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DESIGN CUSTOMIZATION

Chapter 1.
Group Administration Menu

The Group Administration menu includes functions that manage the organizations
and users within XYZ. These Group Administration functions are generally
available only to users who are responsible for creation or maintenance of the XYZ
site.

Add Organization

The first step in creating an organization is to add the organization. You may add
organizations via electronic data or manually via the XYZ web interface.

If you want to add organizations via electronic data, see Appendix A for data
specifications.

To add an organization manually, follow the procedure outlined below.
1. Open the organization under which you want to create an Employer or BPO.

Note: The name of the organization that is open is displayed at the top of
the navigation bar.

Error! Reference source not found.
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Change Organization

Current Organization: PrimeWire [(click to return to top level)

Organization Tree:

PYWadmin

PrirneWire

Search |

Change To:

A1 Test Company
B2 Test Company
C1 Test Company
C2 Test Company
EmI{'_WEES_ . > C3 Test Company
1> i ‘ C4 Test Company
D1 Test Company
F1 Test Company
F2 Test Company
H1 Test Company
J1 Test Company
L1 Test Company

2. From the Group Administration menu in the left column, click Add
Organization. The Add Organization window will be displayed.

Note: Only fields in RED are required.

Chapter 1:
Group Administration Menu
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3.

4.

5.

Add Organization

Organization Name:|

Taxation Entiqr:|Cnrp0ration j
Type:|EmpInyer j
Unique Organization Name:l
Federal Tax ID:I (FHL AR

SIC Code: I-Select One-

Default Paﬁwurd:l

The information below is optional and default values are hased on the 1st of the month.

Billing Mode: | Undefined =l

Hext Billing Start Date: I_ ,fl_ ,fl—
Previous Billing Start Date: I_ ,fl_ ;I—

Billing Generation Day: I_

On the Add Organization window, enter the Organization Name.

Select the Taxation Entity from the drop-down menu.

Select the Type of organization from the drop-down menu.

Note: Do not use “BPO” in this field to create a BPO. To create a BPO:

Add the organization as an employer.

Copy templates and links, from an existing BPO, into the
employer organization you created. (You will learn how to copy
templates and links later in this Guide.)

Navigation Bar File:(.jpy. .gif]:| Browse... |
Water Mark File:(.jpg. .gif): I Browse... |
Organization Logo File:{.jpyg,
.giﬂ:l Browse... |
Eligibility Group Restriction — - — =
Type:lEmpInyee Must Meet All Restrictions in Each Eligibility Group J
Show All Plans On Batch Mo
Insert:




10.

11.

12.

13.

Modify the organization by changing the type to BPO. (You will
learn how to modify the organization later in this Guide.)

Note: Select “Insurance Company” to add new Carrier names to the
“provided by’ list on Plan Setup pages.

Enter a Unique Organization name.

Enter the Federal Tax ID.

Select the SIC Code of the organization from the drop-down menu.

Enter a Default Password. This is the password that New Users will use to
first login to the system. It will also be the password employees enter if they

forget their password and use the Reset Password function.

Select the Navigation Bar File. This image will be located in the upper-left-
hand corner.

Note: If you do not select a Navigation Bar file, the system will default to the
Navigation Bar file for the organization.

Select a Water Mark File. This is the gray image that appears outside the
border of the website.

Note: Small screens, such as those used with some laptops, may not allow
room to display the water mark. In addition, certain computer settings that
control the size of the screen area may also prevent the water mark from
being displayed.

Note: If you do not select a Water Mark file, the system will default to the
Navigation Bar file for the organization.

Select an Organization Logo File. This image will be displayed in the center
of the home page.

Note: If you do not select an Organization Logo file, the system will default
to the Organization logo file for the organization.

Click Submit.
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User Restrictions

After you have added new users and assigned them to a user organization, you
can determine the XYZ functionality to which the user has access.

Note: To add a new user, see instructions in this chapter to Add Users.

Theoretically, all user categories have access to the same functionality with the
following exception: HR Users and HR Administrators may have access to only
one organization. All other user categories may access multiple organizations.

Although theoretical functionality is nearly identical, XYZ Company recommends
that you restrict user access according to the user’'s need. You do this by restricting
the links that are displayed when the user logs in to XYZ. For example, if you do
not want the user to be able to add an organization, you create a restriction that
hides the Add Organization link from that user or his user group.

You can create restrictions for a single user, a user’s organization, or a group of

user organizations. You may also add a newly created user to an existing
restriction or user group.

