HRG Open Enrollment Instructions

Log into KHRIS and go to PA30
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Click in the Personnel no. field, then click the search box 2
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DseDfdT L

[ = 1
Personnel no. |_| _p




Enter the member SSN in the ID number field and click the green check mark to start the search, or hit
enter on keyboard.

[S Personnel Number (1) =i

Lastname - Firstname < PersonnelID Number | Organizational assignment 20|

Pers. ID modifier

— )|

ID number (8 448799552

Personnel number
Start Date
End Date

v (fo)m)

Select member and click lz‘

[= Personnel Number (1) 1 Entry found

Last name - First name )/Pelsﬂnnell)ltlmber ]— Organizational assign

-

:
EACIENE e =T

PM| ID number | Persho Start Date | End Date
[‘1 Uj 448799652 00271947 08/01M1970 12/31/9999

Hit the Enter key on your keyboard to display member’s record.



[ HR masterdata Edit Goto Extras  Utilities  Seftings System  Help -
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Maintain HR Master Data
OOl T &

Personnel no. 1271947 _llljl

Name Jones |, Martha Status Active
EE group [a] 18A Personnel area [oa01] Executive
EE subgroup [a2] asc Salary 37.5 Pers. subarea [1001] FT N-Exempt

Basic personal data | Payroll | Benefits | Time | Taxes | Planning Data |

Infotype text s.| ||| Period
" 0000 Actions v () Period
" |0001 Organizational Assignment v From | [To |
0002 Personal Data ¥ || OToday O)Currweek
| |0006 Addresses o CIAI () Current month
0007 Planned Working Time v (JFrom curr.date ast week
0008 Basic Pay v )To Current Date )Last month
_ (CyEETEDEAE Current Period )Current Year
_0019 Monitoring of Tasks a [EI Choose ]
_0031 Reference Personnel Numbers -
| Direct selection
Infotype [ | sty[ ]

On “Basic personal data” tab, select infotype “0002 Personal Data” and click display &

Maintain HR Master Data

@
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Personnel no. 271947

Name Jones , Martha | Status Active
EE group ‘Al 18A Personnel area 0001 Executive

EE subgroup [62] ASC Salary 375 Pers. subarea 1001 FT N-Exempt

data | Payoll  Benefits | Time . Taxes . Planning Data

Infotype text s.| ||| Period
0000 Actions (¥4 (e)Period
I From To
[ @002 Personal Data :V () Today () Currweek
ST T w2 Al ") Current month
10007 Planned Working Time (¥4 ) From currdate ) Last week
0008 Basic Pay v () To Current Date () Last month
0009 Bank Details () Current Period () Current Year
0019 Monitoring of Tasks - E_. Choose
0031 Reference Personnel Numbers -
Direct selection
Infotype STy [

Verify member’s first and last name, date of birth, social security number, gender and marital status
against information on the application.



If updates are needed to name, DOB or SSN, please follow normal procedures for these types of

updates.
Display 0002 Personal Data
H B2
T b71047 Morse TMarina ]
Personnel Mo T ET1EMT_' Mame Jones , Martha
Pasition 30032069  Social Service Worker |
Status Active
Start 08/01/19708] To 12/31/8999 Changed on l88/29/2013 |WF-BATCH
| Mame
Lastname |Jones |
First name |Martha |
Middle name | |
<l
Suffix -
Name [Jones , Martha
| HR data
S8N 448-79-9652 | Gender
Date of Birth BE/01/1970 (®Female OMale O Unknown
Language EM English w
Marital Status >

If updates are needed to marital status or gender, click back € then follow normal procedures for

these types of updates.

On “Basic Personal data” tab, select infotype “0006 Addresses” and click display &

Maintain HR Master Data
DA« poa 2

Personnel no. (271947

Name [Jones , Martha | Status Active
EE group A 18A Personnel area 0061 Executive

EE subgroup [62] AsC salary 375 Pers.subarea 1001 FT N-Exempt

_/Baslcpglsomldaa | Payroll | Benefits | Time . Taxes  Planning Data

Infotype text S: Period

10000 Actions v ©) Period
/0001 Organizational Assignment 4 From 10

—- — “)Today ) Currweek
{0006 Addresses WY DAl () Current month
| _)From curr.date ()Lastweek
0008 Basic Pay v ") To Current Date (Lastmonth
0009 Bank Details “\Currant Parind Currant Yaar

Verify member’s address and phone number.



