of birth. Except if the member goes from single to family. For
that, member changes from single to couple effective the date of birth. Then
changes to family following the rules above.

Example 2:
o0 Employee who has a Single plan has a baby on 7/9 and adds their spouse in
addition to the newborn, picking up Family plan effective 7/9
o The birth occurred before the 15" of the month, so the employee begins to
pay Couple rate on 7/1 because they are not charged for the newborn for the
first 31 days
o The 32" day is 8/10, the Family premium will begin 8/16
= In July, the employee will pay Couple for the entire month
= In August, the employee will pay a half month of Couple and a half
month of Family

155



Family coverage becomes effective 7/9. The employee pays Couple rate for July
and half of August and Family rate begins 8/16.
Bill adjustments for newborns must be processed manually. As always, FMB/PBB
appreciates your patience.

Best practice is to keep track of when the infant is born and how much the employee pays
compared to what they owe.

See Chart to Assist in Administering OE of Birth, Appendix J of KEHP Administration
Manual located at http://personnel.ky.gov/Admin%20Manual%202014.pdf for further
information.
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VI. Life Insurance

Life Insurance Plan Report

Go to HRBENOO74 (Insurance Plan Costs). Click on Search Helps button

Insurance Plan Costs
T &
I Further selections ‘ Search helps j 5 Org. structure
| Key date
(%) Today
(")0ther keydate
 ——
Key Date
|| Selection
Personnel Mumber
|| Additional selection
Benefit area [o1]
1st Program Grouping fo
2nd Program Grouping to
Benefit plan to

Select “K” Organizational Assignment. Click the Green Check Mark.

[& Restrict Value Range (1) 20 Entries found

Owmnership matchcode (non applicable) -
PDC error indicator -
Personnel ID Number

Part-time employees (D)

Buyer

Construction industry - organizational assignment

Date of birth

Sickness cert.data (A)

IC number

Last name - first name - birth name

: Organizational assignment

Time Data Administrator

Schedules

Last name - First name

HR Master Record: Infotype 0302 (Additional Actions)
Last name - First narme (KR)

Person ID

Q Constituent Services Number (ML)

R Employee's application number

S  Personnel numbers with trip data by organiz. assignment
T  Personnel numbers with trip data
u
W
w

vozzrlaRl“~Teannmoo o> xf

System user name
Person in charge of sales
Payroll correction run

A S R | R - X S

30 Entries found




Enter Organizational Unit pertaining to your Location. (You can find your organizational
unit in KHRIS Agency Codes in this User’s Guide.)

Click the Green Check Mark.

[& Restrict Value Range 3

_ Restrictons |

Personnel area
Personnel subarea E
Employee group H &
Employee subgroup |_| &
Payroll area |_| 2
"
Company Code =
Cost_Caai - o>
e
L . S
~ Drgan?atpnal unit . ) = |
Organizational Rey I | =
Administrator group &
Tirme administrator E
Last name | |
First name | |
@D /=(@x]
Click L Execute.
Insurance Plan Costs
& &
Further selections ]’P Search help K 5 Org. structure
Key date
(®) Today
() Other keydate
Key Date
Selection
Personnel Number
Additional selection
Benefit area ’m
1st Program Grouping fo
2nd Program Grouping fo
Benefit plan to
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The screenshot below is what the generated report should look like, if you scroll down you
will find Optional and Dependent Coverage’s with proper plans and premiums.

Important note: When the report was generated there were columns that were hidden. In
order to hide columns after the report has generated, right click on the column you wish to
hide and click HIDE and that column will disappear from viewing.

The columns that you will find most useful are:

Benefit plan text (Plan Types: Basic, Optional, Dependent)
Pers. No.

Name

ID Number (Social Security Number)

G (Gender)

Entry

Part.date (Participation Date)

Insurance option text (Coverage Volume)
EE Cost

ER Credit

Ins. Cov. (Insurance Coverage)

Birth date

To print, click Local File EI

Insurance Plan Costs

@ AFF = 2 E@Tum @as

Insurance Plan Costs

Key date 04/11/2014
Benefit area 01 Comm of KY

Per Period text ~| Plan | Benefit plan text | Pers.No. | Name 1D number Rag G Entry Part.date Option | Insurance option text
2 Semi-monthly BS01 Basic Life and AD&D 010101 Blue, Bonnie 010-11.0101 OH F  10/15/2013  12/01/2013 0001 $20,000
2 B501 8777 White. Wavne 999-98-8777 KY M 03/01/2011 01/01/2010 0001 $20,000
2 B501 654321 Black, Bill 087-65.4321 KY F  03/01/2011  01/01/2010 0001 420,000
2 B501 21444 Orange, Olivia 333-21-4444 KY F  08/15/2012  10/01/2012 0001 $20,000
2 B501 541234 Purple, Penny 678-54-1234 KY F  07/01/2012  07/01/2012 0001 $20,000
2 BS01 121234 _Cray, Greg 123-12-1234 Ky F 08/15/2011 10/01/2011 0001 £20.000

Click Spreadsheet. Click the Green Check Mark.
In which format should the list
be saved ?
(Ounconverted
(#) Spreadsheet
(O Rich text format
(JHTML Format
(1In the clipboard
x|
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Click on your match code button below.

[ Insurance Plan Costs

Directory  \\pers522\home$\PER1184\SAP\SAP GUI\ )

File Narme |txt |ﬂ]

Encoding |

[Generate ][ Replace ][ Extend ]E]

A new window will open allowing the report to be named, once named click on save.

Save in: |- Desktop "l
;:T._“_ = =g Librari
rdly ibraries -
.;-l.-ﬁ Q Systern Folder
Recert Places
-I h Systern Folder
T 7 | Computer
E _ Systern Folder
Libraries
—_— = Metwoark
&ll @ Systermn Folder

o

Computer L Agency Contacts
? I, File folder —
i Daily Wires FSA-HRA & ~
Metworlc —_— e — —_—
File name: -
S > (G|
Save as type: | Text Files (*.bet) - | Cancel
Encoding: | - |

Click Open. This will allow you to open the Excel report and to allow print capabilities.
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VII. Flexible Spending Account Issues

Transfers/Reinstatements with FSA’s

At this time, please send ALL transfers and reinstatements to:

Member Services Branch
Attn: Flexible Benefits
501High Street, 2" Floor
Frankfort, KY 40601

We are currently working with Humana and the KHRIS team for a fix to this issue. There is
not an estimated time for this fix, however; we will develop processes for enrollment and
billing when this known issue has been corrected.
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FSA/MUNIS Deduction Amount Issue

This section is excerpted from joint communication titled RE: Action required by 3/16/12
regarding Importing and Making Payment for FSA Elections, issued March 1, 2012 by KY
Department of Education (KDE), Department of Employee Insurance (DEI), and Division of
Technology Services (DTS).

This section includes instructions for processing FSA deductions for employees whose
annual election amount is not evenly divisible (to the exact cent) by 12 or 24. In most
school districts, this issue applies to only a small number of employees.

The daily import file from KHRIS to MUNIS contains annual FSA election amounts. The
amounts represent the actual election amounts as requested by the employee. This
amount is then divided by 12 or 24 when it is imported to MUNIS to provide the amount that
will be processed as a payroll deduction. If the amount is exactly divisible by 12 or 24,
there are no problems.

If the amount is not exactly divisible (to the exact cent) over 12 or 24 checks (also known
as billing cycles), the amount must be rounded to the nearest hundredth to allow MUNIS
payroll to deduct per-check amounts. KHRIS also divides this amount to a per-billing-cycle
amount.

This rounding is the root of a discrepancy between what is billed through KHRIS and what
is deducted through payroll. Included here are 2 suggested solutions to assist you in
managing this difference.

Below is an example of how an FSA is handled by KHRIS billing. While the employee
amount will differ whether you are 12 pays or 24 pays, the emphasis from the example
below is on the rounding. The logic regarding rounding - whether the deduction rounds up
or not - is the same whether you are 12 or 24 pays. Review both examples so you can see
how the system handles rounding up versus rounding down.

Example 1: 24 Checks, $2,000 employee election:

$2,000 + 24 checks = 83.3333. KHRIS bhilling will show $83.33 for 23 bills, and
$83.41 for the last bill. The extra pennies (.08) are added to the last bill. MUNIS will
also deduct $83.33 from each check, but the district must do a manual catch-up to
deduct extra .08 at year-end by changing the deduction in MUNIS to $83.41.

Example 2: 12 Checks, $2,000 employee election:

$2,000 + 12 checks = 166.6666. KHRIS billing will show $83.33 for 23 bills and
$83.41 for the last bill for the total $2,000. However, MUNIS rounds the monthly
amount up to $166.67, which is .01 more than the bill ($83.33 x 2 bills per month =
$166.66 per month). The district must apply the payment which puts the employee
out of balance each month. Consequently, the district must reduce the last
deduction in MUNIS to $166.63 to balance for the year.
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The question for districts is whether or not to adjust the deduction amount in MUNIS now to
eliminate the 1-cent discrepancy each month, and then, make another adjustment in
MUNIS at year-end to ‘balance’ the additional cents added on the final KHRIS bill.
Alternatively, districts may choose to adjust the monthly KHRIS bill each month to match
the actual deduction amount withheld in MUNIS and then ‘balance’ at the end of the year.

For MUNIS instructions, see joint communication titled RE: Action required by 3/16/12
regarding Importing and Making Payment for FSA Elections, issued March 1, 2012 by KY
Department of Education (KDE), Department of Employee Insurance (DEI), and Division of
Technology Services (DTS).

163



VIII. Additional Resources

Advanced Reconciliation Techniques for
Larger Agencies

Exporting the Broker Bill to Excel

Reconciling your bill involves comparing the remittance file or payroll deduction list to the
Proposed Amounts on the broker bill to determine changes that need to be made on the
bill.

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

e Health departments or QUASI agencies will need to reconcile their payroll deduction
list to the Proposed Amounts on broker bills.

To reconcile the broker bill and remittance or payroll deduction file, it may be helpful to
export bill into Excel and compare each employee’s billed amount to the amount they paid.
You may choose to export the standard view or a customized view.

For smaller agencies with few employees, this comparison may easily be accomplished
manually; for larger agencies, this may require doing a comparison between billed and
remitted amounts using a program such as Excel.

We have prepared tutorial on best reconciling practices in “Comparing Employee Amounts
on Remits and Bills” in section V of this User Guide.

Bills can’t be printed directly from KHRIS. If you want to print the bill list, it must be
exported to Excel or notepad.

Hold down the Control key while exporting to avoid the pop-up blocker. Hold the Control

key down until the exported file opens or the pop-up blocker will kick in and you’ll have to
start over again.
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To export the broker bill to Excel:

In Proposed Items, select view you wish to export by clicking the View drop down and

selecting View.

Broker Name:

Broker Report (800000000170)

Broker Contract: Status: Open

Worklist ltems

Overview Total Premiums: 11,525.20 USD
Proposed tems Total: 11,525.20 USD

Proposed Amounts

Proposed Broker Report ltems

Processed kems

[ Detailz | [ confirm | [ Change || Rejec

Wi £al
oA
B ten Faa uri]
Health
T .
Life

Totals

J BT [[Standard Wisw]

Click Export button. Click Export to Microsoft Excel

Hold down the Control Key and click Export, then click “Export to Microsoft Excel tag”.
*Continue to hold down the Control Key until exported file has opened.

Overview
Proposed ktems

Worklist ltems

Processzed Items

Broker Report (800000000170)

Broker Name: Broker Contract: Statuz: Open

Proposed Amounts
Total Premiums: 11,525.20 USD
Total: 11,525.20 USD

Proposed Broker Report ltems

| Details || Confirm || Change || Reject || Create liem a || Add to Worklist || Update Propozed Am

View|Hsﬂrth |v| Display As
— - —
. ttem D Social Security Number Lxport to Microsoft Excel 3
=)
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A pop-up blocker may appear. To avoid, hold down the Ctrl button and click Export. Hold
the Control key down until the export appears.

If the pop-up-blocker appears, right click the pop-up blocker, and then click Download

File.

ﬂ, To help protect vour security, Internet Explorer blocked this site from downloading files to vour computer, Click here for aptions. ..

Broker Name:

Broker Report (800000000170)

Broker Contract: Statuz: Open

Download File,

‘What's the Risk?

Information Bar Help

Sgve || Relegze

KHRIS will return to the Overview screen.

Broker Report (800000000170)

Broker Name: Broker Contract: Statuz: Open

Broker Report Status

Status: Open Search Term; 20110829RR002
Proposed ltems Created on: 08/28/2011 08:22:34 Changed on: 0&8/28/2011 08:22:34

Changed by: RRAYMENT

Worklist ltems

Processed ltems The proposalz offzet the report amountz2 against the proposed amounts.
ltem category Amount Proposed Amount  Currency
Premium 0.00 11,525.20 | USD
Tatal nnn 11 52520 | 1SN0

Perzonalize

This is a KHRIS quirk. After you export one bill view, the others can be exported without

having to right click the pop-up blocker. If you close the bill or time out between exporting

views, you’ll have to go through clicking the pop-up blocker again.

Click Proposed Items again.

Choose View to be exported again.
Click Export again.

Click Export to Microsoft Excel again.

Broker Report (800000000170)

Broker Name: Broker Contract: Status: Open
Proposed Amounts

Overview Total Premiums: 11,525.20 USD

Proposed ltems Total: 11,525.20 USD

Worklist ltems

Proposed Broker Report ltems

Processed ltems | Detailz || Confirm || Change || Reject || Create ltem « || Add to Worklist || Update Proposed Ami

View |Health |*| Display As

B tem I Social Securty Number
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Click Open

File Download

x)

Do you want to open or save this hle?

@ j Mame: expoart,xls
[Hl Type:  Microsoft OFfice Excel 97-2003 MWarksheet

Fram:  khris.ky.govy

m [ Save ] [ Carncel

l--' While filez from the Internet can be uzeful, zome files can potentially
,QJ harm pour computer. If you do not trust the source, do not open or
= zave this file. What's the risk?

Click Yes

Microsoft Office Excel

! E The file you are trying ko open, ‘export[1].x1s', is in a different Farmat than specified by the file extension, Yerify that the file is not corrupted and is from a trusted source before opening the file, Do you want to open the file now?

Remember to delete the total line from the spreadsheet before you total the Proposed
Amount column. The total may have been placed at the top or bottom of your list.

The spreadsheets used for this example are saved in a Microsoft Office Excel 2007
workbook.

The total line is yellow.

= - B
Past - -
i [ [ S A~ |52 =|| 2| |8 %8| =} Cell Styles ~
Clipboard ™ Font ] Alignment P MNumber & Styles
| B4 - fe
C D E F
1 =ms that vou have confirmed, changed. rejected or created.
2
3 Description Proposed Amount |Product Text Billj
4 | 103363000000.00
5 | Brown, Bob 0.00 10 CW Optimum PPO NP -Couple (EE} 02/
6 | Gray, Greg 51.52 "0 CW Optimum PPO NP -Single (EE} 02/
T | Pink, Paula 55.40 "0 CW Optm Prime NP-Family (EE) 024
8 | Fuchsia, Frieda 5152 "0 CW Optimum PPO NP -Single (EE} 02/
g _ Black, Bill "R4 TR "0 CW Iasdmum Che TP - Couple (FFY (02
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Right click on the highlighted line.

S A i A N s A = Cemsoes - = rom|
Clipboard ™ Font [Fi Alignment (] Mumber = Styles Cell
ca v (- £ |
C O E F G
1 =zms that you have confirmed, changed, rejected or created.
2
3 Description |F'rupused Amount [Product [ Taxi Bill Period
4) 103353000000.00
5 | Brown, Bob .00 10 CW Optimum PPO NP -Couple (EE}  02/01/2011
f | Gray, Greg "61.52 0 CW Optimum PPO NP -Single (EE)  02/01/2011
7 | Pink, Paula "53.40 0 CW Optm Prime NP-Family (EE) 02/01/2011
Click Delete.
b T = - | IE_I|‘V_| T ey 5=z =
Clipboard T« Font IF Alignment IFi Number T« Styles Cells
ca - fe |
C D E E G
1 2ms that you have confirmed. changed. rejected or cre{Arial =10 - A" A7 § -~ % » F
2
3 Description [Proposed Amount [Product [ —— | Period |[f
4 [103363000000.00 I
5 | Brown, Bob 0.00 10 & | Cut 0172011 "
G | Gray, Greg 51.52 "0 By Copy Hot/2011 "
7 | Pink, Paula 55 40 "0 B paste o1/2011 "
8 | Fuchsia, Frieda 6152 "0 = bo1/2011 "
g | Black, Bill 6478 "0 Faste Special.. V012011 ©
10 | White, Wayne "164 78 "0 Insert 0152011
11 | _Green, Gary 6162 "0 - 1012011 "
12 | Blue, Bonnie 192 40 "0 a> b01/2011 "
13| Yellow, Yvonne  "36.54 "0 AT A E b01/2011 "

The triangle E in the upper left corner of Product code and Proposed Amount
column is an error warning. The numbers stored in those cells are stored as text and
must be converted to numbers before any calculations can be made.

The Proposed Amount and Product code may not be numbers formatted as text when
you export your bill. If these columns are formatted as numbers, skip this step.
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To convert number stored as text to number:
Click on any cell in the sheet.

- — — T =T T i op—
Clipboard ™= Font ] Alignment ] Number M Styles Cell

DS - | 6152

L D Product =
1 z2ms that you have confirmed. changed. rejected or created.
2
3 |Description |Proposed Amount|Product | Text [Bill Period
4 | Brown, Bob '0.00 10 CWW Optimum PPO MNP -Couple (EE)  02/01/2011
5 | Gray, Greg < rI31.52 I10 CW Optimum PPO MP -Single (EE)  02/01/2011
6 Pink, Paula '68.40 0 CWW Optm Prime NP-Family (EE) 02/01/2011
7 Fuchsia, Frieda 6152 10 CW Optimum PPO MP -Single (EE)  02/01/2011
8 | Black, Bill "364.75 10 CW Maximum Che NP -Couple (EE}  02/01/2011
9 white, Wayne '364.78 10 CW Maximum Che NP -Couple (EE)  02/01/2011
| 10 Green, Gary 152 "0 CVY Optimum PPO MNP -Single (FE)  02/01/2011

Scroll down until the column headings can’t be seen. Two or three lines is enough.
To highlight entire column, click on the letter above the column which contains the
Proposed Amounts.

] =rTan ™ T == = Serreran o =1

_j Ga |m 7 U-[AA|IE=E=EH %% | igF Format as Table - = Delet

g E oA =]l = Cell stes - Shroms
Clipboard ™ Font F} Alignment_ (] Mumber = Styles Cells

| D4 - J | 0.00
5 D E F G

4 | Brown, Bob <& [0.00 10 CW Optimum PPO NP -Couple (EE)  02/01/2011
5 | Gray, Greg 61.52 10 CW Optimum PPO MNP -Single (EE)  02/01/2011 ]
£ | Pink, Paula 68.40 10 CW Optm Prime NP-Family (EE] 02/01/2011
7 | Fuchsia, Frieda 61.52 10 CW Optimum PPO NP -Single (EE)  02/01/2011
g | Black, Bill 364.78 10 CW Maximum Che NP -Couple (EE)  02/01/2011 ]
9 | White, Wayne 364.78 10 CW Maximum Che NP -Couple (EE)  02/01/2011 i
10 | Green, Gary 61.52 10 CW Optimum PPO NP -Single (EE)  02/01/2011
11 | Blue, Bonnie 192 40 10 CWW Opt PPO NP-Parent Plus(EE) 02/01/2011

Click the drop down arrow for the error message box. Click Convert to Number.