Recommended User Restrictions Table

The following Recommended User Restrictions table summarizes the restrictions
recommended for each user category.

Accessig | Abiltyto  Abiltyto  Abiltyto Set Egg‘r’m‘f”ded
User Category e Enroll Set Up up an

Organizations - Table (See

Employees Plans Organization
Note)

Group
Administrator All ves ves ves A
Group User Assigned Yes Assigned | Assigned A
HR . .
Administrator One Assigned Assigned | Yes C
HR User One Assigned Assigned | Yes C
Agent Assigned Yes No No B
Chapter 1:

Group Administration Menu
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Enroller

Assigned Yes

No

No

Note: User Link Tables list the links that XYZ Company recommends for each
user category. These links control the User’s access to system functionality. To
view the Recommended User Links tables, see Appendix C of this Guide.

To add a user restriction:

1. Open the organization for which you want to create user restrictions.

2. Onthe Group Administration menu, select User Restrictions. The User
Restrictions window will appear.

User Restrictions

To create a new restriction click on the Create Mew Restriction button.

Please select a group to modify or delete:

enrollers

Enrallers for ABC Company
test

¥ company

Create Mew Restriction

Modify Restrictions

Delete Restrictions

3. Onthe User Restrictions window, click Create New Restriction. The
Organization/User Level Restrictions window will be displayed.




Organization/User Level Restrictions

Instruction:The group definition functionality on this page allows you to assign security levels on a group
lewel instead of individually by user. Once you have defined the security profile of the group, you assign
users to the new group and they are assigned the same security profile.

Complete and submit this page to add a new user functionality group. Fields in RED are reguired

GROUP INFORMATION

Group Name: I

Assign Organizations:

HAvailable Member Organizations Selected Member Organizations
A Regional Broker il
A1 Test Company
ABC Associates
ABC Caompany
ABC Company

celect Al Clear All Select A Clear All

Select User Role:

Agent -
Enroller

Group Admin

Group User =l

On the Organization/User Level Restrictions window, enter a Group Name.
Group names should identify the role of the individuals in that group as well
as the Employers or organizations with which they will be working. For
example: Enrollers for XYZ Company.

To select organizations to which you want the group to have access, click on
the organization(s) in the Available Member Organizations field, then click the
arrow pointing to the right. The organization(s) will be displayed in the
Selected Member Organizations field.

For example, if you want the enrollers defined in this group to have access to
information from Company XYZ and Company XYZ, select both companies
and move them to the Selected Member Organizations field.




6. Select the User Role that defines members of the group you are creating.

7. Click Add Restriction Group. The Assign Link Access window will be
displayed.

Update Link Access

MNote: Some of the links are selected by default for the user role chosen in the previous page. To modify
the links selected by default, please select show or hide options for each link.

1. ASSIGHN LINKS FOR THE GROUP

Menu Heading Menu ltem Default Show Hide
Exit Logout
PWAdmin My Passward
Home
Group Administration Eligibility Groups

Uzer Restrictions
BPO Hierarchy
Add Organization
Add Users
BFO Templates
Change Organization
Organization Type
Modify Organization
Organization Links
My Passward
Ipload File
Delete Organization
Employee Management Modify Employee
Set Waiting Periods
Force Open Enroliment
Login As Employee
Assign HR Status
Reset Password

il Bl ) )
o elie el elialieilie]aielie lelis lalieilialisilelisielinle]
o Nelis el eieleile] s lielis felie lalieilelisiialie leln el

8. Onthe Assign Link Assess window, the Default column indicates which links
will be displayed by default for the group you are creating. To hide a default
link, click the radio button in the Hide column for that link.

Note: To view the list of default functional links assigned to each user
category, see Appendix C of this Guide.

9. Click the radio button in the Show column for links you want to display in
addition to those displayed by default.




10. When you have selected all appropriate links, click Submit Information. The
Assign Users window will be displayed.

Assign Users

Note: Add the users to the group created in previous screen. All users in this group will have the same
security access level.

1. ASSIGN USERS FOR THE GROUP
GroupHame: Group Admin for ABC Assoc

Organizations Assigned:

ABC Associates

Assign Users:
Available Group Users Selected Group Users

pwwenroller002
>>|
<:<:|
Subrmnit |

11. On the Assign Users window, select users to whom you want to assign your
defined restrictions. The Available Group Users field lists all users who are
members of the group you created. To select users from this group, click on
the user then click the arrow pointing to the right. The system will move the
user to the Selected Group Users field.