Display 0006 Addresses

B A2

Personnel Mo T E?1EI4?-I Mame Jones | Martha
Pasition 30032069 Social Service Worker |

Status Active

Start 69/01/2013 to 12/31/9988| Changed on [e8/29/2013]|wF-BATCH |

| Address
Address type [1 Permanent residence -/
Care Of | |
Address line 1 [2464 Snappy Drive
Address line 2 [ |
Citylcounty |Frankfort |
Statefzip code [y ] Kentucky [40601 |
Country Key [ususa -
Telephone Number e 1 1
| Communications

Type | | Number/® || |Exte | |

Type Number 8 Exte
Type Number 8 Exte
Type Number @ Exte

| Additional fields
County code 937 [Franklin

If updates are needed, click back & , then click Copy @ . select the Permanent residence type of

address and click green check mark % .

[= Subtypes for infotype "0006 Addres

STyp Name

.1, Permanent residence
4 ESS Required
5 ESS Required
6 ESS Required
Z001 Work Address

Enter “start” date of today’s date. Change the necessary information and Save 3.
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Copy 0006 Addresses
= Y
Personnel No 271947 Name [Jones , Martha |
Position [36032069]  Social Service Worker |
Status
stat | 10/06/201 3IPJ |m [12731/0908]
| Address
Address type [1 Permanent residence -
Care Of | |
Address line 1 (2464 Snappy Drive
Address line 2 | |
Citylcounty |Frankfort |
Statefzip code KY | Kentucky [s8801 |
Country Key E -
Telephone Number T
| Communications ]
Type | | Numper | |Exte |
Type | | Numoer| | |Exte |
Type| | Number| | |Exte |
Type | | NMumber| | |Exte [ |

On “Basic personal data” tab, scroll down and select infotype “0105 Communication” and click Overview
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Personnel no. [271947 ]

Name [Jones , Hartha | Status Active
EE group Al 18a Personnel area (0061 Executive
EE subgroup '5_2“ ASC Salary 37.5 Pers.subarea (1001 FT N-Exemg

/“Time + Taxes . Planning Data

[|jiwovpoel:- lst_i Period
| |0031 Reference Personnel Numbers (e)Period
0035 Company Instructions From | o |
| /0040 Objects on Loan () Today () Currweek
| 0041 Date Specifications v U Omn () Current mont
| 0077 Additional Personal Data 4 ) From curr.date ()Lastweek
0094 Residence Stalus v ()ToCurentDate  ()Lastmonth

| —— = ) Current Period () Current Year
4i)105 Communication WV A @ Choose ]

| /U597 Drug Sureenmy v_':'




Verify the work email address on the application matches email subtype 0010 and personal email
address matches subtype Z009.

If an email address does not exist, create the new address, with start date of today’s date and save.

(= Subtypes for infotype "0105 Communication™ (2)

_ _/ Restrictions
I
v ][ [ [ & ]2 [ B

5Typ Hame

0001 System user name (3Y-UMNAME)
0010 E-mail

Z001 Business Partner Mumber
Z003 Document Code

£004 Department Code

Z005 Document D

Z006 DocumentVendor Line #
Z007 User Security Agreement
Z008 Check Distribution Code
Z009 Personal E-mail

If changes are needed, select the record, click change, correct the email address and save.

Select the “Benefits” tab, then scroll down and select Infotype “00376 Benefits Medical Information”

and click create [,



Maintain HR Master Data
Olrwvwaa 2

Personnel no. CZ]}EGL S :'p

Name 'Jones , Martha | Status Active
EE group ‘Al 18A Personnel area  |0861/ Executive
EE subgroup '02] ASC Salary 37.5 Pers.subarea 1001 FT N-Exempt

Basic personal data | Payroll | Benefits ||Time | Taxes . Planning Data

| Infotype text S | Period
/0168 Insurance Plans Y4 (e)Period
‘0170 Flexible Spending Accounts From | 170
{0171 General Benefits Information 4 () Today “)Cummweek
e T L VL OAll *) Current month
| 0376 Benefits Medical Information 4 \From curr date I Last week
U378 ROJUSTTTET Reas oS \ 4 ()To Current Date () Last month
19925 LivingWell Health Assessment ¢ () Current Period ) Current Year
= f“; Choose ]
 Direct selection
Infotype (0376 Benefits Medical Informa... STy |

Enter the “Start” date as 01/01/2014. Click the box next to “Tobacco use” if the member indicated “Yes”

on their Tobacco Use Declaration. Leave the box empty if the member indicated “No.” Click save .

Create 0376 Benefits Medical Information

@ 2
Personnel No 271947! 448-79-9652' Name Jones , Martha |
Payrollarea __/SM__ Orgunit  Bourbon County Unit
Start 91012014] 9 [12/31/9999!