= = — T - - m—— S —————T
Clipboard ™ Fant IF] Alignment LF] Number M= Styles Cells Editing
| D4 . fe | 0.00 ¥
C D E F G H =
4 | Brown, Bob @.UU l'::‘l[] CW Optimum PPO MP -Couple (EE)  02/01/2011 00110385 "82001¢
5 | Gray, Greg = * CW Optirmum PPO NP -Single (EE)  02/01/2011 100131715 "§2001¢
& | Pink, Paula TGy HIERE 22 VR CW Optm Prime MP-Family (EE) 02/01/2011 00011357 "92001¢
7 | Fuchsia, Fried CW Optimum PPO NP -Single (EE)  02/01/2011 ™00070840 "52001¢
g | Black, Bill — CW Maximum Che NP -Couple (EE)  02/01/2011 M00062631 "2001¢
9 | White, Wayne =P CW Maximum Che NP -Couple (EE)  02/01/2011 00071756 "2001¢
10| Green, Gary Ignore Error CW Optimum PPO NP -Single (EE)  02/01/2011 00004285 920010
11| Blue, Bonnie e o T e CW Opt PPO NP-Parent Plus(EE)  02/01/2011 ™00064729 "52001¢
12 | Yellow, Yvonn - CW Capitol Ch NP - Single (EE) 02/01/2011 ™00000101 "82001¢
13 | Purple, Penny Error Checking Options... CW Capital Ch NP - Single (EE) 02/01/2011 100025813 "32001C
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Numbers are now stored as numbers in the highlighted column.

Paste oy ||| S| e B | e o= o
- F || A ES ;?I@ 0 s (5 Cell Styles - F&ll For
Clipboard T Font (] Alignment (] Mumber = Styles Cel

| D4

& E F G
4 | Brown, Bob CW Optimum PPO NP -Couple (EE)  02/01/201
5 | Gray, Greg CW Optimum PPO NP -Single (EE)  02/01/201
g | Pink, Paula CW Optm Prime NP-Family (EE) 02/01/201
7 | Fuchsia, Frieda CW Optimum PPO NP -Single (EE)  02/01/201
8 | Black, Bill CW Maximum Che NP -Couple (EE)  02/01/201
9 | White, Wayne CW Maximum Che NP -Couple (EE)  02/01/201
10 | Green, Gary CW Optimum PPO NP -Single (EE)  02/01/201
11| Blue, Bonnie CWW Opt PPO MP-Parent Plus(EE) 02/01/201
12 | Yellow, Yvonne CWy Capitol Ch MNP - Single (FE] 02/01/201

While the column is highlighted, right click anywhere in the column and click Format Cells.

— 3 B I U A A === =" |$_v Ta * ||| d3% rormat as table -
Faste 7 ][ A |25 =1l | |0 .00 () all Shilag
Clipboard Font mil o afi@ T CJA A8 % jh"fi
D4 -~ [ ™ i;_ | B I E - & - & - Tlig -;-D.g
C D = =
4 | Brown, Bob &  Cut uple (B
5 | Gray, Gary 61.5| 53 | Copy ingle (E
5 | Pink, I.Daula. Ga. B, paste Iy (EE)
7 | Fuchsia, Frieda 615 _ ingle (E
2 | Black, Bil 3647 6 uple (E
g | White, Wayne 3647 Insert uple (B
10 | Green, Gary 61.5 Delete ingle (E
11 | Blue, Bonnie 192 lusiEE
12 | Yellow, Yvonne 36.5 Clear Contents (EE)
173 | Purple, Penny 36 5 @ (EE]
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On Number tab, click Number and Two (2) decimal places should be selected.

Click OK.

Format Cells

'w Alignmant || Faont || Border || Fill || Proteckion
Cakegory:
General Sample
6152
Currency ' —
Accounting Dacirnal ol _
Date Decimal places: ‘.m
Time [ Use 1000 Separator {,)
Percentage
Fraction Megative numbers:
Scientific -1234,10
Text 1234,10

Special
Custom Gy o

Mumber is used for general display of numbers. Currency and Accounting offer
specialized formatting For monetary value.

(@)

Before you total the Proposed Amounts, check the range of cells that will need to be
summed.

Clipboard T Font = Alignmen
) ot
AL06 v \s Jx | Column D, row 4 is the
C D 1% cell that contains a

1 =ms that you have confirmed, changed. reject Proposed Amount
2
3 Description |Proposed Amount] 4~
4 | Brown, Bob. 0.00
5 | Gray, Greg 61562
f | Pink, Paula A
Clipboard ™= Font L] Alignment ] Mumber

D32 - (> fe |

A B C O .
25 02/01/2011 000000020 Scarlet, Sam 36.54 Column D, row 30 is
26 02/01/2011 000000021 Sapphire, Scott 41710 the last cell that
27 | 0270172011 000000022 Ruby, Rich 118 .66 contains a Proposed
28 | 02/0172011 000000024 Emerald, Elijah 61.62 Amount
29 | 020172011 000000025 Rust, Ralph 36.54
30 02/01/2011 000000026 Lavender, Lucy (192.40)
1 2823 46
32
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To total Proposed Amount column, scroll to the bottom of the list.
Click in the cell under the last item. This is where the total will be displayed.

Click AutoSum, which is located on the Home tab.

[+ ]
—/ @ Insert Page Layout Farmulas Data Review View Developer

= X Arial -l - == 5 Number - | (B Conditional Formatting = || 3*=Insert -

_j B3 ([B F U-|A L |E===-|% - % »| BErFormatasTable - I Delete ~

Past = feerd

a;.: : F || EE &y - ﬁ &l =|| @F_*| S i |_'f') Cell Styles = sz Format Average
Clipboard ™ Fant F] Alignment (] Mumber = Styles Cells Count Numbers

| D34 - (> fe | e
L D E F G Min

82 |Navy, Nicole 51.62 "0 CWW Optimum PPO NP -Single (EE)  02/01/2011 9200 Mare Funchions
33 | Peach, Pat 18240 "0 CW Optimum PPO NP -Couple (EE}  02/01/2011 5200 =
84 | Turquoise, Ted 61.52 M0 CW Optimum PPO NP -Single (EE)  02/01/2011 5200100478 Stand;
35 | Crimson, Cindy {36.54)M0 CWW Capital Ch MP - Single (EE] 02/01/2011 9200100478 Stand;
36 | Turquoise, Ted 61.52 "0 CW Optimum PPO NP -Single (EE}  02/01/2011 5200100478 Stand:
87 |Olive, Otis 36.54 M0 CWW Capital Ch MP - Single (EE) 02/01/2011 9200100478 Stand;
38  Maroon, Mary 41710 M0 CW Maximum Che NP -Couple (EE}  02/01/2011 8200100478 Stand:
39 |Kelly - Green, Kim 11866 M0 CWW Maximum MP-Parent Plus (EE)  02/01/2011 200100478 Stand;
90 | Rose, Rhett 36.54 M0 CWW Capital Ch MP - Single (EE) 02/01/2011 9200100478 Stand;
91 | Cyan, Claire 61.52 M0 CWW Optimum PPO NP -Single (EE}  02/01/2011 9200100478 Stand:
92 | Taupe, Trent 36.54 M0 CW Capitol Ch MP - Single (EE) 02/01/2011 9200100478 Stand;
93 | Mauve, Mindy {192.401M0 CWW Opt PPO NP-Parent Plus{EE) 02/01/2011 9200100478 Stand;
94
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e Ensure that the correct range of cells is specified in the AutoSum formula.
S IR T T ;__E_;__E”@?_ | Toon o0 = Erormat A" Filter = Select =
Clipboard s Font Alignment Mumber Cells Editing
SUM -2 Xv‘fr@
i 478 Feb bill export [Compatibility Mode]
A B C D E F

1 |Contains all proposed broker report items that you have confirmed, changed, rejected or created.

2

3 ltem ID |Social Security Mumber |Description Amount |Product |Text

4 booosy 000000001 Brown, Bob j U.Uﬂ'ﬁﬂ CW Optimum PPO MNP

& foooogg 000000002 Gray, Greg :i G1.52 ,"1[] CW Optimum PPO MNP

& foooo1o 000000003 Pink, Paula :i Ga.40 ;’1[] CW Optm Prime NP-F

7 foooos2 000000004 Fuchsia, Frieda ! 61.52 Y10 CW Optimum PPO NP

8 nooo4r 000000003 Black, Bill 5 36478 ,'1'1[] CW Maximum Che MNP

g 000051 000000004 White, Wayne E 36475 Y10 CW Maximum Che MNP
10 000003 000000005 Green, Gary :: 6152 110 CW Optimum PPO MNP
11 000048 000000006 Blue, Bonnie :: Ga.40 5'1[] CWW Opt PPO NP-Pare
12 foo0013 000000007 Yellow, Yvonne } 36.54 ?'1[] CWW Capitol Ch NP - Si
13 foooo02s 000000003 Purple, Penny i 36.54 ;’10 CW Capitol Ch MP - S
14 f00006R 000000005 Orange, Olivia ,'i 36.64 ;'1[] CWW Capitol Ch MP - Si
15 000075 000000010 Magenta, Mae ! 36.54 110 CW Capitol Ch NP - Si
16 D000R3 000000011 Adua, Alexa 5 192 40 ﬁ[] CWW Opt PPO NP-Pare
17 fo00039 000000012 Coral, Christy ; G1.52 .':'1[] CWW Optimum PFPO MNP
18 foooo027 000000013 Red, Ron f 192 .40 .':'1[] CW Opt PPO NP-Pare
19 f000101 000000044 Violet, Vern { 288.60 .':'1[] CW Opt PPO NP-Pare
20 000029 000000015 Gold, Gina j G162 ?’10 CW Optimum PPO MNP
21 (000096 000000016 Silver, Sarah :i 192 40 ,"1[] CW Optimum PFPO MNP
22 Doooor 000000017 Copper, Carol ] G1.52 ,"1[] CWW Optimum PFPO MNP
23 'Do0062 000000013 Topaz, Tom ! 36.54 110 CW Capitol Ch NP - Sif
24 00056 000000019 Blush, Brenda { G1.52 5'1[] CW Optimum PPO NP
25 00094 000000020 Scarlet, Sam E 36.54 10 CWW Capitol Ch MNP - Sif
26 000050 000000021 Sapphire, Scott :: 41710 5'1[] CW Maximurm Che MNP
27 000070 000000022 Ruby, Rich 5 118.66 5'10 W Maximum MP-Pard
25 Do0020 000000024 Emerald, Elijah I G152 E'HJ CW Optimum PPO MNP
29 "Dooo11 000000025 Lavender, Lucy :i 36.54 ;’10 CWW Capitol Ch MNP - Sif
30 faoooad 000000026 Ecru, Elsie ! : 00 CW Opt PPO NP-Pare
a1 D4-030)

32 SUMnumDberl, [number], ...

33

If the correct cell range is listed, hit enter key.
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-7 EE (W% -
Clipboard M= Font ] Alignment ] Mumber s
D31 v fe | =SUM(D4:D30)
A B C D H
25 02012011 000000020 Scarlet, Sam 36 54
26 | 02/01/2011 000000021 Sapphire, Scott 41710
27 | 02/01/2011 000000022 Ruby, Rich 118.66
28 02/01/2011 000000024 Emerald, Elijah 61.52
29 02/01/2011 000000025 Rust, Ralph 36.54
30 02/01/2011 000000026 Lavender, Lucy (192.40)
31 | 2323.45!
32
13

If total line had not been deleted, that figure would have been included in this total.

To Save the spreadsheet: Click Microsoft button in top left corner

@ HEFi Az -&-9- = export[1] - Microsoft Excel - = x
lv View Developer @ - 2 X
\j Mew SRR AT ST F«__.h Conditional Formatting = j‘ﬂlnsert hs X - % ﬁ
=5y Excel Werkbaok 3% Format as Table ~ % Delete - || (8]~
~ iHl | Save the file as an Excel Warkboaok, Lot Sort & Find &
}f Cpen L‘f}CEII Styles ~ sz Format = || &2~ Fikter = Select =
Excel Macro-Enabled Workbook L Styles Cells Editing
II? Caonvert [E3M] Save the workbook in the ¥ML-based and *
- macro-enabled file format, =
[r;' Excel Binary Workbook F G J
H Save [moen| Save the warkbook in a hinary file format
optimized for fast loading and saving.
— T o [Bill Period [Cost Center [Note [Chang
a seveds |88 ( %ﬂj EE: a_cc-: °ftho°rw:r‘|)cbookthat i 1 PPO NP Couple (EE)  02/01/2011 5200100478 Transf
T T e Y 1 PPO NP -Single (EE)  02/01/2011 8200100478 Stand
@ e 5 ime MNP-Family (EE]) 02/01/2011 8200100478 Stand;
- .y P e & . | 1PPONP -Single (EE)  02/01/2011 5200100478 Stand;
P g oribaek e Hpen Bocumen n Chc NP Couple (EE)  02/01/2011 8200100478 Stand
5% Prepare  » n Che MNP -Couple (EE}  02/01/2011 5200100473 Stand;
Q EDForxes . 1 PPO NP -Single (EE)  02/01/2011 8200100473 Stand
— == Publeh 2 copy of the workbook asa PDF of | ) Np_Parent Plus(EE)  02/01/2011 39200100478 Stand.
IE Send ¥ th NP - Single (EE) 02/01/2011 "3200100478 Stand;
|_E' ! Qther Format.s o th NP - Single (EE) 02/01/2011 8200100473 Stand;
7 Publish > T th NP - Single (EE) 02/01/2011 8200100478 Stand:
= ' th NP - Single (EE) 02/01/2011 9200100473 Stand;
% )} NP-Parent Plus(EE] 02/01/2011 8200100478 Stand;
| Close 1 PPO MNP -Single (EE)  02/01/2011 6200100478 Stand;
)} NP-Parent Plus(EE] 02/01/2011 8200100478 Stand;
£ Excel Options | [ X Exit Excel |) NP-Parent Plus(EE) 02/01/2011 /9200100478 Stand{=|
UE DU T anerne T b S FFPO NP -Sil'lg|8 [EE] 02/01/20M '92001004?3 Stand;
LA . . . N LA
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When Save As box opens, click in File name, “name” the export, then click Save.

Save As @
Save in: ||D My Documents v| @-0h X i E-
- &
=
My Recent =
Documents =
— =
@ E
Deskkop =
i
"N i
2 |&

My Documents

-

My Computer

@.,

Ity Metwark

Places
save asbype: |Excel 97-2003 Workbook v |

Take the check mark out of “Check compatibility when saving this workbook.” Then click
Continue.

Microsoft Office Excel - Compatibility Checker

The following features in this workbook are not supported by earlier versions
of Excel, These features may be lost or degraded when you save this

a workbook in an earlier file format, Click Continue to save the workbook
anyway. To keep all of your features, dick Cancel, and then save the file in
one of the new file formats.

surmnmary MNumber of occurrences
Minor loss of fidelity \!;)
Some cells or styles in this workbook contain formatting that is not .
supported by the selected file format, These formats will be Hel
converted to the closest format available, o=

Check compatibility when saving this workbook,
[ Copy to Mew Sheet ] {  Continue | [ Cancel ]

Your workbook has been saved. (There is no message to verify successful save.) Older
versions of Excel will be saved differently.
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E3 Microsoft Excel - remit-bill comparison

@_] Eile Edit Mjew Insert  Format  Tools Data  Window  Help

HANER= RERE TR RNk WP PR e A R ek N AN YR AN

H2 & ﬂnSuml
A B C O E F = H |
1 Co# 55N Last First BP EE Arrears EE Total
2 165| 000000001 Ecru |Evan F2009 0 26500
3 165| 000000003 Red- | Rita 72009 0 10318

e Click File and select Save As from the dropdown box or
o Click k=l and select Save As

Compare each individual on the bill to the remittance/payroll deduction file to

determine which employees need to be changed, added or rejected on the bill.

For small school boards, QUASI agencies or Health Departments this comparison can
easily be done manually.

Larger agencies may wish to export their broker bill and remittance file/deduction register to
Excel to make this comparison. See next section for instructions.
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Comparing Billed and Remitted Amounts in
Excel

In order to compare the amounts, remittance file/payroll deduction register and broker bill
must be exported to Excel and saved to a single workbook.

This example uses a simulated MUNIS remittance file and a simulated broker bill.

QUASI agencies and Health Departments do not use the MUNIS system. Your payroll
deduction list or register could have different column headings, but the general idea is
the same.

If the steps in the example do not apply to your agency, skip to the next step.

!
o | N e
v v | Gemid), bl combo ¥

cary | 73 R

To find differences between remittance/payroll deduction amounts and Proposed Amounts
for employees,

1. Convert MUNIS remit file to Excel and save it as an Excel Workbook.

2. On the remit/deduction spreadsheet, add a column in which to total the Arrears and
Current deduction amounts.

3. Inthe Total column, sum the arrears and current deduction amounts, columns E and F
in the example, and divide the total by 100 to format as number with 2 decimal places.
(In MUNIS, the amounts do not contain decimal places. In non-MUNIS systems, you
may not have to divide by 100.)

— Home Insert Page Layout Formulas Data Review View Develaper '@J -
& || |Arial -l -~ || ==|5 | |spedal I A g=lnsert~ | E -
3 |B F U-A L EEE (% 3% Delete ~ | (8]~
Paste = il styles || .u.
- - | IE'II&'&"I = ’:‘_.'—Il@'f'l | S6e +.0| = L;jFormat' 2T
Clipboard ™ Font ] Alignment L] Mumber I Cells Edit]
| B2 \a S 1
A B L D G
1 Bill Period |SSN |Last |First Carrea) urren)  (otal |
2 2201 000000001 Red-Violet Rita 12304 0
3 22011 000000002 Ebony Enid 0 5152
4 220N 000000003 Brown Bob 0 6340
5 2201 000000004 Gray Greg 0 G152
b 220M 000000003 Pink Paula 0 6478
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Click in cell G2 and click AutoSum. Check to ensure that the correct cell range is selected
by the AutoSum formula.

ID) H&EV il A Z-0-9- )5 Februar export at elM —
Home Insert Page Layout Formulas Data Review View Developer @ -
10 | General & 5= Insert @v -}f.r
=._°1 (B I U -||A a||| |$ -~ % » I* Delete &~ 49
Paste = Styles || .u.
& F ||| s x| | = e 3o - £ Format AT
Clipboard M« Font Allgnment Mumber Cells Editing
SUM » (2 X « f | =Sum(E2:F2)
A B C D E F G
1 Bill Period |SSN |Last |First |Arrears  |Current  |Tata |
2 22011 000000001Red-Violet Rita v 12304 0¢
3 22011 000000002Ebony Enid 0 5152
4 22011 000000003 Brown Bill 0 6840
5 22011 000000004 Gray Gary 0 5152
e Your current and arrears deductions may be in different columns. Choose the
correct columns on your spreadsheet.
e Click at the end of formula “=SUM(E2:F2)” in appropriate cell and type “/100” to add
decimal points to the amounts.
il ™ T — ==V Senerarn & = LTy o A
B |||B I U-AA|NEEE |8 % | I Delete R =%
Paste : - = = Styles || ...
< [ 2 B | = ;=||;§}' [<58 58 > = | Format 2T
Clipboard ™ Font Alignment MNumber Cells Editing
SUM » (3 X ~ f| =SUM(E2:F2)/100
A B L D E F G
1 Bill Period |SSN |Last |First Arrears  |Current | Total
2 22011 000000001 Red-Violet Rita 12304 0d=SUMIEZ-F2)10
5 22011 000000002 Ebony Enid 0 G152
4 22011 000000003Brown Bill 1] G540
Hit Enter.
T A [[EER] e T | [ Format~ || 2+
Clipboard = Font F] Alignment [ Mumber [« Cells Editing
|| G3 - k|
A B L D E F G
1 Bill Period |SSH |Last |First |Arrears  |Current | Total
2 22011 000000001 Red-Violet Rita 12304 0
5 22011 000000002 Ebony Enid 0 6152 1
4 22011 000000003 Brown Bill 0 Ba40
5 22011 000000004 Gray Gary 0 G152
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L]

J

[ AL (EE] ([ o | EFormat - [[ 2~ reestor
Clipboard M Font (] Alignment (] Number Ts Cells Editing
| G3 - 5|
g B G D E F G H

1 |Bill Period |SSN |Last |First |Arrears  |Current |Total |

2 22011 000000001 Red-Violet Rita _ 12304 0 123.04

3 22011 000000002 Ebony Enid 0 6152

4 22011 000000003 Brown Bob 0 6840 -

5 22011 000000004 Gray Greg 0 6152 Arial <110 < A 4T § - %
6 22011 000000003 Pink Paula 0 36473 B I Sy - A - <0 00
7 22011 000000004 Fuchsia  Frieda 0 36473 — = ==
8 22011 000000005 Black Bil 9620 6152 | [T

9 22011 000000006 White Wayne 0 16240 & | Cut

10 22011 000000007 Green Gary 0 3654 Bz | copy

11 22011 000000003 Blue Bonnie 3654 3654

Copy and paste the formula into the remaining cells in column G (or correct column on your
spreadsheet). Or drag the formula down to fill all rows.