12. When all users to whom you want to assign the restrictions have been
selected, click Submit.

13. After you have assigned users, login to XYZ as the user to whom you
assigned restrictions. Do this by entering his User Name and Password on
the Login Window.




14. Verify that the correct links are displayed in the user’s view of the XYZ
application. Occasionally, additional links may be displayed that are set as
default on the organization level. To turn off these links, go to User
Restriction. Select User restriction name, Modify Restrictions, Update
restrictions, then “Hide” specific links.

Note: For users on the BPO level, you must create restrictions for access to
the system at the BPO level as well as the Employer level.

BPO Hierarchy

The BPO Hierarchy function allows you to move Employers from one BPO to
another.

To move Employers:

1. On the Group Administration window, click BPO Hierarchy. The BPO
Hierarchy window will be displayed. The left column of this window shows
BPOs and the Employers underneath them. The right column shows alll
BPOs under a higher-level BPO.




BPO Hierarchy

PrimeWWire

B2 Test Company
C3 Test Company

All BPOs under PrimeWire

C4 Test Company
F1 Test Campany
FZ Test Company
H1 Test Company
J1 Test Company
L1 Test Company
M1 Test Company
P2 Test Company

J1 Test Company

T1 Test Company

M1 Test Company

T2 Test Cnmhan}
U1 Test Company

Add ---> |

PrimeWyire

A Regianal Broker
B2 Test Company
C3 Test Company
C4 Test Company
F1 Test Company

F2 Test Company
H1 Test Company
J1 Test Company
JLTs

L1 Test Company
M1 Test Company

2. To move an Employer to another BPO, click to highlight the Employer.
3. Click to highlight the BPO under which you want to move the Employer.

4. Click Add. The system will move the Employer under the BPO you selected.

BPO Templates

You can use BPO templates to save time when creating organizations. Use these
templates to copy or link configurations of one organization to another.

To use BPO Templates:

1. From the Group Administration menu, click BPO Templates. The Group
Admin Template Management window will be displayed.




Group Admin Template Management

Step 1: Choose a template type
otep 2 Choose the arganization to copy from

otep 3 Choose the organizations to which the termplate will be copied

Template Types:

--COPY ALL TYPES--
Custom Text
Enrallment Wizard
Logos

henu Links

Uploaded Content

2. Onthe Group Admin Template Management window, select the Template
Type you want to copy or link. These templates include:

Custom Text — This entry includes any items that might have
been changed in the Edit Text Items link.

Enrollment Wizard — This entry includes the entire enrollment
wizard configuration.

Note: If you are copying a wizard setup that has more plans than the
destination client offers, the Enrollment Wizard navigation bar will only
display those insurance types that are offered by the organization into which
the Wizard was copied.

In the future, if more plans are added to the Employer plan setup, those
insurance types will become available if they were listed on the original
Wizard configuration that was applied. If they were not on the original
Wizard configuration, you will need to follow the Plan Setup procedure to

add them.




Logos — This entry applies the uploaded navigation bar,
watermark and organization logos to other Employers.

Menu links — This entry includes the user roles for a new
organization and the selected links.

Non-plan Enroliment Forms — This entry is for enroliment forms,
such as benefit election forms, that are not attached to a specific
insurance type.

Uploaded Content — This entry transfers commonly used
documents such as enroliment forms, HR documents, and print-
only forms to the desired Employers.

3. After you have selected the Template Type, the organizations from which you
can copy or link the selected templates will be displayed.




4.

Group Admin Template Management

Wiew Tree
Step 1 Choose a template type
Step 2: Choose the organization to copy from

Step 3: Choose the organizations to which the ternplate will be copied

Template Types:

[-CoPY ALLTYPES— =]

Copy all types from:

A1 Test Company
B2 Test Company
C1 Test Company
C2 Test Company
C3 Test Company
C4 Test Company
D1 Test Company
F1 Test Company
FZ Test Company
H1 Test Company
J1 Test Company
L1 Test Company

Click the organization from which you want to copy or link the original
configuration or templates. The organizations to which you can copy or link
the templates will be displayed.




5.

Group Admin Template Management

“iew Tree
Step 1: Choose a template type
Step 20 Choose the organization to copy from

Step 3: Choose the organizations to which the template will be copied

All ternplate types will be copied aor linked.