[ Tobacco use Prior to 2014: Smoker status for EE

only, for past2 mn

2014: Tobacco use for EE and/or
covered Spouse/Deps, for past 6 mn

A warning message will display, click save again to clear the error and return to the member’s record.

Select Infotype “0021 Family Member/Dependents.” If no dependents are currently listed, the infotype
will not have a green check-mark displayed on the list.



Infotype text

DEJD:N Family Member/Dependents
0031 Reference Personnel Mumbers
0041 Date Specifications
0167 Health Plans

o C
o o

If dependents are already listed, click overview to review the list and compare to the application.

@ .| Maintain HR Master Data
DT

Personnel no. 271947
Name Jones , Martha |
EE group Al 18a
EE subgroup 02| ASC Salary 37.5

Status Active
Personnel area 0001 Executive
Pers. subarea  |1001] FT N-Exempt

Basic personal data - Payroll //‘m t Time  Taxes  Planning Data

0171 General Benefits Information
0219 External Organizations
0376 Benefits Medical Information

trifotypetext D=
1)

021 Family Member/Dependents _,V
0041 Date Specifications (V4
0167 Health Plans 4
0168 Insurance Plans V4
0170 Flexible Spending Accounts 14
14

v

4« )

Direct selection
Infotype

Period
* Period
From ITo. [
) Today I Cumrweek
A _)Current month
“)From curr.date lLastweek
To Current Date _Last month
) Current Period _Current Year
= Choose |

STy i

If a dependent on the application is not listed in the “Overview” you will need to create the dependent
before you can complete the enrollment. Only type “1- spouse” or “2-child” or “9001 Court Ordered

Dependent” can be enrolled in health insurance. Dependents entered as types “7 — Emergency contact

7

or “9003 — Other Beneficiaries” will not be displayed as eligible for health insurance.

To add a dependent choose Infotype “0021 Family Member/Dependents” and click |.

Choose “1 Spouse” or “2 Child” or “9001 Court Ordered Dependent” and click @



[ Subtypes for infotype "0021 Family Member/Dependents™

- Restrictions

I

STyp HName

1 Spouse

10 Divorced spouse

1 Father

12 Mother

13 Domestic Partner

14 Child of Domestic Partner
15 Registered Partner

2 child |
3 Legal guardian

4 Testator

5y Guardian

i Stepchild

i Emergency contact - Primary
& Related persons

a0 Emergency contact - Optional
8001 Court Ordered Dependent
89002 Retiree Account

8003 Other Beneficiaries

Enter the “Start” date of today’s date and enter the dependents information and click save . Repeat for

all dependents. Dependents must have a date of birth and a valid SSN to be added to a health insurance

plan.
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Create 0021 Family Member/Dependents

SAP Easy Access
BE & &7

v [ Favorites
- 3 SAP Menu
v [J Office

v

v (] Cross-Application Compot

v [J Logistics

v [J Accounting

¢+ [ Human Resources
v ] Insurance

» 7 Information Systems

v [J Tools

+ (] WebClient Ul Framework

2 I 4
Personnel Mo 271947 MName Jones , Martha
EE group [Al 18 Personnel area Q001 Executive Status Activ
EE subgrou [62] asC Sgjlarv 2, Pers. subarea 1801 FT N-Exempt
i Iy rrril
Start 18/06/2013 1o 12/31/0009
Member [2 Child - Childno 81
| Personal data
Lastname |Jones '
|
First name 'Mary Initials L
Title ' -
Gender (#)Female IMale
Ty T
Birth date AE/06/2000
Mmeon me el
SSM 099-99-9991
Click back to return to main menu. Go to HRBENOO0O1.
= fras  System  Help
s
HRBEN0001] C@e BHRER HDDOD
L

Enter the member’s personnel number in the “Personnel no.” field on the left. Select and adjust the

date to the signature date on the member’s application and click E‘.
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Enroliment

~/ Directselection |~ Selection set Enrall _
Name Jones , Martha on [10/06/2013 0%

i

Personnel no.

Offer selection
ID number |Q Get offer ||B Print form ||Q General Notice |£€ Er
Possible offers Enroliment periad
3 Select | Open Enrollment 10/01/2013 - 11/02/2013
Life Beneficiary Chg 01/01/1800 - 12/21/9999
Automatic offer
= || I -
@ Default offer =
Pers. | Name..
271947 Jones , Martha
Offer
) |@ Select | “ " . :
Click . Then select “Open Enrollment” from the list of possible

offers and click Get offer [ {7 etatfer |,

Enroliment

~/ Directselection |~ Selection set Enroll

Mame Jones , Martha on 1amﬁxzn13|@| (2 overview
Personnel no.
Offer selection
ID number |O Get offer ||Q Print form ||Q General Motice |~§€ Error list
Possible offers Enroliment period
) Select | { Open Enrallment | 10/01/2013 - 11/0212013
Life Beneficiary Chg 01/01/1800 - 12/31/9999
3 Automatic offer
&) Z . [@ .| T a
= Default offer -
Pers. | Name..
271947 Jones . Martha
Offer

The Open Enrollment default plan will appear as “Enroll or Waive Coverage.” Select the plan that is

indicated on the member’s application.