After Paste:

Clipboard ™ Font ] Alignment IFi Mumber Ta Cells
| G30 - fx |
A B C 0 E F G
1 Bill Period |SSN |Last ]First |Arrears  [Current | Tatal |
2 22011 000000001 Red-Violet Rita _ 12304 0 123.04
3 22011 000000002 Ebony Enid ] G152 6142
4 22011 000000003 Brown Bob 0 G840 65.40
5 22011 000000004 Gray Greg 0 6152 61.52
6 22011 000000003 Pink Paula 0 36478 36478
7 22011 000000004 Fuchsia  Frieda ] 36478 364 78
] 22011 000000005 Black Bill 9620 G152 167.72
9 22011 000000006 White Wayne 0 19240 192 40
10 22011 000000007 Green Gary 0 3654 36 54
11 22011 000000008 Blue Bonnie 3654 3654 73.08
12 22011 000000009 Yellow Yvonne 0 3654 36.54
13 22011 000000010 Purple Penny 0 3654 3654
14 22011 000000011 Orange  Olivia 0 19240 192.40
15 22011 000000012 Magenta Mae 0 6152 6152
16 22011 000000013 Agua Alexa 0 19240 192 40
il 22011 000000014 Coral Christy 0 19240 192 40
18 22011 000000015 Red Ron 0 6152 61.52
19 22011 000000016 Violet Vern -9620 19240 96.20
20 22011 000000017 Gold Gina _ 0 B152 61.52
21 22011 00000001% Silver Sara 0 -3654 -36.54
22 22011 000000019 Copper Carol ] 5152 5152
23 22011 000000020 Topaz Tom 0 3654 36.54
24 22011 000000021 Blush Brenda 0 41710 41710
25 22011 000000022 Scarlet Sam 11866 11866 23732
26 22011 000000023 Sapphire  Scott 0 3654 3654
27 22011 000000024 Ruby Rich 0 G152 61.52
28 22011 000000025 Emerald  Elijah 0 3654 3654
29 22011 000000026 Rust Ralph 0 -19240 -192 40
30
.-
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4. Export the broker bill to Excel. (See previous section for instructions on exporting

broker bills.)
Clipboard ™ Font (F Alignment (F Mumber Styles Cells Editing
F28 - f | CW Optimum PPO NP -Single (EE)
A B & D E F G H i
1 |Contains all proposed broker report items that you have confirmed. changed. rejected or created.
2
3 tem ID [Social Security Number [Description [Amount [item Categary [Text [Bill Period [Reporting Broker [Cos
4 Toooos? 000000001 Red-Violet, Rita 0.00 10 CW Optimum PPO MP -Couple (EE)  02/01/2011 000000000 3201
5 000099 000000002 Ebony, Enid 6152 "0 CW Optimum PPO MP -Single (EE}  02/01/2011 000000000 5201
6 000010 000000003 Brown. Bob 5540 "0 CW Optm Prime NP-Family (EE) 02/01/2011 000000000 8201
7 (000052 000000004 Gray, Greg 6152 10 CW Optimum PPO MP -Single (EE}  02/01/2011 000000000 3201
5 (000047 000000003 Pink, Paula 36478 10 CW Maximum Chc NP -Couple (EE)  02/01/2011 000000000 8201
9 000051 000000004 Fuchsia, Frieda 36478 10 CW Maximurn Che MP -Couple (EE)  02/01/2011 000000000 8201
10 000003 000000005 Black, Bil 6152 M0 CW Optimum PPO NP -Single (EE)  02/01/2011 000000000 8201
117000048 000000008 White Wavne EaAn 0 U et PO ND Darent PlycEE 02/0442011 000000000 520

5. Delete any columns that are not needed for the comparison. Item ID, Item Category,
Text, Reporting Broker and Cost Center were deleted.

EEEE # B 7 O "||_"||33"é'| [ T 508 (5 Cell styls

Clipboard ™ Font ] Alignment L] Mumber =
! £3 - Fe |
A B C D E F G

1
2
3 |Social Security Mumber [Description [Amount [Bill Period | |
4 000000001 Red-Violet, Rita 0.00 02/01/2011
5 000000002 Ebony, Enid 6162 02/01/2011
6 000000003 Brown, Bob 6340 02/01/2011
7 000000004 Gray, Greg G152 02/01/2011

6. Move columns so that corresponding information is in the same columns on both

sheets.

Clipboard M« Font F] Alignment F] I
Al L |
A B c D E

1 1

2

3 <Ei|l F’eri@ Social Security Number |Description [Amount |

4 102/01/2011 000000001 Red-Violet, Rita 0.00

5 [02/01/2011 000000002 Ebony, Enid 61.52

B [02/01/2011 000000003 Brown, Bob 6a5.40

7 [02/01/2011 000000004 Gray, Greg 61.52

g [02/01/2011 000000003 Red-Violet, Rita 364 78
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7. Add a column in which to make Proposed Amounts negative.
e In the first cell in “negative” column, type formula: =-D4 and hit enter.
e Again, on your sheet the amounts may be in different columns. Choose the
correct cell to make negative.

|| LM (7 K v .fr| =-E4
A B C D E G
1
2
3 Bill Period [SSN [Description [Proposed Amount |pegative |
4 | 02/01/2011 000000001 Red-Violet, Rita 0.0N=-E4
5 | 02/01/2011 000000002 Ebony, Enid 6152
& | 02/01/2011 000000003 Brown, Bob 6540
7| 02/01/2011 000000004 Gray, Greg 6152

Zeroes will remain zeroes. This is not an error.Copy the formula and paste it in the other
cells in column E or correct column on your sheet.

GRS TonT T Angnment e Numper o
| Fa1 - £ |

2 February bill export [Compatibility Mode]

A B C D F G

1

2

3 Bill Peried |SSN Description Proposed Amount |negative |
4 [ 02/01/2011 000000001 Red-Violet Rita 0.00 0.00
5 | 02/01/2011 000000002 Eveny  Enid 6152 (61.52)
6 | 02/01/2011 000000003 Brown  Beb 68.40 (68.40)
7| 02/01/2011 000000004 Gray  Greg 6152 6156
8 | 02/01/2011 000000003 Pink Paula 364.78

9 | 02/01/2011 000000004 Fuchsla  Frieca 364.78

10| 02/01/2011 000000005 Black  Bil 6152

11| 02/01/2011 000000006 WWhite  Wayne 53.40

12| 02/01/2011 000000007 Green  Gary. 36.54

13| 02/01/2011 000000003 BME Eonnle 36.54

14| 02/01/2011 00000000y Yelow  Yvonne 36.54

18| 02/01/2011 000000010 Fuple  Penny 36.54

16| 02/01/2011 000000011 Or29%  Ofvia 192.40

17| 02/01/2011  00ooggg12 Macema Mee 61.52

18| 02/01/2011 000000013 g‘;‘:l sty 192 40

19| 02/01/2011 000000014 288 60

20| 02/01/2011 000000015 ,’:f;ﬂ ;‘:; 51.52

21| 02/01/2011 000000016 ] bl 192.40

22| 02/01/2011 000000017 gy gy 6152

23] 0200172011 000000078 oo Gy 36.54

24| 020172011 000000019 L0 o 6152

25| 02/01/2011 000000020 gie  Brenda 36.54

26| 02/01/2011 000000021 Scaret  5am 41710

27| 02012011 000000022 sppnve  seon 118 66

28| 02/01/2011 000000024 musy  Rich 6152

29| 02/01/2011 000000025 Emerald  Erah 36.54

30| 02/01/2011 000000026 Rust Ralph {192.40)

31
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8. Copy the remit and paste it on Combo sheet in the workbook.

IR Tont ™ Thgnment T mumBer =]
| Al ~ fe | Bill Period
A B C D E F G
1 [Bill Period [SSN [Last [First [Arrears  [Current  [Total
2 22011 000000001 Red-Violet Rita 304 0 12304
3 22011 000000002 Ebony Enid 0 6152 6152
4 22011 000000003 Brown Bob 0 6840 6640
5 22011 000000004 Grav Greg 0 6152 6152
6 22011 000000003 Pink Paula 0 36478 364.78
7 22011 000000004 Fuchsia Frieda 0 36478 36473
3 22011 000000005 Black Bill 9620 6152 15772
9 22011 000000006 White Wayne 0 19240 19240
10 22011 000000007 Green Gary 0 3654 36.54
" 22011 000000008 Blue Bonnie 3654 3654 7308
12 22011 000000009 Yellow Yvonne 0 3654 36.54
13 22011 000000010 Purple Penny 0 3654 36 54
14 22011 000000011 Orange Olivia 0 19240 19240
15 22011 000000012 Magenta Mae 0 6152 6152
16 22011 000000013 Aaua Alexa 0 19240 19240
17 22011 000000014 Coral Christy 0 19240 19240
18 22011 000000015 Red Ron 0 6152 6152
19 22011 000000016 Violet vern 9620 19240 96 20
20 22011 000000017 Gold Gina 0 6152 6152
2 22011 000000018 Silver Sara 0 3654 -36.54
22 22011 000000019 Copper carol 0 6152 6152
23 22011 000000020 Topaz Tom 0 3654 36 54
24 22011 000000021 Blush Brenda 0 #1710 41710
25 22011 000000022 Scarlet Sam 11866 11866  237.32
26 22011 000000023 Sapphire Scott 0 3654 36.54
27 22011 000000024 Rubv Rich 0 6152 6152
28 22011 000000025 Emerald Eliiah 0 3654 36.64
29 22011 0000000 st Ralph 0 19240 -192.40 q
M A [ remic bi\lzcombb ¥ J|
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9. Copy the bill and paste it under the remit portion on the Combo sheet.

Clipboard T« Font F] Alignment F] Mumber M= Cells
31 - (> Fe | Doe, Mike
A B C D E F G

1 Bill Period |SSN |Last |First |Arrears  |Current  [Total |
2 22011 000000007 Ecru Evan 12304 0 123.04
3 22011 000000002 Red-Violet Rita 0 G152 6152
4 22011 000000003 Ebony Enid 0 G340 63.40
b 22011 000000004 Brown Bob 0 G152 61.52
b 22011 000000003 Ebony Enid 0 36473 364 73
7 22011 000000004 Brown Bob 0 36473 364.78
8 22011 000000005 Gray Greg 9620 G152 167 .72
g9 22011 000000006 Pink Paula 0 19240 182 40
10 22011 000000007 Fuchsia Frieda 0 3654 36.54
11 22011 000000008 Black Bill 3654 3654 73.08
12 22011 000000009 White Wayne 0 3654 36.54
13 22011 000000010 Green Gary 0 3654 36.54
14 22011 000000011 Blue Bonnie 0 19240 182 40
15 22011 000000012 Yellow Yvonne 0 G152 G1.52
16 22011 000000013 Purple Penny 0 19240 182 40
17 22011 000000014 Orange Olivia 0 19240 182 40
18 22011 000000015 Magenta Mae 0 G152 G1.52
19 22011 000000016 Aqua Alexa -9620 19240 96.20
20 22011 000000017 Coral Christy 0 G152 6152
21 22011 000000018 Red Ron 0 -3654 -36.54
22 22011 000000019 Violet Vern 0 G152 G152
23 22011 000000020 Gold Gina 0 3654 36.54
24 22011 000000021 Silver Sara 0 41710 417 10
25 22011 000000022 Copper Carol 11866 11866 23T .32
26 22011 000000023 Topaz Tom 0 3654 36.54
27 22011 000000024 Blush Brenda 0 G152 6152
28 22011 000000025 Scarlet Sam 0 3654 36.54
29 22011 000000026 Sapphire Scott 0 19240 192 40
30 | 02/01/2011 000000001 Ecru, Evan 0.00 0.00

31 02/01/2011 000000002|Red-Violet. Rita | 51 52 {61.62)

32 1 02/01/2011 000000003 Ebony, Enid © BB4D (65.40)

33 1 02/01/2011 000000004 Brown, Bob 61562 {61.62)

34 | 02/01/2011 000000003 Ebony, Enid 36478 (364.78)

35 1 02/01/2011 000000004 Brown, Bob 36478 (364.78)

36 | 02/01/2011 000000005 Gray, Greg 6162 {61.62)

37 02/01/2011 000000006 Pink, Paula 63 40 {68.40)

38 | 02/01/2011 000000007 Fuchsia, Frieda 3654 {36.54)

39 02/01/2011 000000003 Black, Bill 3654 {36.54)

40 | 02/01/2011 000000009 White, Wayne 3654 {36.54)

41 | 02/01/2011 000000010 Green, Gary 3654 {36.54)

42 | 02/01/2011 000000011 Blue, Bonnie 192,40 [192.40)

43 | 02/01/2011 000000012 Yellow, Yvonne 6162 {61.62)

44 | 02/01/2011 000000013 Purple, Penny 192,40 [192.40)

45 | 02/01/2011 000000014 Orange, Olivia 288.60 (288 60)

46 | 02/01/2011 000000015 Magenta, Mae 6152 {61.52)

47 | 02/01/2011 000000016 Red-Violet, Rita 192.40 (192 .40)

A2 | A4 an44 nnnnnnnd 7 Red:Violet, Rita g1 £9 (G4 57

4 4 b ¥ | remit . bil | combo ¥ |!.
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10.The amounts on the remit will have to be cut and pasted so they are in the same
column as totals for the remit.

Clipboard = Font F Alignment T Mumber Cells
c31 - £ | Doe, Mike
A B C D E F G
1 Bill Period |SSN |Last First |Arrears  |Current  |Total |
2 22011 000000001 Eer Evan 12304 i 123.04
3 22011 000000002 Red-Violet Rita 0 5152 £1.52
4 22011 000000003 Ebony Enid 0 5840 £8.40
3 22011 000000004 Brown Bob 0 5152 £1.52
6 22011 000000003 Ebeny Enid 0 36478 364 78
T 22011 000000004 Brown Bob 0 36478 364 78
8 22011 000000005 Gray Grag 9620 G152 157.72
9 22011 000000006 BEink Paula 0 19240 192 40
10 22011 000000007 Fuchsia Frisda 0 3654 36.54
11 22011 000000008 Black Bill 3654 3654 73.08
12 22011 000000009 White Wayne 0 3654 36.54
13 22011 000000010 Ge=en Gary 0 3654 36.54
14 22011 000000011 Blse Bonnis 0 19240 192 40
15 22011 000000012 Yellow Vwonne 1] G152 £1.52
16 22011 000000013 Purple Penny 0 19240 192 40
17 22011 000000014 Orang= Miviz 0 19240 192 40
18 22011 000000015 Mazent Mae 0 G152 61.52
19 22011 000000016 Agqua Alexa 9620 19240 96.20
20 22011 000000017 Coral Christy 0 G152 61.52
21 22011 000000018 Red Ron 0 -3654 -36.54
22 22011 000000019 Violet Vern 1] 5152 £1.52
23 22011 000000020 Gold Gina 0 3654 36.54
24 22011 000000021 Silwer Sara 0 41710 41710
25 22011 000000022 Copper Carol 11866 11866 23732
26 22011 000000023 Topaz Tom 0 3654 36.54
27 22011 000000024 Blush Brenda 0 5152 £1.52
28 22011 000000025 Scarlat Sam 0
29 22011 000000026 Sapphir= Scott 0
30 02/01/2011 000000001 Eeru.Evan
31 02/01/2011 000000002|Red-Violet Ria | {61.52)
32 02/01/2011 000000003 Ebony,Enid {68 40
33 02/01/2011 000000004 Brown,Bob {61.52)
34 02/01/2011 000000003 Ebony,Enid {364.78)
35 02/01/2011 000000004 Brown, Bob {364.78)
36 02/01/2011 000000005 Gray, Grae {61.52)
37 02/01/2011 000000008 Bink, Paula {£8.40)
38 02/01/2011 000000007 Fuchsia, Frieda [36.54)
39 02/01/2011 000000008 Black, Bill [36.54)
40 02/01/2011 000000009 White, Wayne {36.54)
41 02/01/2011 000000010 Green, Gary {36.54)
42 02/01/2011 000000011 Bloe, Bonnie {192.40)
43 02/01/2011 000000012 Yellow, Yvome {61.52)
44 02/01/2011 000000013 Purple, Peany {192 40)
45 02/01/2011 000000014 Orzngs, Olivia {288 60)
46 02/01/2011 000000015 Mazenta, Mas= {61.52)
47 02/01/2011 000000016 Red-Violet, Rita {192.40)
A8 | A%N4/2011 ANNANANAT Rad-Vinlat Rita 4 £a
HiPH(remtA bil | combo < ¥J N [HL é
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11.Sort by SSN, because 2 or more employees may have the same name, always sort by
SSN.
To sort by SSN
0 Click in SSN column
o Click Sort & Filter
o0 Click Sort smallest to Largest

I.@:D H& 4 A =-®-9- )5 Microsoft Excel
- Home Insert Page Layout Formulas Data Review View Developer
== Xl Arial -l - Special (I A Solnsert~ | E
‘j--ig | EE- (% - % o 5% Delete ~ || [g]
Pavste 7 aoieEs Styjes [EjFormat' s
Clipboard ™ (F Mumber M Cells Sort Smallest to Largest
| B2 ~ (0 I | 1 %) sortLargest to Smallest
& February bill export [Compatibility Mode] [ Custom Sort...
A G D P H = | FEilter
1 |Bill PeriodQSsN  lLast |First |Arrears  |Current  |Total | &
2 22011[0000000011Dae Eddie 12304 0 123.04 o
3 22011 000000002 Doe Mike 0 6152 61.52 =
4 22011 000000003 Doe Jeff 0 6840 5840
5 22011 000000003 Doe Boom 0 36478 364.78
The entries are now in order by SSN.
# || Arial -0 - Number - A g=lnsert~ I -
Ea (B 7 U ~||A & =R SR 5% Delete - || (@]~
Paste - Styles || .u.
b : '”&'é'| == a0 - LEjForrnat' R
Clipboard ™= Font IF] Alignment IF] MNumber = Cells
| G54 - | =F54
3 February bill export [Compatibility Mode]
A G D E F G H
1 |Bill Period ast First Arrears  |Current  |Total |
2 22011 000000001 Doe Eddie 12304 0 123.04
3 1 02/01/2011 000000001 Doe, Eddie 0.00 0.00
4 22011 000000002 Doe Mike 0 6152 G152
5 | 02/01/2011 000000002 Doe, Mike 6152 {61.52)
6 22011 000000003 Doe Jeff 0 6540 65 40
7 22011 000000003 Doe Boom 0 36478 36478
8 | 02/01/2011 000000003 Doe, Jeff 65.40 {68.40)
9 | 02/01/2011 000000003 Doe, Boom 36478 (364 78)
10 22011 000000004 Doe Stone 0 6152 G152
1 22011 000000004 Doe Ricky 0 36478 364.78
12 1 02/01/2011 000000004 Doe, Stone 6152 {61.452)
13 | 02/01/2011 000000004 Doe, Ricky 36478 (364 78}
14 22011 000000005 Doe Robhie 9620 6152 1657.72
15 1 02/01/2011 000000005 Doe, Robbie 61.52 {61.52)
16 22011 000000006 Doe Rabhit 0 19240 192 40
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12.To obtain Subtotals:
Click Data tab

A - - = i
Iﬁg HBEVAEEZ-&-9 Microsoft Excel
Home Insert Page Layout Farmulas @ Review View Developer
E @ I_@ Connections Al .f'\ E = |54 Data Validation =~ || 9 Group -
= { Zv |7|A I E
L % Properties -';; Reapply [F& Consolidate < Ungroup =
Get External | Refrezh Zl Saort Filter Textto  Remove N
Data - All~ =2 Edit Links A 07 ndvanced || Columns Duplicates L What I Analysis - ||| subtotal |
Connections Sort & Filter Data Tools Cutline
| G57 - fe |
& February bill export [Compatibility Mode]
A B C D E F G H J
1 |Bill Period |SSN |Last |First |Arrears  |Current  |Total |
2 22011 000000001 Doe Eddie 12304 0 123.04
3 02/01/2011 000000001 Doe, Eddie 0.00 0.00
4 22011 000000002 Doe Mike 0 6152 G152
5 02/01/2011.000000002 Daoe Jdjke 5152 (G157
e Click Subtotal to open dialog box
=) .@ [53] connections =
e Pri ties
Get External| Refresh = Ij_lje_l - Subtotal &
Data ~ All~ == Edit Links . es
- A each change in:
Connections | v| ata Ty
| Al - | bi | k Use function: .
] February bill export [Compatibility Mo |5Um V|
A B G Add subtotal to:
1 [Bill Period |SSN [Cast [1ssu ~
2 22011 000000001 Dae [JLast 4
I:lFlrst
3 |02/01/2011 000000001 Doe. Eddie | | amears i
4 22011 000000002 Doe ] current 2
5 |02/01/2011 000000002 Deoe. Mike )
6 22011 000000003 Doe =] Repl. A 0
7 22011 000000003 Doe A S B I8
8 |02/01/2011 000000003 Doe. Jeff L] Bage break between groups b)
9 |02/01/2011 000000003 Doe. Boom | [¥] Summary below data )
10 22011 000000004 Doe i I l i 2
11 22011 000000004 Doe  emove | oK [ cencel 5
12 |02/01/2011 000000004 Doe. Stone B ToT.02)
13 | 02/01/2011 000000004 Doe. Ricky 364.78 (364.78)
14 22011.000000008 Dge Robbie 9520 5162 167 72

In subtotal dialog box select:

At each change in: SSN.