Template Types: Copy all types to:
|---COF‘Y ALL TYPES.-- j {checking 'select all'will not auto-check each organization,
but it wwill all upon submit)

Ci ] f 3
opy all types from Organizations

A1 Test Campany
B2 Test Company
C1 Test Company
L2 Test Company
C3 Test Company
Cd Test Commpany
[ Test Company
F1 Test Company
FZ Test Company
H1 Test Company

[ Select All

[T A1 Test Campany
™ B2 Test Company
7 C1 Test Company
[T C2 Test Campany
™ C4 Test Cornpany
[T D1 Test Campany
" F1 Test Company

J1 Test Company

Select the destination organization(s), or the organization(s) to which you
want to copy or link the templates.




T T

[T 01 Test Company
[T L1 Test Campany
[T W1 Test Company
7 M2 Test Campany
[T P1 Test Carnpany.
[T P2 Test Campany

L1 Test Company
M1 Test Company
M2 Test Company
F1 Test Company.
P2 Test Company
Primeiire

51 Test Company

T1 Test Company I Primeire
T2 Test Company 7' 51 Test Company

U1 Test Company [ T1 Test Campany
[T T2 Test Campany

™ U1 Test Company

Copy:

" Link, leaving current

" Link, deleting current

 Copy, leaving current

" Copy, deleting current
" Unlink Only

Copy! |

6. Scroll down and select the copy or link action you want to implement. These
actions include:

Link, Leaving Current — The template or configuration from the
originating Employer is copied to the destination Employer.
However, the destination Employer's current setup is not
replaced. Only new elements to the configuration are added.

In addition, a link is created so that any changes made at a later date to
the original Employer’s configuration are automatically made to the
destination Employer’s configuration.

Link, Deleting Current — The template or configuration from the
Originating Employer is copied to the Destination Employer. The




Destination Employer's current setup is replaced by the
Originating Employer’s new configuration.

In addition, a link is created so that any changes made at a later date to
the Originating Employer’s configuration are automatically made to the
Destination Employer’s configuration.

Copy, Leaving Current — The template or configuration from the
Originating Employer is copied to the destination Employer.
However, the Destination Employer's current setup is not
replaced. Only new elements to the configuration are added.

No link is created between the two organizations. Ongoing changes
must be made on the Employer level.

Note: Links are usually used in organizations such as franchises in
which all use the same administration and benefit plans.

Copy, Deleting Current — The template or configuration from
the Originating Employer is copied to the Destination Employer.
The Destination Employer’s current setup is replaced by the
Originating Employer’s new configuration.

No link is created between the two organizations. Ongoing changes
must be made on the Employer level.

Note: Copy, Deleting Current is the most commonly used copy action.

Unlink only — This action does not copy templates or
configurations. It only unlinks the Originating and Destination
Employers so that ongoing changes to the Originating
Employer’'s configuration are not passed on and automatically
made to the Destination Employer’s configuration.

7. After you have selected the Copy action, click Copy!

Change Organization

You can switch from one organization to another within the same BPO by using
the Change Organization function.

To change the organization:




1. From the Group Administration menu, select Change Organization. The
Change Organization window will be displayed.

Change Organization

Current Organization: PrimeWire [click to return to top level)

Organization Tree:

Brime\Wire

Search |

Change To:

Al Test Company
BZ Test Company
C1 Test Company
CZ Test Company
C3 Test Company
C4 Test Company
D1 Test Company
F1 Test Company
F2 Test Company
H1 Test Company
J1 Test Company
L1 Test Company
M1 Test Company

2. On the Change Organization window, select the organization you want to
Change To. The system will open the organization. The name of the
organization that is open will be displayed at the top of the navigation bar.
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Employee Search

Search by one of the following fields:

Group Administration

Last Name:

l—
First Name: I
SSH: I

Organizations: IAII Organizations 'l

Upload File

You can use the Upload File function to post documents or links employees may
need during enrollment or as a general resource. These documents may be in any
format.

To upload files:

1. From the Group Administration menu, select Upload File. The Upload File
window will be displayed.

Chapter 1:
Group Administration Menu
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Upload File

Upload Files for
PrimeyVire

Please DO MOT use your browser's "Back” button when uploading files. Use the "<< Back" button
that appears below, to restart this function from the nawvigation bar on the left.

Please choose one of the following lists:

Choose an InsuranceType: --Select- j
Choose a Web Content Type: --Select-- j
Choose an Image (Loga): —-Select- j
Choose a PW Admin Type: -Select - j

2. Onthe Upload File window, from the drop down menus, select the type of file
you want to upload. Types include:

Insurance Type — This link uploads documents or links to the
Employee Wizard. Each file relates to a particular insurance

type or plan.

Web Content — These documents or links upload to the web site.
They include, for example, a benefits newsletter, company
handbook, and holiday schedule.