Enrollment

./ Directselection |~ Selection set

Enroll

Name Jones , Martha

Offer selection

on  [10/06/2013

Personneino. | |l
ID number

() Select
&%) (51 (@) @)
Pers. | Name..

271947 Jones . Martha

After selecting the plan, the option (level) and dependents must be reviewed and updated if needed.

[O Get offer "g Print form ”g General Notice ‘@ Error list

Possible offers
Open Enroliment
Life Beneficiary Chg
Automatic offer
Default offer

Open Enrollment

Enrollment period
10/01/2013 - 11/02/2013
01/01/1800 - 12/31/9999

Plan
~ Medical
LivingWell CODHP
LivingWell PPO
Standard PPO
Standard CDHP
Waiver DentalVision Only HRA
Enrall or Waive Coverage
Waive Coverage without HRA
Waive Coverage with HRA
» Forced Waiver NO HRA
~ Medical F3A
* Healthcare FSA
~ Dependent FSA
+ Dependent Care FSA

.

.

.

.

.

.

.

.

Status | Validity period

01/01/2014 - 12/31/9999
01/01/2014 - 12/31/9999
01/01/2014 - 12/31/9999
01/01/2014 - 12/31/9999
01/01/2014 - 12/31/9999
@ 01/01/2014 - 12/31/9999
01/01/2014 - 12/31/9999
01/01/2014 - 12/31/9999
01/01/2014 - 12/31/9999

01/01/2014 - 12/31/9999

01/01/2014 - 12/31/9999

@ Emon JE costs & Undoselection | |2|ELe

13



[= Maintain Health Plan

Pers.Mo. 271847 Jones , Martha
Plan [LivingwWell PPO
Start [@1/91/2014] - [12/31/0000]

[(]5top participation in period

_/Upinn | Dependents |

| Plan options
I =1
Health Plan Opt I'_[:m1 KEHP -rJ'
Dependent Cover | 0001 Single -]
| Costs USD Semi-monthly
Employee ' 30.00) [/|Deductions Pre-

Employer ' 30965

If the member elected single level coverage, click the Accept button.

If the member elected to cover dependents, click on the “Dependents” tab and select the check box for

each dependent that is listed on the application.
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(S Maintain Health Plan

Pers.Mo. 271947 Jones , Martha

Plan LivingwWell PPO

Start G1/01/72014) - |112/31/9999

[)&top participation in period
Option |~ Dependents

Sefert Mame Type of dep./ben.
—1
[w] Mary Jones Child
L

4 (¥ 1|k

B}

If a dependent listed on the application does not appear
in the list, verify the dependent has been added as a
spouse or child, with a date of birth and SSN, in the
Infotype 00021 on the PA30. Please note:

e Dependents over the limiting age (26) as of
01/01/2014 will not appear as an eligible
dependent.

e Dependents enrolled in another KEHP plan (their
own or as a dependent on another plan) will not
appear as an eligible dependent.

Select the “Option” tab and choose the Dependent Coverage level from the drop down list and click

(@ Accesd




[= Maintain Health Plan

Pers Mo. 271947 Jones , Martha

Plan [Livingwell PPD
Start l@1/@1/2014] - [12/31/0909

[)=top paricipation in period

Option | |Dependents |

pu—

| Plan options
Health Plan Opt 0001 KEHP -!
I =1
Dependent Cover I'_ﬂﬂ'IHPﬂEIiPlIS '_'I
| Costs USD Semi-monthly
Employee ' 1132.09) [¥|Deductions Pre-
Employer ' 383.98
(X» Accept
Open Enroliment
@ Enol [@ Costs kA Uncoselection |BIAIMIE Erorlist
Plan Status  Validity period Acthaty
v Medical
* Lning\Well COHP 010172014 - 12131 1
+ LivingWell PPO 0100172014 - 12/31 v
+ Standard PPO 0110172014 - 12/31 :
+ Standard COHP 010172014 - 12/31/9999
+ Watver DentalVision Only HRA 0110172014 - 12/31/9999
* Enroll or Waive Coverage [ ] 010172014 - 12/319999
+ Waive Coverage without HRA 01012014 - 127319899
* Watve Coverage with HRA 01012014 - 12/31/9999
+ Forced Waiver NO HRA ‘ 0170172014 - 12/31/9999
v Madiral FRA

A green checkmark will indicate the
new plan has been selected and will be
activated when you click the Enroll
button.