Use Function: Sum.

Add subtotals to: Total

"Replace current subtotals” and “Summary
below data” should be checked.

Click OK
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Subtotal

ak each change in:
T

Use Funckion:

|Sum

add subkaotal to:

]

| >

b

(v N

Replace current subtotals
[] Page break between groups
Summaty below data

[ Remoyve all ] [ K Zancel

o 2




Remit amounts and bill amounts for each employee are now grouped by SSN and totaled

to find differences.

13. Collapse to show only subtotals.
e Click 2 to collapse

| G657

- |

% |

Io¥

February bill export [Compatibility Mode]

A B c D E F G H
1 Bill Period |SSN |Last |First |Arrears  [Current  |Total |
[ [ - 2 22011 000000001 Doe Eddie 12304 0 123.04
|£‘|I 3 102/01/2011 000000001 Doe, Eddie 0.00 0.00
- 000000001 Total 123.04
5 22011 000000002 Doe Mike 0 6152 61.52
|£- 6 1 02/01/2011 000000002 Doe, Mike 61.52 (61.52)
7 000000002 Total 0.00
- | 8 22011 000000003 Doe Jeff 0 6540 65.40
N 9 22011 000000003 Doe Boom 0 36478 364.73
= | 10| 02/01/2011 000000003 Doe. Jeff 63.40 (56.40)
= | 11/02/01/2011 000000003 Doe. Boom 36478 (3654.75)
L= 12 000000003 Total 0.00
& February bill export [Compatibility Mode]
A B C D E F G
1 Bill Period |SSN |Last |First |Arrears  |Current  |Total
[ [+ - 000000001 Total 123.04
+] 7 000000002 Total 0.00
[+] [12 000000003 Total 0.00
+ [17 000000004 Total 0.00
+| [20 000000005 Total 96.20
[+] [23 000000006 Total 124.00
+| |26 000000007 Total 0.00
[+] [29 000000008 Total 36.54
[+] [32 000000009 Total 0.00
+] [35 000000010 Total 0.00
+| |38 000000011 Total 0.00
[+ [41 000000012 Total 0.00
[+] [44 000000013 Total 0.00
+| |47 000000014 Total {96.20)
+| |50 000000015 Total 0.00
+] [53 000000016 Total {96.20)
+| |56 000000017 Total 0.00
+| |59 000000018 Total {73.08)
+| |62 000000019 Total 0.00
+| |65 000000020 Total 0.00
+| |68 000000021 Total 0.00
+ [T 000000022 Total 118.66
[+] [73 000000023 Total 36.54
+| |76 000000024 Total 0.00
+ |79 000000025 Total 0.00
+ |82 000000026 Total 0.00
[] 83 Grand Total 269.50

Employees who
have different
amounts on the
remit/deduction
list than the bill
will show an
amount greater
than or less than
zero.

Excel has compared the bill and remit/deduction rows for each individual employee.

e Employees who paid the same amount on the remit/deduction list as on the bill, will show a
difference of $0.00 in column G, on the Total line for that employee. Or in the corresponding Total
column on your spreadsheet.

e Employees who paid different amounts on the remit and bill will show the amount of difference on
the Total line in column G or the corresponding column on your spreadsheet.
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14.To sort the amounts in ascending order, on the Data tab

e Click in Total column
e Click A to Z sort button

]
—/J Home Insert Page Layout Formulas - Review View Developer

EN @ I:EConnections W i Clear EE =~ &
=1 5F Properties .E =

JRca|J|JI
Get External | Refresh o Sart Filter Y Textto Remove Cutlir]
Data~ All= == Edit Links Y Advanced || columns Duplicates 5P~ -
Connections Sort & Filter Data Tools
| 61 - fe | Total

i February bill export [Compatibility Maode]

A B C D E F G
1 |Bill Period |SSN Last First |Arrears  |Current  [[Total

4 000000001 Total 123.04

7 000000002 Total 0.00
12 000000003 Total 0.00
17 000000004 Total 0.00
20 000000005 Total 96.20
23 000000006 Total 124.00
Ll 2 000000007 Tatal 000

The amounts are now in ascending order. (Click the + sign for each row to expand 1% line
with $0.00 difference. Do the same with the last line that has a $0.00 difference.)

HB&F L (A =-®-9- 5 Microsoft Excel

Home Insert Page Layout Formulas Review View Developer
B = I_.E Connections Al § Clear = E = =] % Group
2] o | -

1 Properties J Reapply ~ Ungrou
Get External | Refresh er Saort Filter Textto  Remove 3
Data = All> == Edit Links = V/ Advanced || Columns Duplicates ) E] Subtota
Connecdtions Sort & Filter Data Tools Cutline
| A5 - |

] February bill export [Compatibility Mode]

A B C D E F G H
1 | Bill Period |SSN [Last |First |Arrears  |Curent  |Total |
[ 4 000000014 Total (9520
7 000000016 Total
10 000000018 Total
) 13 000000002 Total
18 000000003 Total
23 000000004 Total
26 000000007 Total
29 000000003 Total
32 000000010 Total
35 000000011 Total
33 000000012 Total
41 000000013 Total
44 000000015 Total
47 000000017 Total
50 000000019 Total
53 000000020 Total
56 000000021 Total
59 000000024 Total
52 000000025 Total
65 1000000026 Total
63 000000008 Total
70 000000023 Total
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15.Delete all entries that have no difference. (Highlight all lines to be deleted, right click,
then click Delete.)

T ——
& February bill export [Compatibility Mode]
A B C D E F G
1 |Bill Period |SSN |Last |First |Arrears  |Current  |Total |
[ [+] 000000014 Total {96 20)
[+] [7 000000016 Total {96 20)
+| |10 000000018 Total (73.08)
- [ 22011 000000002 Dos Wike 0 152 G152
L- 12 02/01/2011 000000002 Doe, Mike 6152  (6152)
=] 13 000000002 Total 0.00
+| (18 000000003 Total 0.00
+| |23 000000004 TqArial -~ 10 - A" 4" § -~ % » F 0.00
+| |28 000000007 Tq = 0.00
+| [29 000000009 T 0.00
l+] (=2 000000010 Total 0.00
+| |35 000000011 Tq & | Cut 0.00
+| |38 000000012 Td 23 capy 0.00
+| [ 000000013 T¢ (o0 | o, 0.00
+] [44 000000015 Tq - 0.00
[+ |47 000000017 Tq (SRR 0.00
+| |50 000000019 Tq Insert 0.00
+ |53 000000020 Tq 0.00
+| |56 000000021 T¢ 0.00
+| |59 000000024 Tq ElCarpeontents 0.00
E 62 000000025 Tg ﬁ Format Cells... 0.00
L- 63 22011 000000026 D e 9240 -192 40
- |64 |02/01/2011 000000026 D = 240) 19240
=] |65 000000026 Tq Hide 0.00
+| |68 000000008 Td Unhide 36 54
+] (70 000000023 Total 36 54
l+] [73 000000005 Total 96 20
+| |76 000000022 Total 118 66
l+] [79 000000001 Total 123.04
+| |82 000000006 Total 124.00
[=] 83 Grand Total 269 50
Only the entries with differences are left. Click 3 to expand all.
Connections Sort & Filter Data Tools (a]T}

I D13 - £ |

2] February bill export [Compatibility Maode]

A B c D E F G H

1 |Bill Period |SSN [Last |First |Arrears  |Current  |Total |
[ [+] 000000014 Total (95.20)
+] 7 000000016 Total ( 0
+] 10 000000018 Total
i 13 000000008 Total I !
+| 15 000000023 Total
+] 18 000000005 Total
[+] [21 000000022 Total
[+] [24 000000001 Total
+| 27 000000006 Total
[=] 28 Grand Total
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Expanded view:

2]
1023 A B L D E F 5 H
1 Bill Period |SSN |Last |First |Arrears  |Current  [Total |
[T 2 22011 000000014 Doe Faobertine 0 19240 192.40
3 02/01/2011 000000014 Doe, Robertine 288.60 {285.60)
- 4 000000014 Total {96.20)
[ 5 22011 000000016 Doe Harmaony 9620 19240 96.20
6 02/01/2011 000000016 Doe, Harmony 192.40  {192.40)
- 7 000000016 Total {96.20)
[ g 22011 000000018 Doe Leia 0 -3654 -36.54
9 02/01/2011 000000018 Doe, Leia 36.54 {36.54)
- 10 000000018 Total {73.08)
11 22011 000000008 Doe Harryles 3654 3654 73.08
12 | 02/01/2011 000000008 Doe. Harrylee 36.54 {36.54)
- 13 000000008 Total 36.54
[ - 14 000000628 Dos Beru 0 3654 36.54
- 15 000000023 Total 36.54
[ - |16 22011 000000005 Doe Fabbie 9620 6152 167.72
17 | 02/01/2011 000000005 Doe. Robhie 61.52 {61.52)
- 18 000000005 Total 96.20
[ 19 22011 000000022 Doe Cwen 11866 11866 237 32
« | 20 02/01/2011 000000022 Doe, Owen 118.66 | {1156.66)
- 21 000000022 Total 115.66
[ 27 22011 000000001 Doe Eddie 12304 0 123.04
- | 23 02/01/2011 000000001 Doe, Eddie 0.00 0.00
- 24 000000001 Total 123.04
[ 25 22011 000000006 Doe Rabhbit 0 19240 192.40
+ | 26 02/01/2011 000000006 Doe, Rabhit 6a5.40 (65.40)
- 27 000000006 Total 124.00
1 28 Grand Taotal 2E0.00

A. One employee who has a payment on the remit/deduction list is not listed on the
broker bill. That employee will need to be added to the bill.

B. There are no employees listed on the broker bill who are not paying on the
remit/deduction list. No rejections will be necessary.

There are 8 employees who are paying a different amount than was proposed on the bill.
Those employees will need to be changed on the bill.
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16.If you wish to remove the subtotals and see only remit/deduction and bill rows,
e On Data tab
e Click Subtotal to open dialog box
e Click Remove All button

FTET = —
.- Haome Insert Page Layout Formulas Review View Developer '@" -
E Ifﬂ |53] Cannections Al {% Clear ez =~ || % Group - 43
&1 % Properti - E] « Ungroup = =
Get External | Refresh Subtotal to  Remove X
Data All~ =2 Edit Lin mns Duplicates E27
Connections | AF each change in: Data Tools Cutline F
| a _ . | Bl Period v|
'1 5 A Use Function: F G H
1 [Bill Period |SSN Sum v [cument TTom
T 2 22011 0000| Add subtotal ko: | 19240 192 40
- | 3 |02/01/2011 ooogf | ssm ~ 28860 (285.60)
] [2 oooof |LLast (95.20)
G 22011 0000 %;‘:féars ) 19240 96.20
- | 6 [02/01/2011 0000) | current 19240  (192.40)
= |7 00004 i {96.20)
[ - 3 22011 0000 | -3654 -36.54
- 9 |02/01/2011 oooo| [ Replace current subtotals 3654 (36.54)
EI 10 poood [ Page break between groups {73.08)
[ - | 11 22011 0000f [¥] ummary below data | 3654 73.08
= | 12 (0270172011 0000 36.54 (36.54)
E 13 W] Remove all I 04 l [ Cancel l 36.54
[ - 14 22011 _0000%mr=TrTs ms=nnj 3654 36 54

17.You may wish to insert lines between each employee to make the sheet easier to read.

= v N = ] (] ] - T T = TIEr™ BEleC ™
Clipboard ™ Font (] Alignment ] Mumber = Cells Editing
Al - £ ¥
A B C D F G H J i

1 Bill Period [SSM |Last |First |Arrears  |Current  |Total |

2 22011 000000014 Doe Robertine 0 19240 192 40

3 | 02/01/2011 000000014 Doe, Robertine 286.60  (285.60)

4

5 g 22011 000000016 Doe Harmony -9620 19240 96.20

6 | U/01/2011 000000016 Doe, Harmony 19240 7 {192 40)

7 22011 000000018 Doe Leia 0 -3654 -36.54

8 | 02/01/2011 000000018 Doe, Leia 3654 7 (36.54)

9 22011 000000008 Doe Harrylee 3654 3654 73.08

10 | 02/01/2011 000000008 Doe. Harrylee 36.54 7 (36.84)

1 22011 000000023 Doe Beru 0 3654 36.54

12 22011 000000005 Doe Robbie 9620 6152 157.72

13 | 02/01/2011 000000005 Doe, Robhie 6152 7 (5152

14 22011 000000022 Doe Owen 11866 11366 23732

15 | 02/01/2011 000000022 Doe. Owen 118.66 7 {118.65)

16 22011 000000001 Doe Eddie 12304 0 123.04

17 | 02/01/2011 000000001 Doe, Eddie 000" 0.00

18 22011 000000006 Doe Rabhbit 0 19240 192 40

19 02/01/2011 000000006 Doe, Rabbit £3.40 (65 401
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To insert rows between employees,

0 On the Home tab

o Highlight line above which you wish to insert a row
o0 Click Insert

I./Eﬂ H&EVE (A8 =-®-9- 7 February bill export [Compatibility Mode] - Mic
Y el
. Insert Page Layout Farmulas Data Review View Developer
= X | Arial -0 - | [F = =[5 |[specal - [ A ,j E -
_j-—-él B I U-|A A |E==E8E 8% 1| 3% Delete + | [§]~
Paste A i T Stvles | ]
- |- A ([|[FEEH R ||| - || EliFormat~ || 2+
Clipboard = Font L Alignment P Mumber T= Cells
| A7 - fe | 22011
A B c D E F G H
1 Bill Period |SSM |Last |First |Arrears  |Current  |Total |
2 22011 000000014 Doe Robertine 0 19240 192.40
3 | 02/01/2011 000000014 Doe, Robertine 288.60  ({288.60)
4
5 |gf 22011 000000016 Doe Harmaony 9620 19240 96.20
,.B\ :2/01/2011 000000016 Doe. Harmony 19240 7 {192 40)
@D) 22011 000000018 Doe Leia ] -3654 -36.54
g | 02/01/2011 000000018 Doe, Leia 3664 T {36.54)
9 22011 000000008 Doe Harrylee 3654 3654 73.08
10 | 02/01/2011 000000008 Doe. Harrylee 36.54 " (36.54)
11 22011 000000023 Doe Bery 0 3654 36,64

18.The bill can now be worked and entries changed to match remit amounts.

| A27 - J |
A B C D F G

1 Bill Period |SSN |Last |First |Arrears  |Current  [Total |
2 22011 000000014 Doe Robertine 0 19240 192.40
3 | 02/01/2011 000000014 Doe. Robertine 288.60  (285.60)
4

5 22011 000000016 Doe Harrmony -9620 19240 96.20
6 |02/01/2011 000000016 Doe, Harmony 19240  {192.40)
7

8 22011 000000018 Doe Leia 0 -3654 -36.54
9 | 02/01/2011 000000018 Doe. Leia 36.54 (36.54)
10

1 22011 000000008 Doe Harrylee 3654 3654 73.08
12 | 02/01/2011 000000008 Doe, Harrylee 36.54 (36.54)
13

14 22011 000000023 Doe Beru 0 3654 36.54
15

16 22011 000000005 Doe Robhbie 9620 6152 157.72
17 | 02/01/2011 000000005 Doe, Robhie 6152 (61.52)
18

19 22011 000000022 Doe Owen 11866 11866  237.32
20 1 02/01/2011 000000022 Doe. Owen 118.66  (115.66)
Al

22 22011 000000001 Doe Eddie 12304 0 123.04
23 1 02/01/2011 000000001 Doe. Eddie 0.00 0.00
24

25 | 22011 000000006 Doe Rabhit 0 19240 192.40
26 | 02/01/2011 000000006 Doe. Rabbit 63.40 (56.40)
2L
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Commonly Used KHRIS Codes
KHRIS Agency Codes:

DEI KGLI LOCATION SAP ORG DEI POINT COST AGENCY
LEGACY LEGACY NAME UNIT OF CENTER BUSINESS
NUMBER | NUMBER NUMBER CONTACT PARTNER