Image — These files customize the look of the XYZ interface.
They include a watermark, navbar image, and home page.

PW Admin — These files include state tax and W4 forms.

3. After you select the type of file, the system will display windows to walk you
through finding the file and entering its description. Windows displayed vary
according to the type of file you select.

Delete Organization

The Delete Organization function allows you to delete an entire organization from
the XYZ system.




Warning: When you delete an organization, you lose access to all associated
files such as employees, plan elections, and eligibility groups.

To delete an organization:

1.

2.

From the Group Administration menu, select Delete Organization. The
Delete Organization window will be displayed.

Delete Organization

Select an organization: |~ Al Test Company

" B2 Test Company
 C1 Test Company
02 Test Company
' C3 Test Company
 C4 Test Company
D1 Test Company
 F1 Test Campany
" F2 Test Campany
" H1 Test Company

|»

Delete |

On the Delete Organization window, click the radio button of the organization
you want to delete. Then click Delete.




Delete Organization

* Are you sure that you want to delete T1 Test Company?

Select an organization: [~ A1 Test Company

" B2 Test Company
' 1 Test Company
02 Test Company
3 Test Company
" C4 Test Company
D1 Test Company
 F1 Test Company
" F2 Test Company

T Test Cotmmany

Delete |

™ Check to confirm.

3. The Delete Organization window will, again, be displayed with a message
asking you to confirm your intention to delete the organization. Select the
Check to confirm checkbox.




Delete Organization
*Warning: Checking this box will completely delete T1 Test Company.

Select an organization: |~ A1 Test Company

" B2 Test Company
1 Test Company
02 Test Company
3 Test Company
' C4 Test Company
D1 Test Company
 F1 Test Campany
 F2 Test Campany

%@@uanv

|»

Delete |

¥ Check to confirm.
[T Check to reconfirm.

4. The Delete Organization window will, again, be displayed. Select the Check
to reconfirm check box. The system will delete the organization.

Organization Type

The Organization Type function allows you to change the “Type” of a current
organization to create a new BPO under a parent BPO. You can also use this
function to remove BPO status from an organization.

1. From the Group Administration menu, select Organization Type. A window
listing Employers and BPOs will be displayed. On this window, Employers
are listed in the left column. BPOs are listed in the right column.




Create New Organization

BPO:

A1 Test Company
BZ Test Company
C1 Test Company
2 Test Company
3 Test Company
C4 Test Company
D1 Test Company

Click on an organization to turn itinto a Click on a BPO to turn it into an

organization:

F Test Company
F2 Test Company
H1 Test Company
J1 Test Company
L1 Test Company
M1 Test Company
M2 Test Company

P1 Test Company.
P2 Test Company
S1 Test Company
T1 Test Company
T2 Test Company
U1 Test Company

2. To change the organization type, click on the organization. The system will
change the type of that organization and move it to the opposite column. For
example, if you want to change an employer to a BPO, click on the name of
the employer in the left column. The system will automatically change the
organization to a BPO and will move the name of the organization to the
BPO column on the right.

Modify Organization

The Modify Organization function allows you to change the Employer information
you entered when you added the organization.

To modify an organization:

1. Onthe Group Administration menu, click Modify Organization. The
Organization List window will be displayed.




Organization List

Please click on the Organization to modify the information:

B2 Test Company
C3 Test Company
C4 Test Company
F1 Test Company
FZ Test Company
H1 Test Company
J1 Test Company
L1 Test Company
M1 Test Company
P2 Test Company
T1 Test Company
T2 Test Company
U1 Test Company

B2 Test Company
C3 Test Company
Cd Test Company
F1 Test Company
FZ Test Company

2. On the Organization List window, click the organization you want to modify.
The Modify Organization window will be displayed.




Modify Organization

Organization Name: ITest Organization

Taxation Entity: |Curpnratinn j
Type: |EIF'O j
Unigque Organization Name: ITest
Federal Tax ID: | (R

SIC Code: |2EDIZI - Furniture and fixtures

Default Password: |passwnrd

Uploaded Navigation Bar Path: I

Navigation Bar File:(.jpy, .gif): | Browse...
Uploaded Water Mark Path: IF'rimewire.gif

[
Water Mark File:(.jpg, .qgif): | Browse. .. |

Uploaded Organization Logo
Path:

Organization Logo File:(.jpy. I
.gif):

Eligibility Group Restriction

|primewire_sma|l.gif

Browse...

Type: IEmpIDyee hust Meet All Restrictions in Each Eligibility Group

3. On the Modify Organization window, make the changes then click Submit.

The system will update the organization record with the information you
entered.