Select the FSA plan and enter the member’s total annual contribution and click Accept (B Accent .
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[ Maintain Flexible Spending Account

Pers.Mo. 271847 Jones , Martha
Plan [Healthcare FSA '
Start [@1/91/2014] - [12/31/0000]

[(]5top participation in period

| Target contribution period 01/012014-12/31/2014
Ig sill
Contribution .I_ aan.aal_'lusm

IMPORTANT NOTE: During Open Enrollment if an FSA amount is entered incorrectly you can repeat the
enrollment and change the amount HOWEVER DO NOT DELETE any FSA plans. This will cause billing
errors. For example if you key a member’s Healthcare FSA as a Dependent Care FSA by error you will
need to contact the Department of Employee Insurance to void the HC FSA.

You must contact the Department of Employee Insurance if an FSA account needs to be voided.
Once all the benefits are selected, click Enroll [ @emor |

Enroll
Name Jones , Martha lon  [10/06/20130 | |2 Overview

Offer selection

|  Getotter |3 Printform |B General Nobce |47
Possible offers Enroliment period
Open Enroliment 1000172013 - 11022013
Life Beneficiary Chg 01011800 - 12/31/9999
Automatic offer
Default offer

® Enol J[l Costs A Undoselection |BIAIEIE Erorist |
= Status  Validity period Actnity

v Medical
« Living\Well COHP 010172014 - 12/31/9999
« Liing\Well PPO 01012014 - 12310999 ¢
+ Standard PPO 010172014 - 12/31/9999
« Stancarg COHP 010172014 - 12/319999
* Waiver DentalVision Only HRA 010172014 - 12319999
+ Enroll or Waive Coverage o 01/01/2014 - 12/31/9999
+ Walve Coverage without HRA 010172014 - 12/31/9999
* Watve Coverage with HRA 01012014 - 12/31/9999
+ Forced Waiver NO HRA | 010172014 - 121310999
~ Medical FSA
= Healthcare FSA 010172014 - 127319999 o
* Dependent FSA
+ Dependent Care FSA | 01/0172014 - 12/310999
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[= Confirmation of Selected Actions

List of Plans
| Activity Plan
Change jLivingWell PPO
Create Healthcare FSA

From To D

01/01/2014 12/31/9999 =
01/01/2014  12/31/9999 ¥

A confirmation box will appear and
indicate the changes that have been
made.

Click to accept the

changes.

[% Enroll ||% Cancel |

An enrollment verifcation will display. To print a confirmation click Confirmation 3 Confirmation]

[= Enroliment

-
o LEnrollmem completed successfully

X

Continuel|[E Confirmation
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In the print box change output device to “ZPDF” and click Print Preview M‘

Qutput Device

' Spool Request
Name |PBFORM| LOCL| HZS0046
Cover Page Text ' '
Authorization [
| Spool Control | | Murnber of Copies |
¥|Print Immediately Number of Copies 1]
[v| Delete After Output
["INew Spool Request | Cover Page Settings
[ Close Spool Request SAP Cover Page [ Do Mot Print -
Spool Retention Per. |8/ Day(s) Recipient(s) ' '
Storage Mode [ 1 Print only - Department ]

(@ P @ Print Preview | ]
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The benefits confirmation will be displayed as a PDF which you can save or print using the PDF menu at

the bottom middle of the report.

NOTE that the date on the confirmation is the date the enrollment was completed. The 01/01/14 date
will appear on the confirmation next to each plan election.

&
Print Preview

-

JH e@e SHR

 SREEERS

@m

Benefits Confirmation

m

Peryonnel Cakened, 501 b

Hartha Jones

Frankfort KY

igh Sareet. Frankfort, K 4060 1-1108

2464 Snappy Drive
40601

Date
10/06/2013

-

Click back &, then cli

ck continue.

[= Enroliment X

=
o  Enroliment completed successfully

Personmel numbes Naene af smployes Sacial Security Number
GO2T1E47 Jones , Martha 44BTIRE52
Business Area DuslRetires Retum to Work
Commonwealth of Kentucky HO
Bisth Date Cpncer
0B/01/15970 Female
Homs Fhons Work Phons
Tobsces Uner Living Well Lier Agresmaent Indicator
YES
Medical
LvingWell PPO 2014 = 127319999
Print file (Ctrl=P)
Coveraoa Level - as

The 2014 Open enrollment action is
complete.
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