00001 0000100 | Adair County Board of Education 10006001 MADONA 9200100001 800000000
00005 0000500 | Allen County Board of Education 10006002 MADONA | 9200100005 800000001
00006 0000600 | Anchorage Independent 10006003 MADONA | 9200100006 800000002
00011 0001100 | Anderson County Board of Education 10006004 MADONA 9200100011 800000003
00012 0001200 | Ashland Independent 10006005 MADONA | 9200100012 800000004
00013 0001300 | Augusta Independent 10006006 MADONA 9200100013 800000005
00015 0001500 | Ballard County Board of Education 10006007 MADONA | 9200100015 800000006
00016 0001600 Barbourville Independent 10006008 MADONA 9200100016 800000007
00017 0001700 Bardstown Independent 10006009 MADONA 9200100017 800000008
00021 0002100 | Barren County Board of Education 10006010 ANNETTE | 9200100021 800000009
00025 0002500 Bath County Board of Education 10006011 ANNETTE | 9200100025 800000010
00026 0002600 | Beechwood Independent 10006012 | ANNETTE | 9200100026 800000011
00031 0003100 Bell County Board of Education 10006013 ANNETTE | 9200100031 800000012
00032 0003200 | Bellevue Independent 10006014 | ANNETTE | 9200100032 800000013
00034 0003400 | Berea Independent 10006015 | ANNETTE | 9200100034 800000014
00035 0003500 Boone County Board of Education 10006016 ANNETTE | 9200100035 800000015
00041 0004100 | Bourbon County Board of Education 10006017 ANNETTE | 9200100041 800000016
00042 0004200 Bowling Green Independent 10006018 ANNETTE | 9200100042 800000017
00045 0004500 | Boyd County Board of Education 10006019 | ANNETTE | 9200100045 800000018
00051 0005100 Boyle County Board of Education 10006020 ANNETTE | 9200100051 800000019
00055 0005500 Bracken County Board of Education 10006021 ANNETTE | 9200100055 800000020
00061 0006100 | Breathitt County Board of Education 10006022 | ANNETTE | 9200100061 800000021
00065 0006500 Breckin_ridge County Board of 10006023 ANNETTE | 9200100065 800000022
00071 0007100 Eglllji(t:tagzﬁnty Board of Education 10006024 | ANNETTE | 9200100071 800000023
00072 0007200 Burgin Independent 10006025 ANNETTE | 9200100072 800000024
00075 0007500 | Butler County Board of Education 10006026 | MICHELLE | 9200100075 800000025
00081 0008100 Caldwell County Board of Education 10006027 MICHELLE | 9200100081 800000026
00085 0008500 | Calloway County Board of Education 10006028 | MICHELLE | 9200100085 800000027
00091 0009100 Campbell County Board of Education 10006029 MICHELLE | 9200100091 800000028
00092 0009200 Campbellsville Independent 10006030 MICHELLE | 9200100092 800000029
00095 0009500 | Carlisle County Board of Education 10006031 | MICHELLE | 9200100095 800000030
00101 0010100 Carroll County Board of Education 10006032 MICHELLE | 9200100101 800000031
00105 0010500 | Carter County Board of Education 10006033 MICHELLE | 9200100105 800000032
00111 0011100 Casey County Board of Education 10006034 MICHELLE | 9200100111 800000033
00113 0011300 | Caverna Independent 10006035 | MICHELLE | 9200100113 800000034
00115 0011500 | Christian County Board of Education 10006036 SARAJ 9200100115 800000035
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DEI KGLI LOCATION SAP ORG DEI POINT COST AGENCY
LEGACY LEGACY NAME UNIT OF CENTER BUSINESS
NUMBER | NUMBER NUMBER CONTACT PARTNER

00121 0012100 | Clark County Board of Education 10006037 SARAJ 9200100121 800000036
00125 0012500 Clay County Board of Education 10006038 SARA J 9200100125 800000037
00131 0013100 Clinton County Board of Education 10006039 SARA J 9200100131 800000038
00132 0013200 | Cloverport Independent 10006040 SARAJ 9200100132 800000039
00133 0013300 Corbin Independent 10006041 SARA J 9200100133 800000040
00134 0013400 | Covington Independent 10006042 SARAJ 9200100134 800000041
00135 0013500 | Crittenden County Board of Education 10006043 SARAJ 9200100135 800000042
00141 0014100 Cumberland County Board of Education 10006044 SARA J 9200100141 800000043
00143 00014300 | Danville Independent 10006045 SONIA 9200100143 800000044
00145 0014500 Daviess County Board of Education 10006046 MADONA 9200100145 800000045
00146 0014600 | Dawson Springs Independent 10006047 ANNETTE | 9200100146 800000046
00147 0014700 Dayton Independent 10006048 ANNETTE | 9200100147 800000047
00149 0014900 East Bernstadt Independent 10006049 ANNETTE | 9200100149 800000048
00151 0015100 | Edmonson County Board of Education 10006050 ANNETTE | 9200100151 800000049
00152 0015200 Elizabethtown Independent 10006051 ANNETTE | 9200100152 800000050
00155 0015500 | Elliott County Board of Education 10006052 GINA 9200100155 800000051
00156 0015600 Eminence Independent 10006053 GINA 9200100156 800000052
00157 0015700 | Erlanger Independent 10006054 GINA 9200100157 800000053
00161 0016100 | Estill County Board of Education 10006055 GINA 9200100161 800000054
00162 0016200 Fairview Independent 10006056 GINA 9200100162 800000055
00165 0016500 | Fayette County Board of Education 10006057 IRMA 9200100165 800000056
00171 0017100 Fleming County Board of Education 10006058 GINA 9200100171 800000057
00175 0017500 | Floyd County Board of Education 10006059 GINA 9200100175 800000058
00176 0017600 Fort Thomas Independent 10006060 GINA 9200100176 800000059
00177 0017700 Frankfort Independent 10006061 GINA 9200100177 800000060
00181 0018100 | Franklin County Board of Education 10006062 GINA 9200100181 800000061
00185 0018500 Fulton County Board of Education 10006063 GINA 9200100185 800000062
00186 0018600 | Fulton Independent 10006064 | MICHELLE | 9200100186 800000063
00191 0019100 Gallatin County Board of Education 10006065 MICHELLE | 9200100191 800000064
00195 0019500 | Garrard County Board of Education 10006066 MICHELLE | 9200100195 800000065
00197 0019700 | Glasgow Independent 10006067 GINA 9200100197 800000066
00201 0020100 Grant County Board of Education 10006068 MICHELLE | 9200100201 800000067
00205 0020500 | Graves County Board of Education 10006069 | MICHELLE | 9200100205 800000068
00211 0021100 Grayson County Board of Education 10006070 MICHELLE | 9200100211 800000069
00215 0021500 | Green County Board of Education 10006071 GINA 9200100215 800000070
00221 0022100 | Greenup County Board of Education 10006072 GINA 9200100221 800000071
00225 0022500 Hancock County Board of Education 10006073 GINA 9200100225 800000072
00231 0023100 | Hardin County Board of Education 10006074 ANNETTE | 9200100231 800000073
00235 0023500 Harlan County Board of Education 10006075 GINA 9200100235 800000074
00236 0023600 | Harlan independent 10006076 GINA 9200100236 800000075
00241 0024100 | Harrison County Board of Education 10006077 GINA 9200100241 800000076
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DEI KGLI LOCATION SAP ORG DEI POINT COST AGENCY
LEGACY LEGACY NAME UNIT OF CENTER BUSINESS
NUMBER | NUMBER NUMBER CONTACT PARTNER

00245 0024500 | Hart County Board of Education 10006078 GINA 9200100245 800000077
00246 0024600 Hazard Independent 10006079 DEBBIE B | 9200100246 800000078
00251 0025100 | Henderson County Board of Education 10006080 ANNETTE | 9200100251 800000079
00255 0025500 Henry County Board of Education 10006081 DEBBIE B | 9200100255 800000080
00261 0026100 Hickman County Board of Education 10006082 DEBBIE B | 9200100261 800000081
00265 0026500 | Hopkins County Board of Education 10006083 ANNETTE | 9200100265 800000082
00271 0027100 | Jackson County Board of Education 10006084 SARA J 9200100271 800000083
00272 0027200 | Jackson Independent 10006085 DEBBIE B | 9200100272 800000084
00275 0027500 | Jefferson County Board of Education 10006086 IRMA 9200100275 800000085
00276 0027600 | Jenkins Independent 10006087 SONIA 9200100276 800000086
00281 0028100 | Jessamine County Board of Education 10006088 GINA 9200100281 800000087
00285 0028500 | Johnson County Board of Education 10006089 SONIA 9200100285 800000088
00291 0029100 | Kenton County Board of Education 10006090 SARAJ 9200100291 800000089
00295 0029500 Knott County Board of Education 10006091 SONIA 9200100295 800000090
00301 0030100 | Knox County Board of Education 10006092 SONIA 9200100301 800000091
00305 0030500 Larue County Board of Education 10006093 SONIA 9200100305 800000092
00311 0031100 Laurel County Board of Education 10006094 GINA 9200100311 800000093
00315 0031500 | Lawrence County Board of Education 10006095 SONIA 9200100315 800000094
00321 0032100 Lee County Board of Education 10006096 SONIA 9200100321 800000095
00325 0032500 | Leslie County Board of Education 10006097 SONIA 9200100325 800000096
00331 0033100 Letcher County Board of Education 10006098 SONIA 9200100331 800000097
00335 0033500 | Lewis County Board of Education 10006099 SONIA 9200100335 800000098
00341 0034100 | Lincoln County Board of Education 10006100 SONIA 9200100341 800000099
00345 0034500 Livingston County Board of Education 10006101 SONIA 9200100345 800000100
00351 0035100 | Logan County Board of Education 10006102 SONIA 9200100351 800000101
00354 0035400 Ludlow Independent 10006103 SONIA 9200100354 800000102
00361 0036100 | Lyon County Board of Education 10006104 SONIA 9200100361 800000103
00365 0036500 Madison County Board of Education 10006105 GINA 9200100365 800000104
00371 0037100 Magoffin County Board of Education 10006106 SONIA 9200100371 800000105
00375 0037500 | Marion County Board of Education 10006107 SONIA 9200100375 800000106
00381 0038100 Marshall County Board of Education 10006108 SONIA 9200100381 800000107
00385 0038500 | Martin County Board of Education 10006109 SONIA 9200100385 800000108
00391 0039100 Mason County Board of Education 10006110 SONIA 9200100391 800000109
00392 0039200 | Mayfield Independent 10006111 SONIA 9200100392 800000110
00395 0039500 | McCracken County Board of Education 10006112 SONIA 9200100395 800000111
00401 0040100 McCreary County Board of Education 10006113 SONIA 9200100401 800000112
00405 0040500 | McLean County Board of Education 10006114 SONIA 9200100405 800000113
00411 0041100 Meade County Board of Education 10006115 SONIA 9200100411 800000114
00415 0041500 | Menifee County Board of Education 10006116 SONIA 9200100415 800000115
00421 0042100 Mercer County Board of Education 10006117 SONIA 9200100421 800000116
00425 0042500 Metcalfe County Board of Education 10006118 GINA 9200100425 800000117
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DEI KGLI LOCATION SAP ORG DEI POINT COST AGENCY
LEGACY LEGACY NAME UNIT OF CENTER BUSINESS
NUMBER | NUMBER NUMBER CONTACT PARTNER

00426 0042600 | Middlesboro Independent 10006119 MADONA | 9200100426 800000118
00431 0043100 Monroe County Board of Education 10006120 GINA 9200100431 800000119
00435 0043500 | Montgomery County Board of 10006121 GINA 9200100435 800000120
Education
00436 0043600 Monticello Independent 10006122 SONIA 9200100436 800000121
00441 0044100 | Morgan County Board of Education 10006123 GINA 9200100441 800000122
00445 0044500 | Muhlenberg County Board of Education 10006124 GINA 9200100445 800000123
00446 0044600 | Murray Independent 10006125 GINA 9200100446 800000124
00451 0045100 | Nelson County Board of Education 10006126 GINA 9200100451 800000125
00452 0045200 Newport Independent 10006127 GINA 9200100452 800000126
00455 0045500 | Nicholas County Board of Education 10006128 GINA 9200100455 800000127
00461 0046100 Ohio County Board of Education 10006129 GINA 9200100461 800000128
00465 0046500 | Oldham County Board of Education 10006130 MADONA | 9200100465 800000129
00471 0047100 Owen County Board of Education 10006131 MICHELLE | 9200100471 800000130
00472 0047200 Owensboro Independent 10006132 MICHELLE | 9200100472 800000131
00475 0047500 | Owsley County Board of Education 10006133 MICHELLE | 9200100475 800000132
00476 0047600 Paducah Independent 10006134 MICHELLE | 9200100476 800000133
00477 0047700 | Paintsville Independent 10006135 MICHELLE | 9200100477 800000134
00478 0047800 Paris Independent 10006136 MICHELLE | 9200100478 800000135
00481 0048100 | Pendleton County Board of Education 10006137 MICHELLE | 9200100481 800000136
00485 0048500 | Perry County Board of Education 10006138 MICHELLE | 9200100485 800000137
00491 0049100 Pike County Board of Education 10006139 MICHELLE | 9200100491 800000138
00492 0049200 | Pikeville Independent 10006140 | MICHELLE | 9200100492 800000139
00493 0049300 Pineville Independent 10006141 MICHELLE | 9200100493 800000140
00495 0049500 | Powell County Board of Education 10006142 MICHELLE | 9200100495 800000141
00501 0050100 Pulaski County Board of Education 10006144 MICHELLE | 9200100501 800000142
00502 0050200 Raceland Independent 10006145 MICHELLE | 9200100502 800000143
00505 0050500 | Robertson County Board of Education 10006146 MICHELLE | 9200100505 800000144
00511 0051100 Rockcastle County Board of Education 10006147 MICHELLE | 9200100511 800000145
00515 0051500 | Rowan County Board of Education 10006148 MICHELLE | 9200100515 800000146
00521 0052100 Russell County Board of Education 10006149 MICHELLE | 9200100521 800000147
00522 0052200 | Russell Independent 10006150 | MICHELLE | 9200100522 800000148
00523 0052300 | Russellville Independent 10006151 | MICHELLE | 9200100523 800000149
00524 0052400 Science Hill Independent 10006152 MICHELLE | 9200100524 800000150
00525 0052500 | Scott County Board of Education 10006153 MICHELLE | 9200100525 800000151
00531 0053100 Shelby County Board of Education 10006154 DEBBIE B | 9200100531 800000152
00533 0053300 | Silver Grove Independent 10006155 DEBBIE B | 9200100533 800000153
00535 0053500 Simpson County Board of Education 10006156 DEBBIE B | 9200100535 800000154
00536 0053600 Somerset Independent 10006157 DEBBIE B | 9200100536 800000155
00537 0053700 | Southgate Independent 10006158 DEBBIE B | 9200100537 800000156
00541 0054100 Spencer County Board of Education 10006159 DEBBIE B | 9200100541 800000157
00545 0054500 | Taylor County Board of Education 10006160 DEBBIE B | 9200100545 800000158
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DEI KGLI LOCATION SAP ORG DEI POINT COST AGENCY
LEGACY LEGACY NAME UNIT OF CENTER BUSINESS
NUMBER | NUMBER NUMBER CONTACT PARTNER

00551 0055100 | Todd County Board of Education 10006161 DEBBIE B | 9200100551 800000159
00555 0055500 | Trigg County Board of Education 10006162 DEBBIE B | 9200100555 800000160
00561 0056100 | Trimble County Board of Education 10006163 DEBBIE B | 9200100561 800000161
00565 0056500 Union County Board of Education 10006164 DEBBIE B | 9200100565 800000162
00567 0056700 | Walton-Verona Independent 10006165 DEBBIE B | 9200100567 800000163
00571 0057100 | Warren County Board of Education 10006166 SARAJ 9200100571 800000164
00575 0057500 | Washington County Board of Education 10006167 DEBBIE B | 9200100575 800000165
00581 0058100 | Wayne County Board of Education 10006168 SONIA 9200100581 800000166
00585 0058500 | Webster County Board of Education 10006169 DEBBIE B | 9200100585 800000167
00586 0058600 | West Point Independent 10006170 DEBBIE B | 9200100586 800000168
00591 0059100 | Whitley County Board of Education 10006171 SARAJ 9200100591 800000169
00592 0059200 | Williamsburg Independent 10006172 DEBBIE B | 9200100592 800000170
00593 0059300 | Williamstown Independent 10006173 MICHELLE | 9200100593 800000171
00595 0059500 | Wolfe County Board of Education 10006174 MICHELLE | 9200100595 800000172
00601 0060100 | Woodford County Board of Education 10006175 MICHELLE | 9200100601 800000173
00616 0061600 Ohio Valley Educational Coop 10006176 MICHELLE | 9200100616 800000174
00622 0062200 KY Valley Educational Coop 10006177 MICHELLE | 9200100622 800000175
00630 0063000 | West KY Educational Coop 10006178 | MICHELLE | 9200100630 800000176
00700 0070000 KY Educational Develop Coop 10006179 MICHELLE | 9200100700 800000177
00701 0070100 | Northern KY Coop 10006180 | MICHELLE | 9200100701 800000178
00703 0070300 Green River Ed Coop 10006181 MICHELLE | 9200100703 800000179
00704 0070400 | Central KY Educational Coop 10006182 | MICHELLE | 9200100704 800000180
31100 3110000 | Kentucky Retirement Systems 10006425 SARAJ 9200431100 800000201
(Employees)
39627 3962700 | Turnpike Authority 10006242 9200439627 800000253
45470 KY Community & Tech College Sys 10006426 BETH 9200445470 800000264
(KCTCS)
70001 1437000 | Sanctuary, Inc 10006405 LIFE 9200470001 800000334
70002 1453000 Safe Harbor 10006406 LIFE 9200470002 800000335
70003 1454000 | D.O.V.E.S. 10006407 LIFE 9200470003 800000336
70004 1458000 | Bluegrass Rape Crisis Center 10006408 LIFE 9200470004 800000337
70005 1459000 Madison County Child Support 10006409 LIFE 9200470005 800000338
70006 1470000 | City of Simpsonville 10006410 LIFE 9200470006 800000339
70008 1499914 | Washington County Child Support 10006427 9200470008 800000340
70009 1499800 | Garrard County Clerk Office 10006413 9200470009 800000341
70018 7001800 Lincoln County Child Support Office 10006438 LIFE 9200470018 800000343
70019 7001900 | Anderson Public Library 10007006 MADONA 9200470019 800000611
70020 7002000 | Housing Authority of Hopkinsville 10007009 LIFE 9200470020 800000631
70021 7002100 Fayette Co Att, Clerical Div 10007014 LIFE 9200470021 800000661
80000 KY Retirement Systems (KRS Retirees) 10006416 BETH 9200580000 800000344
81000 KCTCRS Retirees 10006417 BETH 9200381000 800000345
82000 Kentucky Department of Education 10006421 IRMA KDE | 9200182000 800000346
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DEI KGLI LOCATION SAP ORG DEI POINT COST AGENCY
LEGACY LEGACY NAME UNIT OF CENTER BUSINESS
NUMBER | NUMBER NUMBER CONTACT PARTNER