My Password
You can change the password you use to log into the XYZ system.

To change your password:

1. From the Group Administration menu, select My Password. The Change
Password window will be displayed.

[




Change Password

Enter your new paseword below. Passwords must be between 5 and 20 characters in length. They are
not case sensitive and may contain symbaols.

User Name: PYWAdmin

Old Password: ||

New Password: |

Confirm New Password: |

Submit I Cloze

2. Onthe Change Password window, enter your Old Password.
3. Enter the New Password with which you want to replace your old password.

Note: Passwords must be between five and 20 characters in length. They
are not case sensitive and may contain symbols.

4. Confirm your New Password by entering it again.

5. Click Submit. The system will change the password.

Add Users

After you have added an organization, you can create XYZ users for the
organization. XYZ allows you to assign users to specific user categories. In turn,
you can customize system access for each user or user category.

Note: These users will not be listed as active employees under an organization
and they will not appear on bills/reports.

There are six user categories:

Grou P Administrator - Usually the “owner” of the Group Admin system. Assign this level of access to key

employees who maintain the XYZ site.

Grou p User — Employee of the Group Admin organization. Create these roles to assign restricted access to
individuals who are not responsible for the overall creation of new clients but who are responsible for maintenance.




HR Admin - Employers who have multiple employers under them. This role is not to be confused with an HR User
for a single employer whose access is at the client level and who is assigned as an employee.

HR USer - Assistant users to the HR Admin described above. These users have access restrictions.
Ag ent - A user with access to multiple employers

Enroller - This role is used specifically for offline enrollment.

To add a user:

1. Open the organization for which you want to add the user.

2. Under the Group Administration menu, select Add Users. The Add Group
User window will be displayed.

Note: Only fields in RED are required.

Add Group User

Add a new user by entering minimal information needed by the system. Fields in RED are reguired.

1. USER INFORMATION

First Name:
Middle Name:
Last Name:

Suffix:

S5SN:

User Role:

User Organization:

3. Enter the user’s First Name.
4. Enter the user's Middle Name.
5. Enter the user's Last Name.

6. Enter any Suffixes used in the user's name (for example, Jr. or Sr.).




10.

11.

Enter the user's SSN (social security number).

Note: If you are creating generic user names, do not use SSN’s with the
same last four digits. If you do, the system will automatically append these
SSN'’s with additional sequence numbers for login.

Select the User Role from the drop-down list.

Select the User Organization from the drop-down list.

Click Add User. The Add Group User page will be displayed with the new
User’s Login ID and Password.

Click Close.
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Chapter 2:
Employees Menu

The Employees menu includes functions that manage input and accessibility of
employee information in XYZ.

Employee Search

As a user, you can access information on all employees for employers assigned to
your user login ID. You can search for individual employees by partial last name,
partial first name, or partial SSN.

To search for an employee:

1. From the Employees menu, select Employee Search. The Employee Search
window will be displayed.

Empluyee Search
Search by one of the following fields:
Last Hame: Organizations: |.€HII Organizations ﬂ
First Name:
SSH:
Chapter 2:

Employees Menu
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On the Employee Search window, enter all or part of the employee’s Last
Name, First Name, and/or SSN.

Note: To generate a list of all employees in an organization, enter a space
in the Last Name field then click Search.

If you know the employee’s organization, select it from the drop-down menu.

Note: The Organizations field will only be displayed if you are at a BPO
level.

Click Search. A list of employees that match the criteria is displayed.

Select an employee from the list. An Employee Management menu for that
employee is displayed.




6.

Employee Search

Search by one of the following fields:

Last Name: ISmith Organizations: | All Organizations |
First Name: I
SSN: IE:IQQ
Assign HR Status
Batch Dependents
Last Mame First Name 55N Status Organization Name Batch nsent
Smith BB 999571234 A ABC Company E”':E e
SMITH  DENNY 999787879 A  ABEC COMPANY s By Emphay s
. i Lagin As Emplayee
Smith Jill 9O0532222 A ABC COMPANY ] i
Modify Effective Dates
Smith John 999843333 A ABC COMPANY )
Madify Emplayee
Smith John 9909861230 A ZPrimetest
Reports For Employes

Feset Password

Set Waiting Periods
Stroll in the PARC

On the Employee Management menu, select one of the following actions for
the employee you selected:

Assign HR Status — Assign HR or Super User status to the
selected employee as well as restrict by location, department
and job class

Note: A Super User is an HR user that automatically receives access to
all Locations, Departments, and Job classes.

Batch Dependents — Enter multiple dependents for the employee
on a single window.




Batch Insert — Displays all active plans for enrollment, and
allows user to quickly enroll the employee in multiple plans

Force Open Enrollment — Allows employee to enroll in benefits
outside of a typical enrollment period

Forms By Employee — Displays any PDF forms that were
submitted via the website by the employee

Login As Employee — Enters the Enrollment Wizard as the
employee

Modify Effective Dates — Allows historical review and
adjustment of current plan enrollments and effective dates for
employee and dependents

Modify Employee — View and adjust active employee personal
and employment data

Reports For Employee — Includes specific reports for the
individual selected.

Reset Password — Resets the user's password to the
organization-defined default

Set Waiting Periods — Customizes waiting periods for a specific
employee

Stroll in the PARC — Logs into the employee’s Stroll in the
PARC view of the website

Detailed information and instructions about these functions are included in
Employee Management Menu chapter of this Guide.

Add an Employee

Employees and dependents are usually added via electronic data. If you use this
option, see Appendix A for data specifications. There are times, however, when
you may need to add an employee or dependent manually via the XYZ web
interface. To add employees and dependents manually, follow the procedures
outlined below.

To add an employee manually:

1. Open the Employer organization under which you want to add the employee.




2. Onthe Employees menu, click on Full Add or Quick Add, depending on your
preference and needs.

Quick Add requests only basic employee information such as
name, date of birth, marital status, date of hire, gender, race,
salary, and employment information.

Full Add incorporates a wider range of information including
address and phone number, emergency contact information,
tobacco use, and fields to customize the employee’s waiting
period.

3. Onthe Full Add window, enter the appropriate information then click Submit
Information. The Employee Add Confirmation window will be displayed with
the information you entered.

4. On the Quick Add window, enter the appropriate information then click Add
Employee. The Employee Add Confirmation window will be displayed with
the information you entered.

5. Click Continue to return to the Employer menu.
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Chapter 3:
Employee Management Menu

The Employee Management menu includes functions that manage employee
benefits enroliment and maintenance of employee information in the XYZ System.
Employee Management functions are generally available to Human Resource and
Group Administrators and Users.

Assign HR Status to an Employee

You can assign an employee access to employee benefits information in all or
selected locations, departments, or job classes. For example, if an employee is
responsible for sales personnel in a five-state area, you can grant her access to
benefits information for only those employees.

XYZ allows you to assign two levels of HR status:

HR User — This status grants access to information on employees in specified locations, departments, or job classes.

HR Admin - This status grants access to information on employees in all locations, departments, and job classes.

To Assign HR Status:
1. Open the organization for which the employee works.

2. Conduct an Employee Search to locate the employee, and open the
Employee’s Management menu. (See Employee Search for instructions.)
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Employee Search

Search by one of the following fields:

Last Name: IBmith Organizations: All Organizations |
First Name: I
SSN: IE:IQQ
Assign HRE Status
Batch Dependents
Last Mame First Name 55N Status Organization Name Bstch nsent
Smith BB 999571234 A ABC Company EME —u= e el
SMITH  DEMNY 099787879 A  ABC COMPANY iz By Emplay s
: Login As Employes
Smith Jill 939332222 A ABC COMPARNY . :
Modify Effective Dates
Smith John 0999843333 A ABC COMPANY )
Modify Employes
Smith John 999561230 A ZPrimetest
Reports For Employes
Feset Password

Set YWaiting Periods
Stroll in the PARC

3. From the Employee Management menu, click Assign HR Status. The Assign
HR Administrator Location / Department / Job Class window will be
displayed.




Assign HR Administrator Location / Department / Job Class

I |Give this employee HR User access. *

I |Give this employee HR Admin (super user: can see all locations / departments ) access.

Submit |

*If you grant HR User access only, you must also specify locations / departments / job classes below.

Name:
John Smith

All Locations: Locations:

1M Add > |
Ayan (02)

Birmingham (200)

CHICAGO, IL (200} = Remove |
LAS VEGAS (300)

MAAIN (100)

Massechuttes (BO0)

tdobile AL (400)

Fortland OR (500}

All Departments: Departments:

[T Add - [

Assign HR Admin Status

4. To assign HR Admin status, select the checkbox that Give(s) this employee
HR Admin (super user, can see all location / departments) access. To assign
HR User Status, skip to step 6.

5. Click Submit. The system will assign the status.




Assign HR User Status

6. To assign HR User status, on the Assign HR Administrator Location /
Department / Job Class window, select the checkbox to Give this employee
HR User access.