83000 Health Department Central Office 10006422 ANNETTE | 9200283000 800000347
85000 KY Teachers Retirement (KTRS 10006418 BETH 9200585000 800000348
Retirees)
86000 Judicial Retirement System 10006419 SARAJ 9200386000 800000349
87000 Legislative Retirement System 10006420 SARAJ 9200387000 800000350
88000 2016000 | Board of Bar Examiners 10006237 SARAJ 9200488000 800000351
89000 3356000 | Teachers Retirement System 10006238 SARA J 9200489000 800000352
(Employees)
90002 0100200 | Allen County Health Department 10006183 | ANNETTE | 9200290002 800000353
90003 0100300 | Anderson County Health Department 10006184 ANNETTE | 9200290003 800000354
90009 0100900 | Bourbon County Health Department 10006185 ANNETTE | 9200290009 800000355
90011 0101100 Boyle County Health Department 10006186 ANNETTE | 9200290011 800000356
90012 0101200 Bracken County Health Department 10006187 ANNETTE | 9200290012 800000357
90013 0101300 | Breathitt County Health Department 10006188 ANNETTE | 9200290013 800000358
90014 0101400 | Breckinridge County Health Department | 10006189 ANNETTE | 9200290014 800000359
90015 0101500 | Bullitt County Health Department 10006190 | ANNETTE | 9200290015 800000360
90024 0102400 Christian County Health Department 10006191 ANNETTE | 9200290024 800000361
90025 0102500 | Clark County Health Department 10006192 | ANNETTE | 9200290025 800000362
90033 0103300 | Estill County Health Department 10006193 | ANNETTE | 9200290033 800000363
90035 0103500 Fleming County Health Department 10006194 ANNETTE | 9200290035 800000364
90036 0103600 | Floyd County Health Department 10006195 | ANNETTE | 9200290036 800000365
90037 0103700 Franklin County Health Department 10006196 ANNETTE | 9200290037 800000366
90040 0104000 | Garrard County Health Department 10006197 ANNETTE | 9200290040 800000367
90045 0104500 Greenup County Health Department 10006198 ANNETTE | 9200290045 800000368
90054 0105400 Hopkins County Health Department 10006199 ANNETTE | 9200290054 800000369
90057 0105700 | Jessamine County Health Department 10006200 ANNETTE | 9200290057 800000370
90058 0105800 | Johnson County Health Department 10006201 ANNETTE | 9200290058 800000371
90061 0106100 | Knox County Health Department 10006202 | ANNETTE | 9200290061 800000372
90063 0106300 Laurel County Health Department 10006203 ANNETTE | 9200290063 800000373
90068 0106800 | Lewis County Health Department 10006204 | ANNETTE | 9200290068 800000374
90069 0106900 | Lincoln County Health Department 10006205 ANNETTE | 9200290069 800000375
90076 0107600 Madison County Health Department 10006206 ANNETTE | 9200290076 800000376
90077 0107700 | Magoffin County Health Department 10006207 ANNETTE | 9200290077 800000377
90079 0107900 Marshall County Health Department 10006208 ANNETTE | 9200290079 800000378
90080 0108000 | Martin County Health Department 10006209 | ANNETTE | 9200290080 800000379
90084 0108400 Mercer County Health Department 10006210 ANNETTE | 9200290084 800000380
90086 0108600 Monroe County Health Department 10006211 ANNETTE | 9200290086 800000381
90087 0108700 | Montgomery County Health Department | 10006212 ANNETTE | 9200290087 800000382
90089 0108900 Muhlenberg County Health Department 10006213 ANNETTE | 9200290089 800000383
90093 0109300 | Oldham County Health Department 10006214 | ANNETTE | 9200290093 800000384
90098 0109800 Pike County Health Department 10006215 ANNETTE | 9200290098 800000385
90099 0109900 | Powell County Health Department 10006216 | ANNETTE | 9200290099 800000386

198




DEI KGLI LOCATION SAP ORG DEI POINT COST AGENCY
LEGACY LEGACY NAME UNIT OF CENTER BUSINESS
NUMBER | NUMBER NUMBER CONTACT PARTNER

90110 0111000 | Todd County Health Department 10006217 ANNETTE | 9200290110 800000387
90118 0111800 | Whitley County Health Departments 10006218 ANNETTE | 9200290118 800000388
90120 0112000 Woodford County Health Department 10006219 ANNETTE | 9200290120 800000389
90301 1200000 Ashland-Boyd County Health 10006220 ANNETTE | 9200290301 800000390
Department
90302 1300000 Lincoln Trail Dist Health Department 10006221 ANNETTE | 9200290302 800000391
90303 1500000 Barren River Dist Health Department 10006222 ANNETTE | 9200290303 800000392
90304 1600000 | Purchase Dist Health Department 10006223 ANNETTE | 9200290304 800000393
90305 1400000 | North Central Dist Health Department 10006224 ANNETTE | 9200290305 800000394
90309 0200000 Lake Cumberland Dist Health 10006225 ANNETTE | 9200290309 800000395
Department
90310 0300000 Northern KY Ind Dist Health 10006226 ANNETTE | 9200290310 800000396
Department
90311 0400000 | Little Sandy Dist Health Department 10006227 | ANNETTE | 9200290311 800000397
90312 0500000 Kentucky River Dist Health Department 10006228 ANNETTE | 9200290312 800000398
90313 0600000 | Cumberland Valley Dist Health 10006229 | ANNETTE | 9200290313 800000399
Department
90314 0700000 Green River Dist Health Department 10006230 ANNETTE | 9200290314 800000400
90315 0800000 | Wedco Dist Health Department 10006231 ANNETTE | 9200290315 800000401
90316 1000000 Gateway Dist Health Department 10006232 ANNETTE | 9200290316 800000402
90317 0900000 | Three Rivers Dist Health Department 10006233 ANNETTE | 9200290317 800000403
90318 1100000 | Pennyrile Dist Health Department 10006234 ANNETTE | 9200290318 800000404
90321 1900000 Buffalo Dist Health Department 10006235 ANNETTE | 9200290321 800000405
90322 0106700 | Lawrence County Health Department 10006236 ANNETTE | 9200290322 800000406
90323 9032300 Graves County Health Department 10006456 ANNETTE | 9200290323 800000407
90324 9032400 | Calloway Co Health Department 10007000 | ANNETTE | 9200290324 800000600
90325 Bell County Health Department ANNETTE 800000670
91000 4494000 | Kentucky Employers Mutual Insurance 10006239 MADONA 9200491000 800000408
92000 1000700 | KY Higher Education Student Loan 10006240 MADONA | 9200492000 800000409
93000 (lzg:ft)ucky Housing Corporation 10006241 SARA J 9200493000 800000410
95010 1435000 | Child Watch Advocacy Center 10006244 MADONA | 9200495010 800000411
95020 1436000 Rape Victim Services 10006245 MADONA 9200495020 800000412
95030 1438000 | O'Boro Area Shelter & Info Serv 10006246 SARAH B | 9200495030 800000413
95040 1439000 Barren River Child Advocacy Center 10006247 SARAH B 9200495040 800000414
95070 1452000 | Springhaven, Inc. 10006248 SARAH B | 9200495070 800000415
95090 Gateway Children Advocacy Center 10006249 SARAH B | 9200495090 800000416
95120 Kentucky Bar Association 10006250 SARAH B 9200495120 800000417
96000 1433000 | Kentucky Educational TV Foundation 10006251 SARAH B | 9200496000 800000418
96040 Daviess County Commissioner Office 10006252 MADONA | 9200496040 800000419
96050 9605000 | Gateway Area Dev District 10006253 MADONA | 9200496050 800000420
96060 Kentucky Council of Area Dev District 10006254 MADONA | 9200496060 800000421
96080 Lyon County Fiscal Court 10006256 MADONA 9200496080 800000422
96090 Paul Sawyer Public Library 10006257 MADONA | 9200496090 800000423
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96120 Hancock County Public Library 10006258 MADONA | 9200496120 800000424
96130 Kentucky County Judge Exec 10006259 MADONA 9200496130 800000425
Association
96160 Ball'd, Carlisle, Livings Public Library 10006260 MADONA | 9200496160 800000426
96180 Marshall County Refuse Disposal Dist 10006261 MADONA | 9200496180 800000427
96190 Marshall County Fiscal Court 10006262 MADONA | 9200496190 800000428
96200 Housing Authority of Greensburg 10006263 MADONA | 9200496200 800000429
96220 9622000 McCracken County Public Library 10006265 MADONA | 9200496220 800000430
96240 City of Bardwell 10006268 MADONA | 9200496240 800000431
96250 1499902 | Three Forks Regional Jalil 10006269 MADONA 9200496250 800000432
96260 North Marshall Water Board 10006270 MADONA | 9200496260 800000433
96270 City of Fulton 10006271 MADONA 9200496270 800000434
96280 9628000 | South Anderson Water District 10006272 MADONA | 9200496280 800000435
96290 Housing Authority Of Paducah 10006463 MADONA 9200496290 800000436
96300 Breckinridge County Public Library 10006273 MADONA | 9200496300 800000437
96310 Kyanna Regional Plan & Dev Agency 10006274 MADONA | 9200496310 800000438
96315 John L Street Library 10006275 MADONA 9200496315 800000439
96320 Purchase Area Development District 10006276 MADONA | 9200496320 800000440
96340 Bluegrass Area Dev District 10006277 MADONA 9200496340 800000441
96345 Logan Todd Regional Water 10006278 MADONA | 9200496345 800000442
Commission
96365 Big Sandy Area Dev District 10006279 MADONA 9200496365 800000443
96370 Kentucky River Area Dev District 10006280 SARAH B | 9200496370 800000444
96385 1460000 Buffalo Trace Area Dev District 10006281 SARAH B 9200496385 800000445
96400 Rowan County Public Library 10006283 SARAH B 9200496400 800000446
96405 Kentucky Equal Justice Center 10006284 SARAH B | 9200496405 800000447
96410 City of Pembroke 10006285 KIM 9200496410 800000448
96415 Northern Kentucky Legal Aid Society 10006286 KIM 9200496415 800000449
96420 Lee County Conservation District 10006287 KIM 9200496420 800000450
96425 9642500 | Kentucky Legal Aid 10006288 KIM 9200496425 800000451
96435 City of Elkhorn City 10006289 SARAH B | 9200496435 800000452
96440 Appalachian Res & Def Fund of 10006290 DEBBIE F | 9200496440 800000453
Kentucky
96445 Fleming County Ems 10006291 MADONA 9200496445 800000454
96455 Hardin County Master Comm Office 10006293 MADONA 9200496455 800000455
96465 Low Inc Housing of Eastern Kentucky 10006294 MADONA | 9200496465 800000456
96475 Housing Authority of Mayfield 10006296 MADONA 9200496475 800000458
96485 Marion County Water District 10006297 MADONA | 9200496485 800000459
96490 Morganfield Housing Authority 10006298 MADONA 9200496490 800000460
96510 City of Irvington 10006300 MADONA | 9200496510 800000462
96520 Ledbetter Water District 10006301 MADONA | 9200496520 800000463
96525 1490000 Homes, Inc 10006302 MADONA 9200496525 800000464
96535 Pike County Senior Citizens Program 10006304 MADONA | 9200496535 800000465
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96540 Whitley County Water District 10006305 SARAJ 9200496540 800000466
96545 1491000 Breathitt County Fiscal Court 10006306 SARA J 9200496545 800000467
96550 Gateway Community Services Org 10006307 SARAJ 9200496550 800000468
96552 City of Nortonville 10006309 SARA J 9200496552 800000469
96553 Menifee County Public Library 10006310 SARA J 9200496553 800000470
96554 Knott County Water & Sewer District 10006311 SARAJ 9200496554 800000471
96555 City of Owenton 10006312 SARA J 9200496555 800000472
96557 1492000 Hart County Ambulance Service 10006313 SARAJ 9200496557 800000473
96562 Livingston County Fiscal Court 10006315 SARA J 9200496562 800000474
96564 Knox County Utility Commission 10006316 SARAJ 9200496564 800000475
96566 Lewis County Library 10006317 SARAJ 9200496566 800000476
96567 Pennyrile Emergency Assistance 10006318 SARA J 9200496567 800000477
96568 1496000 gﬁ;t(?;Science Hill 10006319 SARA J 9200496568 800000478
96569 City of Lewisburg 10006320 SARA J 9200496569 800000479
96570 1495000 | Kentucky Association Sexual Assault 10006321 SARAJ 9200496570 800000480
96571 1493000 Egopgéﬂgrbor, Inc. 10006322 SARAJ 9200496571 800000481
96572 Cumberland Valley Child Advocacy 10006323 SARAJ 9200496572 800000482
96573 9657300 cl—i:rnttgounty Fiscal Court 10006324 SARAJ 9200496573 800000483
96575 Legal Aid Society 10006325 SARA J 9200496575 800000484
96577 1499100 | Women Aware, Inc. 10006326 SARA J 9200496577 800000485
96579 1440000 | Kentucky Domestic Violence 10006328 SARA J 9200496579 800000486
Association
96580 Lake Cumberland Child Advocacy 10006329 SARAJ 9200496580 800000487
96581 g:rr::]e)/rrile Children Advocacy Center 10006423 SARA J 9200496581 800000488
96583 Paducah Power System 10006331 SARAJ 9200496583 800000489
96585 Housing Authority of Columbia 10006332 SARA J 9200496585 800000490
96586 1494000 City of Mount Vernon 10006333 MADONA 9200496586 800000491
96587 City of Brooksville 10006334 MADONA | 9200496587 800000492
96588 City of Barlow 10006335 MADONA 9200496588 800000493
96589 1498000 | City of Hickman 10006336 MADONA | 9200496589 800000494
96590 City of Stanford 10006337 MADONA 9200496590 800000495
96591 Pennyrile Narcotics Task Force 10006338 MADONA | 9200496591 800000496
96592 City of Harlan 10006339 MADONA | 9200496592 800000497
96593 City of Lakeside Park 10006340 MADONA 9200496593 800000498
96594 Housing Authority of Benton 10006341 MADONA | 9200496594 800000499
96595 9659500 Hart County Solid Waste 10006342 MADONA 9200496595 800000500
96596 City of Greensburg 10006343 SARAJ 9200496596 800000501
96598 City of Albany 10006344 GINA 9200496598 800000502
96599 Zoneton Fire District 10006345 GINA 9200496599 800000503
96600 1499000 | Grtr Fleming County Water Comm 10006346 GINA 9200496600 800000504
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96601 Webster County Conservation District 10006347 GINA 9200496601 800000505
96602 City of Eminence 10006348 GINA 9200496602 800000506
96603 Bethany House 10006349 GINA 9200496603 800000507
96604 Wolfe County Conservation District 10006350 GINA 9200496604 800000508
96605 City of Pioneer Village 10006351 GINA 9200496605 800000509
96606 Woodford County Econ Develop 10006352 DAN 9200496606 800000510
Authority
96607 Hickman Urban Renewal & Cmty Dev 10006353 DAN 9200496607 800000511
96608 Union County Water District 10006354 GINA 9200496608 800000512
96609 Monticello Wayne County Telecom Bd 10006355 GINA 9200496609 800000513
96610 Lifeskills Inc. 10006356 SARAJ 9200496610 800000514
96616 1499200 | Harrodsburg Mercer County Planning 10006358 SARAJ 9200496616 800000515
96617 Housing Authority of Albany 10006359 SARAJ 9200496617 800000516
96618 Kentucky River Regional Jail 10006360 SARA J 9200496618 800000517
96619 Housing Authority of Corbin 10006361 SARA J 9200496619 800000518
96620 1499906 | Shelby County Fiscal Court 10006362 DEBBIE F | 9200496620 800000519
96621 1499300 Boyd_ County Emergency Ambulance 10006363 DEBBIE F | 9200496621 800000520
96622 1499400 I\S/Iir:x?Nashington Fire Protection 10006364 DEBBIE F | 9200496622 800000521
96623 Kenton County Master Commissioner 10006365 DEBBIE F | 9200496623 800000522
96624 Campbellsville-Taylor County Industry 10006366 DEBBIE F | 9200496624 800000523
96625 City of Morganfield 10006367 DEBBIE F | 9200496625 800000524
96626 1499700 | Campbell County Fire District #1 10006368 DEBBIE F | 9200496626 800000525
96627 City of Smiths Grove 10006369 DEBBIE F | 9200496627 800000526
96628 M_astgr Commissioner Fayette County 10006370 DEBBIE F | 9200496628 800000527
96629 1499500 g;:zlubl;ville/Shelby County Parks 10006371 DEBBIE F | 9200496629 800000528
96630 Boone County Master Commissioner 10006372 DEBBIE F | 9200496630 800000529
96632 1499600 | Meade County Fire Protection District 10006424 DEBBIE F | 9200496632 800000530
96633 Southern Campbell Fire District 10006373 DEBBIE F | 9200496633 800000531
96634 Housing Authority of Ashland 10006374 DEBBIE F | 9200496634 800000532
96635 1499901 Hopkinsville Solid Waste Authority 10006375 DEBBIE F | 9200496635 800000533
96636 Cannonsburg Fire Department 10006376 DEBBIE F | 9200496636 800000534
96637 Western Fleming County Water District 10006377 DEBBIE F | 9200496637 800000535
96638 1499900 | Jefferson County Master Commissioner 10006378 DEBBIE F | 9200496638 800000536
96639 Owensboro Daviess County Ind 10006379 DEBBIE F | 9200496639 800000537
96640 Hopkinsville Christian County EOC 10006380 DEBBIE F | 9200496640 800000538
96641 Buffalo Trace Children Advocacy 10006381 DEBBIE F | 9200496641 800000539
96642 1499908 (I'\Egnstng-Boyd County 911 10006382 DEBBIE F | 9200496642 800000540
96643 Henderson County Water District 10006383 DEBBIE F | 9200496643 800000541
96646 Pike County Public Library 10006386 DEBBIE F | 9200496646 800000543
96647 1499909 | Owen County Fiscal Court 10006387 DEBBIE F | 9200496647 800000544
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96648 9664800 | Boone County Ivd Child Support 10006388 DEBBIE F | 9200496648 800000545
96649 ﬁgongésgon City/County Planning 10006389 DEBBIE F | 9200496649 800000546
96651 1499910 | Carter County Emergency Ambulance 10006391 DEBBIE F | 9200496651 800000547
96652 9665200 Hopkins County Attorney Office 10006392 DEBBIE F | 9200496652 800000548
96653 Lake Barkley Tourist Commission 10006393 DEBBIE F | 9200496653 800000549
96654 Fulton County Fiscal Court 10006394 MADONA 9200496654 800000550
96656 1499912 | Butler County Ambulance Service 10006396 DEBBIE F | 9200496656 800000551
96657 1499913 | Sandy Hook Water District 10006397 DEBBIE F | 9200496657 800000552
96658 Town of Brodhead 10006398 DEBBIE F | 9200496658 800000553
96659 Oldham County Master Commissioner 10006399 DEBBIE F | 9200496659 800000554
96660 Barren County Master Commissioner 10006400 DEBBIE F | 9200496660 800000555
96661 City of Grayson 10006401 DEBBIE F | 9200496661 800000556
96662 9666200 | Adair County Child Support Office 10006402 DEBBIE F | 9200496662 800000557
96663 Logan County Child Support Office 10006403 DEBBIE F | 9200496663 800000558
96664 Webster County Child Support Office 10006404 DEBBIE F | 9200496664 800000559
96665 Jessamine County Public Library 10006434 DEBBIE F | 9200496665 800000560
96667 Lincoln County Court Clerk 10006428 DEBBIE F | 9200496667 800000561
96668 9666800 Housing Authority of Flemingsburg 10006429 DEBBIE F | 9200496668 800000562
96669 9666900 | Warren County Public Library 10006430 DEBBIE F | 9200496669 800000563
96671 Simpson County Child Support Office 10006431 DEBBIE F | 9200496671 800000565
96672 Russell County Ambulance Service 10006432 DEBBIE F | 9200496672 800000566
96674 Ohio County Regional Waste Water 10006437 DEBBIE F | 9200496674 800000568
96676 9667600 Frankfort/Franklin County Tourist 10006440 DEBBIE F | 9200496676 800000570
96677 Highland Heights Southgate Pol DEBBIE F | 9200496677 800000571
Authority
96678 Bullitt Co Sanitation Dist 10006442 DEBBIE F | 9200496678 800000572
96679 Lyon County Public Library 10006443 DEBBIE F | 9200496679 800000573
96680 City of Taylorsville 10006444 DEBBIE F | 9200496680 800000574
96681 City of Coal Run Village 10006445 SARAH B | 9200496681 800000575
96682 Wolfe County Fiscal Court 10006446 SARAH B | 9200496682 800000576
96683 Salyersville\Magoffin Co Jnt House 10006447 SARAH B 9200496683 800000577
Authority
96684 City of Lebanon Junction 10006448 SARAH B 9200496684 800000578
96685 Harrison County Clerk 10006449 SARAH B 9200496685 800000579
96686 City of Wickliffe 10006450 SARAH B | 9200496686 800000580
96687 Point Pleasant Fire Protection Dist 10006451 SARAH B 9200496687 800000581
96688 Larue County Attorney's Office 10006452 SARAH B 9200496688 800000582
96689 9668900 Henderson County Master 10006453 SARAH B 9200496689 800000583
Commissioner
96690 Sanitation District #4 10006454 SARAH B | 9200496690 800000584
96691 City of Erlanger 10006455 KIM 9200496691 800000585
96692 Rattlesnake Ridge Water District 10006460 KIM 9200496692 800000586
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96693 9669300 | Fayette Co Attorney Off Child Support 10006457 KIM 9200496693 800000587
Division
96694 Princeton Water & Wastewater Com 10006458 KIM 9200496694 800000588
96695 Henry County Fiscal Court 10006459 KIM 9200496695 800000589
96696 Stanford/Lincoln Co. Industrial Authority | 10006461 KIM 9200496696 800000590
96697 Bullitt Co Attorney/ Office Child Support 10006462 KIM 9200496697 800000591
96698 Martin County Public Library 10007001 KIM 9200496698 800000601
96700 Bath Co Fiscal Court 10007003 KIM 9200496700 800000603
96701 9670100 | Campbell Co Economic 10007004 DAN 9200496701 800000604
96702 9670200 | Breathitt Co Water District 10007005 KIM 9200496702 800000610
96703 9670300 | City of Maysville 10007008 KIM 9200496703 800000620
96704 9670400 | Maysville Utility 10007007 KIM 9200496704 800000621
96705 9670500 | Whitley Co Child Support 10007010 KIM 9200496705 800000630
96706 Housing Authority of Maysville 10007011 KIM 9200496706 800000640
96707 Master Commissioner Clark Co (Clark 10007012 KIM 9200496707 800000653
County Master Commissioner)
96708 9670800 | Pike Co Attorney Division of Child 10007013 KIM 9200496708 800000660
Support
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Glossary

Account number — Bank account number.
Account Holder — Name on account.