7. From the list of All Locations, click to select the locations to which you want to
grant access. Then click Add.

8. From the list of All Departments, click to select the locations for which you
want to grant access. Then click Add.

9. From the list of All Job Classes, click to select the locations to which you want
to grant access. Then click Add.

10. When you have selected all locations, departments, and job classes to which
you want to grant access, click Submit. The system will assign the status.

Batch Dependents

The Batch Dependents function allows you to enter high-level information on
multiple dependents of an employee on a single window. This function captures
an abbreviated set of information on the dependent’s:

Name

Date of Birth

Social Security Number
Gender

Relationship to employee

If benefit plans offered require additional information such as age or school
attendance, you will need to enter dependents through the Dependents link on the
Stroll in the PARC menu.

To batch dependents:
1. Open the organization for which the employee works.

2. Conduct an Employee Search to locate the employee, and open the
Employee’s Management Menu. (See Employee Search for instructions).




3.

Search by one of the following fields:

Last Name: Srmith
First Hame: I
SSH: I999

Search

Employee Search

Organizations:

Show BPO Users

All Organizations

Last Mame First Name
Smith BB

SMITH DEMMY
Smith Jill

Smith John
Smith John

55N

999671234 A

Status Organization Name
ABC Company

999787879 A ABC COMPANY
999332220 A ABC COMPANY
999843333 A  ABC COMPANY
999661230 A ZPrimetest

[

Assion HRE Status
Batch Dependents
Batch Insert

Force Open Enrallment

Forms By Employee
Login A= Employee
Modify Effective Dates

Modify Employee
Feports For Employee

Reset Password

=et Wiaiting Periods
Stroll in the PARC

On the Employee’s Management menu, click Batch Dependents. The
window on which you enter information about the dependents will be

displayed.
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Return

LostName _[FirstName _|MI__|Suffix_DOB____ISSN_____[Gender _ [Relaton |
[Smith [cathryn [ (REA [Female x| |Biological Child

[Smith [cynthia  fa [6rmi1974  [aoossa4ds [Female x| |Biological Child

I I ISeIect Onej ISeIect One
|Se|ect Onej |Se|ect One
ISeIect Onej ISeIect One
ISeIect Onej ISeIect One
|Se|ect Onej |Se|ect One
ISeIect Onej ISeIect One

ISeIect Onej ISeIect One

|
|
|
|
|
|
| |Se|ect Onej |Se|ect One
|
|
|
|
|

ISeIect Onej ISeIect One

ISeIect Onej ISeIect One
|Se|ect Onej |Se|ect One
|Se|ect Onej |Se|ect One
ISeIect Onej ISeIect One

4

4

[ I N I

Save Changes |

4. Enter or select the information on each dependent, then click Save Changes.
The system will add the employee dependents.

Batch Insert

The Batch Insert function displays all active plans for enrollment. It allows you to
quickly modify benefits coverage or enroll the employee and his dependents in
multiple plans.

To use the batch insert function:

1. Open the organization for which the employee works.

2. Conduct an Employee Search to locate the employee, and open the
Employee’s Management menu. (See Employee Search for instructions.)
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3.

Employee Search

Search by one of the following fields:

Last Name: IEmith Organizations: All Organizations =
First Name: I

Show BPO U
SSH: EEE o Sel

Search

Assign HR Status
Batch Dependents
Last Mame First Mame SSN Status Organization Name
.
Smith BB 999571234 A ABC Company Eorce Open Enrollment
Forms By Employee

SMITH DERMNY 0o9787879 A ABC COMPARNY .
. . Login Az Employee
Smith ill 0099332222 A ABC COMPARY ] i
Modify Effective Dates
Smith John 999843333 A ABC COMPANY )
Modify Employee
Smith John 999661230 A ZPrimetest

Reports For Employes

Reset Pasgword

Set Waiting Periods
Stroll in the PARC

On the Employee Management menu, click Batch Insert. A window showing
benefit coverage for the employee and his dependents will be displayed.
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4. To modify benefits, enter the following information in the appropriate fields:

Start Date (for employee)

End Date (for employee)

Employee Cost

Employer Cost

Pre-tax amount

Post-tax amount

Coverage Level

PCP Name / Number (for employee)
Start Date (for dependents)

End Date (for dependents)

PCP Name / Number (for dependents)
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You can also enroll or delete the employee and/or dependents in
benefit plans by selecting the appropriate check box.

5.  When you are finished modifying coverage, click Save Changes.