Add to worklist — Moves the selected employee to the Worklist screen.

Adjustment reason — A personal or organizational change experienced by an employee, as a result
of which the employee is allowed to change his/her current benefit elections. In the SAP system,
the adjustment reason is a user-defined parameter to which certain adjustment permissions are
assigned for different types of benefit plans. The following are examples of adjustment reasons:
marriage, new dependent, hiring (initial enroliment), and job change.

Agency — An administrative body created by the Kentucky Constitution or by the legislature or
governor under the provisions of law to carry out or perform governmental services required by
the constitution or state law. (Another term for department — the next organizational level under
cabinet.)

“All Broker Report” tab — This tab shows all bills.
“All” tab — This tab shows all entries on the bill.
Arrears — Overdue debt, liability or obligation.
Bank Number — Bank Routing ABA #.

Bank Details — Bank account information.

Beneficiary — The person(s) named in the policy to receive life insurance proceeds upon the death
of the insured.

Benefit Plan — The central element of the Benefit Administration component, representing a
single benefit offered by the employer.

Bill period — Coverage month.

Biller Direct — A detail view where an employee/vendor can see a particular bill and the amount of
any deductions made or discounts given.

Billing Liaison — the term the Department of Employee Insurance uses to identify individuals in the
agencies that KEHP serves who are responsible for working and paying insurance bills.

Board of Health or Local Health Employee — Regularly employed employee of the county or
district board of health, which elected to have its employees insured under this insurance.

Broker — A representative of the participants that interacts with the insurance company on their
behalf and is responsible for the collection of premiums and the payment of claims. In KHRIS,
Broker is another name for Agency.
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Broker Bill — A report used by agencies to view and update their monthly health insurance, life
insurance, HRA and FSA bill. Also referred to as a Broker Report.

Broker Contract — The agency’s broker contract number.
Broker name — Agency name.
Broker Report — See Broker Bill.

Broker Report Overview — The two tabs on Broker Report Overview show all Open Broker Reports
(or bills) and All Broker Reports.

Business Partner (BP) — Identifies customer relationships, such as employees and agencies. Please
note that Business Partner and Contract Partner are interchangeable terms in the context of the IS-
CD module. In KHRIS, a Business Partner number that refers to an employee will begin with 1 and a
Business Partner Number that refers to an agency will begin with 8.

Carrier — Insurance Company.

Certificate of Coverage — A document provided to the employee that list detail information
regarding their life insurance coverage.

Change in Status — Any event that changes the following: (a) legal marital status (marriage, death
of spouse, divorce, legal separation or annulment); (b) number of dependents of qualifying
individuals (for Dependent Care Assistance only), (birth, adoption, placement for adoption, or
death of a dependent child); (c) employment status (commencement or termination of work; strike
or lockout; commencement or return from an unpaid leave of absence; or any benefit eligibility
condition that depends on employment status, whereby an employment status change would
result in an individual either becoming, or ceasing to be, eligible under a plan for Employee, Spouse
or Dependent); (d) dependent status (employee’s dependent child satisfies, or ceases to satisfy,
coverage requirements due to attainment of age, student status or any similar circumstances);(e)
residence or work site (change in Employee’s, Spouse’s or Dependent’s place of residence or
employment); and (f) such other events as may be permitted by law or regulation.

Change — Used to make corrections to Proposed Amounts that do not match the employee’s
payment amount.

Change Reason — Note entered by IC.
Changed on — The date a bill was last changed.

Clarification — A list of entries that KHRIS is awaiting further information in order to post. Items in
clarification must be resolved by DEI or KGLI staff.

Cobra — The Consolidated Omnibus Budget Reconciliation Acts of 1986, as amended, including
parallel provisions as outlined in Title XXIl of the Public Health Service Act. COBRA allows an
employee to continue their group health insurance coverage for a period of time.
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Company Number — A five digit number used to identify the individual agency in Kentucky State
Government. The first two digits identify the cabinet, and the last three digits identify the
department.

Confirm — Agree with proposed items.
Confirmed tab — Shows all items that were confirmed without changes.

Contract Account — A Contract Account is a Business Partner subset used to group Insurance
Object items that have the same Collection/Disbursement criteria.

Contract Account Category — Grouping attribute for accounts that have the same control features.
When a contract account is created it is allocated to a contract account category and then has
particular characteristics.

Cost Center — 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 five digit agency number.

COT — Commonwealth Office of Technology.
Create item — Used to add employees who are not listed on the broker bill.
Created on — The date a bill was generated.

Cross Reference — A husband and wife who, as eligible employees of the Public Employee Health
Insurance Program, may elect to have both state paid contributions applied to their family
coverage.

Customer Contract ID — Insurance object.

Default plan — A plan in which employees can be enrolled before they communicate their benefits
elections to the benefits office.

DEI — Department of Employee Insurance.

Delimit — This means to shorten the validity period of an object or info type record by replacing its
end date with an earlier date. Example, validating periods are often open ended which means they
have an end date very far in the future. Changing the end date of the validity period to a current
date “delimits”.

Dependent — “Dependent” as defined by KRS 304.16-085 shall mean and include only the husband
or wife of the insured employee or member and an insured employee’s or member’s child under
eighteen (18) years of age or his child eighteen (18) years of older who is attending an educational
institution and relying upon the insured employee or member for financial support. “Child” shall
include the employee’s children by birth or adoption and stepchildren, foster children, or other
children that depend upon the employee for support and live with the employee in a regular-child
relationship.

Dependent’s Insurance — The term “dependents’ insurance” shall mean insurance with respect to
dependents of employees.
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Description — Employee Name.
Display As — Feature that allows the bill to be displayed as a table, as a graphic, or as both.

Dual Employment — An employee who works full-time for different agencies (i.e. school board and
state agency), and meets the eligibility requirement for both employers.

Effective Date — The date the insurance coverage takes effect.
Eligibility — Qualification of an employee to participate in a benefit plan.

Eligible Person — A person who meets eligibility requirements of the Public Health Insurance
Program.

Employee — An employee, an elected state official of the Commonwealth of Kentucky, and in
addition any employee’s of local boards of education, and a board of health employee who is
regularly employed by any department, board, agency, commission, authority or branch of state
government, or local board of education, or county or district health department, who is also a
contributing member of any of the retirement systems administered by the state including
federally funded time limited positions.

Employee and Manager Self-Service (ESS/MSS) — A web application portal integrated with the
KHRIS system. Employees can display and update personal information, enter time worked, enroll
in benefits, and view pay statements. Managers and Personnel Administrators have the ability to
process personnel change requests, display employee details, and approve workflow tasks. An
example of a workflow task is the approval of a leave request.

Employee ID — Another term for User ID.

Employee Number — Employee’s Social Security Number (although the Commonwealth is in the
process of transitioning to a unique employee id number that will take the place of SSN as the
employee number).

Enrollment — The process of enrolling in benefit plans.

Enrollment Period — The period of time which an eligible employee of the covered group may
enroll for life insurance coverage.

Export — button used to export billed items to Excel.
Export to Notepad— exports the selected bill view to notepad.

Family and Medical Leave (FMLA) — An employee may continue their life and/or health insurance
coverage while on Family Medical Leave up to 12 weeks. The employer would be responsible for
paying the Basic coverage for the employee. The employee will be responsible while on FMLA for
any additional life insurance coverage. For Health Insurance, the employee must continue to pay
the employee portion and the employer must continue to pay the employer portion.

Financial Management Branch (FMB/PBB) — Branch of the Department of Employee Insurance
that processes financial transactions, such as daily deposits, and manages KEHP finances.
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FSA — Flexible Spending Account, either Health Care Spending Account or Dependent Care
Spending Account.

KHRIS — Kentucky Human Resource Information System.
KGLI — KY Group Life Insurance branch.

HRA — Health Reimbursement Account, an employer funded spending account that can be used to
pay qualified medical expenses.

Individual Insurance — The term “individual insurance” shall mean an individual’s life insurance
under the state sponsored group life insurance policy with respect to himself/herself.

Insurance Object — An Insurance Object is a Contract Account subset used to group billing and
collection related parameters. An insurance object is identified as a specific insurance plan type
(Health, Life, FSA, etc.)

Insurance Type — This field represents the insurance type/business arrangement.
Interfaces — Interfaces are systems that connect to and exchange data with KHRIS.

Invoice Period from/to — Bill period start and closing dates, respectively.

IS-CD - Collections and Disbursements (CD) — A module within SAP that allows you to carry out
cross-industry tasks relating to collections/disbursements, such as accounts receivable and/or
payable accounting, handling of payments, processing of incoming payments and dunning. You use
this component to enter your basic settings for master data and to post and process documents.
You can also use it to create and process master data, and to post and process documents
manually.

Item ID — Column which displays an auto-assigned number given to each bill entry.
KHRIS — Kentucky’s Human Resource Information System.
KI — Kentucky Interactive, third party vender for ACH payments.

Late Enrollee — An eligible person who requests enrollment in a plan after the initial open
enrollment period. An individual shall not be considered a late enrollee if: (a) The person enrolls
during their initial enrollment period; (b) The person enrolls during any annual open enroliment
period; or (c) The person enrolls during a special enrollment period.

Leave Without Pay (LWOP) — An employee may continue their life insurance coverage including
the Basic coverage while on an approved leave without pay with their employer for a period of 12
months. Premiums for the Basic coverage and any additional life insurance policy would be
payable by the employee. Health insurance coverage ends when an employee begins LWOP. Health
insurance will be reinstated upon return to work.

Master Data — Is the key business information about employees and agencies.

209



Member — An employee, retiree or COBRA participant who is covered by one of the health plans
offered by the Kentucky Employee Health Insurance Program or Group Life Insurance Program.

Menu — Element of the graphical user interface. Menus are control elements that offer the user
several options. When the user selects one of these options, an action is triggered by the system.
Such an action can also be the opening of a submenu. There are two types of menus -menu bars
and pull-down menus. The layout of the menu bar or the pull-down menus has been defined for
each of the levels of SAP RI3. You select menu options either with a single mouse click or by
positioning the cursor and pressing ENTER.

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

Open Enrollment Period — A defined period of time, prior to the beginning of a Coverage Period
during which an employee shall be entitled to elect benefit options for the subsequent coverage
period.

Open Bills — Bills that have not yet been worked or that are only partially processed. Changes can
be made to open bills.

Open Broker Report — List Active bill/s for Current Bill Period; bills that have not been worked.
Paid Bills — Finished Posted Bills.

Payroll — Calculation of the remuneration, tax amounts, insurance amounts, and other pay of an
employee for a particular period.

Premium Billing Branch (PBB) — The branch of the Department of Employee Insurance that
manages premium billing and payments.

Person — An individual in whom the Commonwealth has an interest (Object type key P).

Personnel Action — Series of info types that are added, changed, completely or partially deleted,
or delimited in KHRIS for hiring, reclassification, abolishment, etc. The series of info types edited
using these actions is defined in KHRIS.

Personnel Area — Personnel Areas are used for reporting purposes, validating authorizations,
setting up planned working times, and generating default information in employee master records
and pay records. Examples of Personnel Areas are: Executive, Judicial, Legislative.

Personnel Subarea — Personnel Subareas are used to describe the payroll structures and the time
management structures. Personnel Subareas can also be subdivisions of the Personnel Area by
function (i.e. human resources, finance). Examples of the Personnel Subareas within Executive are:
Full Time Exempt, Full Time Non Exempt, PT<100 Exempt.

Plan type — A subdivision of the benefit plan category. For example, dental and vision case are
plan types within the health plan category.

Plan Year — Each successive twelve-month period starting January 1 and ending on December 31.
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Portal — A portal is an interface that gives users’ access to KHRIS through a Web interface rather
than the KHRIS Graphical User Interface (GUI).

Posted Bills — Bills that have been worked and released.

Premium — The periodic charges due which the member, or the member’s group must pay to
maintain coverage.

Premium Due Date — The date on which a premium is due to maintain coverage.

Processed Items — Confirming, changing, creating or rejecting Proposed Items places them in Processed
ltems.

Processing or Working Broker Bills — Working or processing the broker bill involves adding new
entries or changing, rejecting and/or confirming Proposed Items to move them to Processed Items.

Product code — is a two digit code delineating billing for health insurance, life insurance or Flexible
Spending Account (FSA).

Proposed Amount — the amount that KHRIS has calculated is owed and for which KHRIS has billed
an agency.

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

Qualifying Event — A specific situation or occurrence that enables an eligible person to enroll or
disenroll outside the designated enrollment period as a result of that person becoming eligible for
or losing eligibility for coverage under this plan or another plan.

QUASI - Agency — The word “QUASI — Agency” means an agency whose employers pays into a
state-sponsored retirement system and has elected to participate in the state sponsored Life
Insurance Program or the Public Employee Health Insurance Program.

Re-Employment — The rehiring of an employee with status who has been laid-off.
Reject — used to remove employees who are not paying from the bill.

Rejected tab — shows all items that were rejected.

Release — Finalize.

Reset — Restore.

Retiree — A member of a retirement plan administered by the Kentucky Retirement Systems,
Kentucky Teachers’ Retirement System, Kentucky Legislators Retirement Plan, Kentucky Judicial
Retirement Plan or any other state retirement system, who is under age 65.

Role — Used to assign functions to your business partner depending on the business relationship
(for example, counterparty, issuer, borrower), and to control field selection for the partner data. A
business partner may have more than one role.
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SAP — SAP Systems, Applications and Products in Data Processing. SAP is a software package for
processing data. SAP is also the name of the company that licenses the SAP software. SAP software
will enable KHRIS.

Search Term — On a Broker Bill, this is number of the job that created the bill.
Select Payment Type — SOF (Source of Funds).

Single Coverage — Coverage for the member only.

Spouse — A person to whom the insured is legally married.

Sub Transaction — Refers to the general ledger sub account the transaction will be posted to.
Further describes the general reason for the transaction.

Subtype — Further subdivision of an infotype.

Support Documents — Documents that are to be scanned in a person’s file. Such documents will
consist of approvals, transcripts, job questionnaires, supplemental questionnaires, letters of
recommendation, diplomas, DD214, or any other correspondence not to include applications,
updates or résumé’s these are called register documents.

Text — Plan enrolled in.
TPE — Kentucky Interactive’s payment engine for processing ACH payments.

Transfer — A movement of any employee from one position to another of the same grade having
the same salary ranges, the same level of responsibility within the classified service, and the same
salary received immediately prior to transfer.

User ID — Identification issued by KHRIS to which your roles and security will be associated. User
IDs are a 7 place ID that are three letters followed by four numbers. The User ID is sometimes
referred to as Employee ID.

Validity period — Validity periods define the lifespan of an object or infotype record, or the period
of time when they officially exist. You specify a validity period by entering a start date and end date
when you create objects and infotype records.

Web Broker Bill — Another name for Broker Reports.
With Changes tab — Shows all items that were changed.
Working a Bill — Processing a bill.

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

YTD — Year To Date.
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Forms
KEHP

KEHP forms are available on the DEI website, at:
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 Resources

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.

Resources i“User Guides & Manuals Training

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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KGLI

KGLI forms are available on KGLI website, at:
https://personnel.ky.gov/Pages/Lifelnsurance.aspx

Kentucky Group Life Insurance

Team Kentucky provides comprehensive protection for you and your family. State employees,
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 “\Ins. Coordinators/HRGs

7 —
E—Life Insurance Options

View additional life insurance

) Booklet/Certificate of Coverage Memos, Forms & Manuals
options for members and

dependents Enrolling or Changing Coverage Spotlight Training

@euments and Forms KHRIS Training

View Options
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FMB/PBB/PBB Contacts

Point of Contact

Contact information

Sarah Blackwell

(502) 564-8337
Sarah.Blackwell@ky.qgov

Debbie Brewer

(502) 564-5180
Deborah.Brewer@ky.qgov

Debbie Fraley

(502) 564-5601
Debbie.Fraley@ky.qgov

Beth Gebhart

(502) 564-5713
Beth.Gebhart@ky.qgov

Gina Jackson

(502) 564-5719
Gina.Jackson@ky.gov

Sara Jackson

(502) 564-4291
Sara.Jackson@Kky.gov

Michelle James

(502) 564-5669
MichelleG.James@Kky.gov

Annette Osbourne

(502) 564-5666
Annette.Osborne@ky.gov

Kim Richie

(502) 564-5601
Kimberly.Richie@ky.gov

Brenda Roark

(502) 564-5608
Brenda.Roark@ky.gov

Madona Thompson

(502) 564-7826
Madona.Thompson@Kky.gov

Irma Turner

(502) 564-5685
Irma.Turner@ky.gov

Sonia White

(502) 564-5683
Sonia.White @ky.gov

All questions or concerns regarding Health Insurance or Flexible Spending
Account billing should be directed to FMB/PBB/PBB (Financial Management
Branch/Premium Billing Branch) at 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.
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Benefits Accounting Quick Guides
Logging On To KHRIS

Access KHRIS directly through: https://KHRIS.ky.goV/irj/portal.

we I CO m e Having trouble viewing, click here

\ e KHRIS User ID*
mms Forgot KHRIS User ID?

Essfﬂss Forgot/Reset Password or New User?

ssword *

Hentucky Human Resouree Infarmation System

Browser Requirements

Enter your User ID and password to enter KHRIS.
If this is your first time using the KHRIS, select the New User/Reset Password link.

1 2 3
i’ L N = u
Validate Employee ID Authenticate Emplovee Information New Password
Enter
E%FI}'BED: * | |[ walidate |

The reset password link will take you through a series of screens where you will first enter
your Employee ID.

Confirm information to reset password:

Last Mame: * |

ZIP Code: * [

Date of Birth: * 9]
MM DD Y Y

Social Security Number: * | |

Authenticate

And then you will authenticate your name, zip code, date of birth and SSN in order to be
able to generate a new password and enter KHRIS.
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Accessing the Broker Bill

To access broker reports, click Biller Direct

Welcome, K Search:

r —

Il = 5

Employee Self-Service Insurance Coordinator NCP1 Image Connect

= =

Worklist Employee Suggestion System

Welcome to KHRIS Online Benefits Billing System

» Welcome

+ Biller Direct
Please use the menu to the left to perform your functions.

« Broker Report Overview

Click on the “Broker Report Overview” link.

Welcome, K Search:
- — — i ” — —
Il = = e O =
Employee Self-Service Insurance Coordinator NCP1 Image Connect Biller Direct Worklist Employee Suggestion System

Welcome to KHRIS Online Benefits Billing System

+ Welcome

+ Biller Direct

Please use the menu to the left to perform your functions.
« Broker Report Overview

Choose the bill that you wish to process by clicking the gray square to the left of the report
number.

Broker Report Overview

Open Broker Reports

Corocess Broker Reggi®Refresh List

Broker Report  Search Term Broker Report Statuz  Invoicing period frem  Invoicing Period to Broker Contract Created on  Changed on I:‘
200000000170 | 20110828RR002 | Open 02182011 ozzazei 35 | 08/2902011 | 0842872011
1 200000000160 | 20110828RR00M | Open 02/01/2011 ozMsen 35 | 0&/28/2011 | 0842872011
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Click Process Broker Report to open the bill.

Broker Report (8000000001 90) Personalize

Broker Mame: P Sroker Contract: 8000000000000000135  Status: Open

Broker Report Status

Overview

SR Satus O Searchiler e[ SRATI]
Proposed ltems Created on: 0971372011 14:27:57 Changed on:  09A1372011  14:27:57
Changed by:  RRAYMENT

Waorklist ltems

Processed Hems The proposals offeet the report amounts against the proposed amounts
Item category Armount Proposed Amount — Currency
Prarniurm 000 3 USD
Total 0.00 97321 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,

ltern category ltermns Processed items  Percentage of completion
Pramiam 5 :
Totsl 5 0
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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.

Pr d A 1
- P
Overview Total Premiums: 11,525.20 USD
T T Total: 11,525.20 USD
Worklist ltems Proposed Broker Report ltems
Processed ltems | Detailz. || Confirm || Change || Reject | Create ltem « | Add to Worklist || Update Proposed Amount | Export to Notepad
—
view(reat |v| oiWEreminde [~ ][Exp0rt]
. temiD Social Security Number Dezcription = Proposed Amount ltem Category Text
S8 10

Enter the Name of the person you wish to add to the bill. Leave Ins Obiject field blank.
Do not click the “Business partner/contract not available” radio button.
Click Search and follow the wizard through the process

Create New Broker Report ltem

¥

5 I
1 2 3 14 6 -1

Select Business Partner Check f Create Open ftems Erter Amorit Eriter Change Reason Review and Save Completed

‘=elect the business partner and the insurance cortract for which you want to creste the item. If these do not yet exist inthe system, you can alzo creste the broke
eport item without the business partner.

(s Search for business partner and contract ID

Mame 1 Mast name: lQl
Mame 2/First name: Q
meobet [ |

(" Buziness partnericontract not available, proceed without business partner

Ted 1)

Click Next once correct insurance object has been selected.

Create New Broker Report ltem E m
1] 2 3 4 5 [ S

Select Business Partner Check ! Creste Open tems Erter Amournt Erter Change Reazon Review and Save Completed

Select the business partner and the insurance contract for which you weant to creste the tem. If these do not vet exist in the system, you can alzo create the broker
repart item without the business partner.

(@ Search for buziness partner and contract ID

Mame 1 dast name: :l

Mame 2iFirst name: :l

Ins. Object: [
Select business partner using the buttons in the first table column

Description Insurance Chject De=cription D
|— John Doe s 100000000123456 001 46886 J Health Plan Employee

" Busines=s partnerficontract not available, proceed without business partner
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Click the Enter Amount button. Leave Item Category, Cost Center, and Display in
Currency blank.

Create New Broker Report tem E x

p— 1 2 3 4 5 [ |
Select Buziness Partner Check [ Create Open ltems Enter Amourt Erter Change Reasan Review: and Save Completed

You can search for open tems for the business partner according to the selection critetizs

kemCategory: [ ]

Bill Periock:
Cost Certer: | I 1]
Display in currency: |USD ||

P ——
4 Previous ﬁnter A miaurt B

Click in Amount and enter payment amount. Do not enter any amount in Proposed Items.
Click Enter Change Reason.

Create Hew Broker Report item E m
I 1 2 3 4 5 L e |
Select Business Partner Check [ Create Cpen tems Enter Amount Enter Change Reason Review and Save Completes

Enter the amount that you have collectedidisbursed and also enter your retained commission.

Amourt: [ 6152 UsD

Amourt Proposal: 000 ush

| 4 Previous @er Change ReasonD

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. Notes can be
helpful, but are not required.

Create New Broker Report ltem

T 2 3 4 5 Py E—

Select Business Partner Check ! Creste Open ftems Erter &mourit Enter Change Reason Review and Save Completed

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

N .
~ocation Transter | -

Location Transter Ei
Fesid Chid Care Chng

Cther permitted

Life Chilel Inelig

Life Marriage

Life Salary Covg Chg

Life Beneficiary Chyg

Death of Participant
Term due to Mo Paymt

[]
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Click Review and Save.

Create New Broker Report item =B

[ P 2 3 [a] 5 [ E—

Select Business Partner Check § Creste Cpen fems Erter Smourit Enter Change Reason Review andd Save Completed

Select the reazon for creating the broker report item. You can alzo entet & note for yourself or for the insurance processing clerk.

Change Reason: \Locatlon Transfer |v |

Mate: eff 201111

p—
4 Previous [(Review and Save I

Review entry for accuracy.

If entry is correct, click Save.

Create New Broker Report ke E m

I» 1 2 3 4 5 6
Select Buzineszs Partner Check ¥ Creste Open ftems Erter Amount Enter Change Reaszon Review and Save Completed

Check your entries inthe overviewy, and choose 'Save'.

Insurance Chject Category:
Social Security Mumber:

tem cat.: Premium Mote:
Change Reason: Location Transfer eff 2111

Buziness Partner:

Customer Contract D R

ftem Categary:
Bill Perioc:
Cost Center:

CUrrency: ¥

Reported Amount:

Total Proposed Amount: 0.00

4 Previous [ Save )

. Close | .-

This message verifies that an item has been added.

An item has been crested and will appear on the new tem tab page
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Changing the Broker Bill

In Proposed Items on broker bill, search hint: click in the blank line under description,
employees last name followed by an asterisk (*).

Proposed Broker Report ltems
[ Detailz || Confirm || Change | [ Reject | | Create ttem 4 | | Add to Workiist | [ Update Proposed Amount | | [=] Exporti

Views |Health |~ | Display As|Tatls |+ || Export
B temIiD Social Security Number Dezcription = Proposed Amount ltem Category
¥ i
= 156.98
J =3 000000000 o, John 156.88 | 10

To change a Proposed Amount: Highlight the employee by clicking on the grey square to
the left of their line. Click Change

Proposed Broker Report Items
| Detailz || Confirm | | Reject || Create tem 4 | | Add to Worklist | | Update Prog
View |Health — |+ | Display As |Tatls |+ || Export «
. temID De=scription =  Proposed Amount ftem Category T4
W floe* 10
. 166.93
| = Doe. o 15698 10 c

Change Amount and click “Enter Change Reason” button.

Change Broker Report ltem E m
I» 1 2 3 -
Enter Amount Enter Change Reason Review and Zave

Enter the amount that you have collectedidizbursed and also enter your retained commizsion.

Amourt: (C158.39) U=

Amourt Proposal; 136958 USD

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

Click Review and Save.

hange Broker [EEEREEEN=IT]

[ 1Dl

Mery Participant
b D —
Erter &mo| Divorce/Sep/annulmnt Review: and Save

Spouse's death
Select the FEas0N | Hith Birth/doptPlacement ou can also enter & note for yourself ar far the insurance processing clerk.
Death of dependant

Change Reason: |[Terminate Employment

Miote: Reinstatement

Begin afficial LWOP [+]

4 Previous @Eview and Save P

Review for accuracy

Change Broker Report Hem

I» 1 2 3 -

Enter Amournt Ernter Change Reaszon Rewiew and Save
Check your entries in the overview | and choose 'Sawve'.

Insurance Ohject Category: Health Plan Employees
Social Security Mumber: aooaaooo]

tem cat Premium Rlote:
Change Reason: Marriage

Business Par‘tne

Customer Cortract 1D 1000000000000

kem Category: 10
Bill Period:
Cost Center: 92001 00475 02001 82011

CUFFEMCy: 2
Reported Amount:
Total Propo=sed Lmount: 156 .93

4 Frevious SaEn

Clo=se

If entry is correct, click Save.
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Rejecting Items from Broker Bill
Go to Proposed Items in your web broker bill (Broker Report)

Highlight the employee’s line item and click Reject.

Proposed Broker Report ltems
| Detailz || Confirm || Change || Create ltem 4 | | Add to Worklist | | Update Proposed Amount | | [=] Export to Notepad
‘H’ieleEﬂrth |v| Display As |_E||3|E |v || Export 4
B temD Dezcription =  Proposed Amount tem Category Text B
i 10
. 10,503.94
I Doe, Eddie 51178 10 CW Optimum PPO NP -Couple (EE) 0]

Select appropriate Change Reason for rejection

Reject Broker Report kem E x

Erter the reazon why you are rejecting the broker report tem. Select a change reason. You can enter & note.

CChiange Reason Transter ~

Mote: Begin Mcarefcaid Ei

Change in CostiCowvg
Zp Open Enrall

Life Death

Death of Participant
Term due to Mo Paymt
End Crozs-Ref
Transfer

Summer Tranzfer

Did ot payroll decuct | v :

Click Save. (Note: Button may now say “Confirm” instead of “Save.”)

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

Notes are limited to no more than 50 characters.
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Confirming Unchanged Proposed Items

After all necessary changes, additions and rejections to Proposed Items/Worklist Iltems

have been made:

Si

Click Table Selection Menu button.

Click Select All

View Health

De=

Click Confirm button.

Proposed Broker Report ltems
| Details {{ Confirm)| [ Change | [ Reject | | Create tem 4 | | Add te Workiist | | Update Proposed Amount | | [] Export to Notepad |

View|Heath ~ |+| Display As|Table [= || Export 4]
E. tkemID Description =  Proposed Amount ltem Category Text Bill Period Reporting Brokq
BT 10
10,030.64

|_ 10 Doe, Eddie 68.40 10 CW Optm Prime NP-Famity (EE) 0210172011 QOO0
|_ 52 Do, Mike 61.52 10 CW Optimum PPO NP -Single (EE)  02/01/2011 QOO0
|_ a7 Doe. Stone 36475 | 10 CW Maximum Che NP -Couple (EE) = 02/01/2011 Q000000
|_ 51 Dl:u; Jeff 36478 10 CW Maximum Chc NP -Couple (EE}  02/01/2011 QOO0
r 3 DDE,J It 61.52 10 CW Optimum PPO NP -Single (EE) ~ 02/01/2011 QOOA00000
r ] Dioe, Boom 182.40 10 CW Opt PPO NP-Parent Plus{EE} 021011201 QRO
|_ 13 Doe Peta 36.54 10 CW Capitol Ch NP - Single (EE} 0:2/01/2011 QOG0

All unchanged items in Proposed Items have been moved to Confirmed tab in Processed

Items.
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Placing Items on the Worklist

Go to Proposed Items. Hig

Click the Add to Worklist

hlight item

button.

Proposed Broker Report ltems

| Details || Confirm || Change || Reject

|| Create ltem a |Edd to Wurklia | Update Proposed Amount || Export to Motepad |

View |Health [=]

B temiD Description =

¥

’_ 599 Dce, lane

DisplayAs|Tﬂt:-Ie |v|| E:-cpu:lrt4|
Proposed Amount tern Category
10
10,092,168
§1.52 10

Text

CWV Optimum PPO NP -Single (EE)

Bill Period

D2/01/2011
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Resetting Processed Items

Go to correct tab in Processed Items. Highlight item to be reset.

Click Reset Item.

Confirmed (D) With Change (2) | Rejected (0} | New (2) | Al{4)

Export to Notepad |

Containg propo=ed broker report items for which you changed the reported amount.

'u"iew|[fhﬂngsd |v| Display As |Tabls |v|| Export 4
B temID De=cription Arnount ftem Category Text Propozed Amount
3 Doe, Charlie 51.74 | 10 CWW Capitol WP-Parent Plus (EE) 156.38
d 96 Doe, Joker 15698 10 CWW Optimum PPO NP -Coupls (EE) 511.73

Go back to Proposed Items and make the necessary correction.
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Releasing the Broker Bill

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

Click Save

Click Release

Broker Report (800000000170) Personaliz
Broker Mame: F Breker Contract:  8000000000000000435  Statuz: Open

Broker Report Status

Status: Open Search Term: 20110825RR002
Proposed ltems Created on: 08/2%2011 09:22:34 Changed on:  0&/30/2011 15:50:28
Changed by: NWHO153

I Worklist Items

Processed ltems The propozale offzet the report amountz againzt the proposed amounts.
ltem category Amount Proposed Amount  Currency
Premium 11,220.27 11,525.20 | UsD
Total 11,220.27 11,52520 | UsSD

The processing status offzets the already procsssed broker report items against the total number of broksr
report tems.

This table tellz you how many broker report items you have to process in this settlemsnt period.

ltem category ltems Proceszed itemz  Percentage of completion
Premium 110 110 | [100%
Total 110 110 | [100%
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Paying the Bill by Check in Biller Direct

Select the bills to be paid by clicking Select All or putting a check mark in the appropriate
box.

Choose Check/Wire
Click Continue

[ 2 SAP Biller Direct -
Z7 hitps://khris ky.gov/bd/public/frameset_top_html,jsp
Open Bills 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

[ Health Premiums Feb 28, 2014 USD 14,026.16 USD 14,086.16 &

[ Admin Fees Feb 28,2014 USD57.24  USD5724 &

[ Life Premiums Feb 28,2014 UsD7512  USD75.18 &

[ Health Premiums Jan 31,2014 USD 12,657.82 USD 12,557 82 (2

[ Admin Fees Jan 31,2014 USD5088  USD5088 &
[ Life Premiums Jan 31,2014 USD7284  USD7384 &
Deselect Al Download Selected Entries Grand Total ~ USD 2690112

Credits displayed can be refunded via submission of the Credits Uz 0.00
Gt Total NetPayment Amourt ~ USD2690112 | USD 2690112

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

@Clleckfmﬂre < ACH Payment

3.3. Choose Continue to check and confirm your payment.

C Contnve
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Click Pay by Check

Kentucky .
Personnel Cabinet
5 hi

e People

' I.O.pén Bills 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 Billed Amount Open Payment Amount
Health Premiums Feb 28, 2011 USD 10,336.30 UsD 10,336.30 UsD 10,336.30
FSA Feb 28, 2011 UsSD 18.33 UsSD 18.33 USD 18.33
Life Premiums Feb 28, 2011 USD 202.46 USD 202.45 USD 202.46
Bill Total UsD 10,557.09 USD 10,557.09

Credits UsD 0.00

Total Net Payment Amount USD 10,557.09

Back Pay by Check

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

(= https:#ikhrisepq.ky.gov/ - SAP Biller, Direct - Windows Internet Explorer, provided by Personnel Cabinet

Kentucky

Open Bills 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 USD 10,557.09

Back to Bill List |< Print Screen ) < Print Invoice D
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Click printer icon to print invoice/payment coupon. When printing is complete, close invoice
by clicking X in top right corner.

https:/fkhrisepq.ky.govi?NavigationTarget=ROLES: /fportal_content/com.kygov. hr.cok_flfcom.kygov. - Windows Internet Explorer pro

k)

KEHP & GLI Billing Coupon

)

Please print this coupon using the print button and send in with your payment!

= - |?8.4% - =

1 f1

|»

Submit Payment to:
Personnel Cabinet

Agency Number:

Financial Management Branch
2nd Floor, 501 High Streat
Frankfort, KY 40601 Business Partner Number:

Payment Advice Number: XX090211PA0911

Payments are due at the end of the current bill menth

Make Checks Payable to:

Health Premivms PHA259 10,3363  FsSA PPAY03 $18.33

Life Premiuvms PPAYO0S $202 46

Grand Total 10,557.09 Due Date:02/28/2011 B
Notice of Payment Dus RETURN THIS WITH CHECK

Kentucky State Treasurer

After all open bills have been paid; click Bill Description and confirm that there are no open
bills. You may log off at this point.

/= https:i/khrisepg.ky.gov/ - SAP Biller Direct - Windows Internet Explorer. provided by Personnel Cabinet

Kentucky /| m
;| Personnel Cabinet KHRIS
A\ Serving the People Who Serve the Peaple Self-Service Center
Open Bills Confirma '/ PARIS =
payment 'Y 40361

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.

SBal:k to Bill List 2

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 usD 0.00 UsSD 18.33
Life Premiums Feb 28, 2011 USD 202.46 UsD 0.00 USD 202.46
Grand Total UsD 10,557.08

Credits uUsD 0.00

Total Net Payment Amount

Print Screen Print Invoice

USD 10,557.09
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Paying the Bill by ACH in Biller Direct

Agencies are encouraged to pay by ACH. It's 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.
Verify amount.
Click ACH Payment
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.
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 Verify that the correct account is selected.
If the bill is not late, the date can be changed.
Click Continue.

Kentucky b
Personnel Cabi

Servin

net

op

| List of Open Bills

il 1. Select all bills that you would like 1o pay: Find Bills
| Bill Desaiption Due = Billed Amount Open Payment Amount Actior
LD Mar 16, 2011 USD375  USD3TS
[ ] @ Healtn Premiums Har 15,2011 USD 936,40 USD 936.40 [936.40 10
| | [ | @Lite Premiums War 15, 2011 USD 3308 USD 33.08 2
[ | @0 Health Premiums Feb 28,2011 USD 8152 USD61.52 [61.52 |
Dessisct Al | Download Selected Entriss Grand Total USD1,03473 [USD 88782
Credits displayed can be refunded via submission of the [F] creqits  usoooo
refund request form. Total Net Payment Amount  UsD 1,034.73 (Y

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

' CheckWire Pa]'menl Health Ins Acct |

Enter Your ACH Payment Date:
ACH  payment DateQQps/26/2011)

3. 3. Choose Gentinwe to check and confirm your payment.
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Check Account and Payment Amount.
Click Pay by ACH.

f’q."‘\
‘ C
. , KHR
. Self-Service Center
List of Bills Selected for Paymant

You want to pay the bills listed with bank deuils

Your ePAY Payment Date will be 09262011.
If you want to remove the bills from the list of open bills, click on Pay by ePay.

Bil Descrigtion Due On Billed Amount Open Payment Amount
Heath Premums War 15, 2011 USD 836.40 USD 835,40 USD 936.40
Healh Premums Feb 28, 2011 USD 61.52 UsDE1.52 usDst1s2 |
Bill Total USD 937.92 USD $7.92
Credits UsD0.00 |
Total Net Fayment &mount

ack_| [CPor iy e

Print Confirmation of payment.

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

%cg;cs%nne] Cabi_l_l__gt IKH Rﬁ&i ;

= Self-Service Center

Op.en.ﬂ.ills Confirmation of payment

ePay Confirmation Number: 7937894
Your ePAY Payment Date is: 09/26/2011
You have paid the bills listed. We are debiting your bank account Health Ins Acct by: USD 997.92

The system has saved your payment under transaction number 1338736161,
To access the open bills, click on Back to Bill List,

Bill De=cription Due On Billed Amount Open Payment Amount
Health Premiums Mar 15, 2011 USD 535.40 UsD 0.00 USD 935.40

Health Premiums Feb 28, 2011 UsD 61,52 UsD 0.00 USD 61.52
Grand Total USsD 997.92

Credits UsD 0.00

Total Met Payment Amount USsD 997.92

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

Error
i WWe regrat the service is not currently avaiable. Please try again later

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

233



Paying the Bill by Personal Check and ACH in
Biller Direct

To pay by Personal Check and ACH:

Pay the personal check(s) FIRST.

To make a partial payment by personal check:

1.

2.

Determine the total amount to be paid by personal check.

Change the amount of the correct Product to reflect the amount of the personal
check(s).

Process as you would when paying by check. See instructions beginning on page 117.
Remember to print invoice and mail with your personal checks.

Return to Biller Direct and pay the remainder by ACH. See instructions beginning on
page 122.
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