Human Resources

Chapter 7 Benefits

z Benefit Enroliment Process

Prior to benefit, enrollment dependents and beneficiaries must be added to the employee.
Complete the following steps for this process.

To Add a Dependent or Beneficiary:

Menu Path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > MAINTAIN

Transaction Code:

PA30

™ Maintain HR Master Dakta

HFR. master data Edit Goko  Extras  Utilities  Settings  System  Help

& || Imcee MR o0 BE @
O&F semdm|.2
Pergsonnel no. FH5 |
Mame THOMAS TESTEROHI
EE group [5 nF Pers.area [1287 Nothwest Region MR
EE subgroup FT ReaFul Time Cost center |us a CHILD DEV EVE P..
Parsonsl Data | Addi. PersonalDats  Bensfit Information | Taes |
|| Health Plans v;‘ Period
[ ]insurance Plans @ | ® Peiica
; Savings Plans v = | Ta |
L] General Benefits Information W ) Today O Curr.week
|__|Adiustment Reasons % O Al ) Current month
L | [Fl=mur. Pttt O Fram curr dats O Last wask
L] ) To curent date ) Last month
L ) Curr. period ) Curent year
L] || Chaose
=]
Direct
Infotype [o0z1 2|57y |
Field Name Description R/O/C | User Action/Values
Personnel Number | Personnel number R Enter the personnel number of the
of the employee employee, if known. Use the
dropdown arrow to select in not
known.
Infotype The number of the R Enter the Infotype number 0021
infotype to be into the Direct Selection field or
created click on Family Related Person.
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Click on the Create icon . , you will be shown a pop-up window offering choices as to
the type of dependent that you wish to add.

- 5 gy htypes for infotype D021 {Family /Relate - ]|
STyp |Hame |
Spouse 3 Othgrlis oply usedlfor
9 Child Beneficiary information, when
3 Other other than a spouse, child or
y Step-Chil stepchild
v | 8/30[ 58] | |

You double click on the selection or choose the subtype (i.e., spouse, child, other, etc.)
and click the green check mark. For our example, we are choosing the subtype: Child.

Screen: Infotype 0021 -Create Family/Related Person

™ Create Family,/Related Person

Infotype Edit Goto  Extras  Swstem  Help

@ || B cee DMk enaa PR @
H B2
Perzonnel no 765 Name IW Statuz Active
EE group IE MF Perzonnel ar E Morthwest R egion bMWwh
EE subgroup Iﬁ Feg Full Time S5M 1 __
Fram Im Tao lm
Family type | Child =l
Personal data
Lazt name TESTERONI
First name MARID
Gender O Female ® Male
Birth dete [62/06/2001
55N e s Telno. [360 [555-1212
Street [1z3FanTAIL DRIVE Sep. date [
Street
Citystate SILYERDALE IW
Zipdoauntny W IF
Physician Status Challenge
Physzicianl IWALTEF! T 'WaMNGER [~ Student [~ Disshility
D rumber  [25 I~ COBRA Dissbdate |
Phpsician2 I [ Medicare Learned I—
D number I [~ Smoker
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The table below will describe the information that we have used to fill out the infotype

correctly. In our example, we added a child as a dependent.

Field Name Description R/O/C User Action/Values

From date Effective date of the R Enter the effective date.
benefit Leave the “To Date” as the

default 12/31/9999

Family type Relationship R This will default based on the
subtype chosen on the pop-
up window.

Last Name Last name of the R Enter the last name of the

dependent or dependent.
beneficiary

First Name First name of the R Enter the first name of the
dependent or dependent.
beneficiary

Gender Male or Female R Check the radio button next
to the correct choice.

Birth date Birth date of the R Enter the birth date of the

dependent dependent. A beneficiary
birth date is NOT required.

SSN Social Security R Enter the Social Security
Number Number of the dependent or

beneficiary.

Street/City/State/ | Permanent Address R Enter the address of the

Zip/Country dependent or beneficiary.

Physician The dependent’s R Enter the Primary Care
physician physician of the dependent

ID Number Physician ID R Enter the ID number of the
Number physician.

Status Student C Required if dependent is 19
years of age or older and a
college student.

Challenge Whether the C Check if the dependent is
dependent is disabled/ handicapped and
disabled/ enter the date of disability.
handicapped.

Press the enter key or the green check mark
]

click the Save icon

to verify the accuracy of the entries and

to save the record. Continue adding all family related persons

in the same manner or you may use the green arrow | El to return to the SAP Easy

Access Menu.




Benefits Management

z Benefit Enroliment

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
BENEFITS > ENROLLMENT

Transaction Code: HRBENO0001

™ CAP Easy Access SAP R/3 System
Wenu Edit  Fawvorites Extras  Swstem  Help

@ | THecasDME DN
(& = |@| & o Other menu |@ & | v . | [ Create menu | F s
== Favortes

----- HRBEMOOO! - Enaliment
HREEMOOOT - Enrallment
----- P&30 - M aintain
----- FPPOM_OLD - Organizational M anagement -» Expert mode -» Simple maintenanc
----- P30l - Personnel Management <= Adminiztration -» HE b aster Data -> Maint
P20 - Personnel Management - Adminiztration -» HE kaszter Data - Dizpl
----- Pad0 - Adrinistration -> HR Master Data - Personnel Sctions
----- S_AHR_E1016330 - Documents -» Infotype Change -» Logged Changes in Infat
----- FPOM_OLD - Maintain Organizational Plan
----- v_D2_0B000003 - Transaction v_DW2_0BQ00002
------- S_AHR_B1011431 - Administration -> Settingz -» Curment Settings -» Defin
=3 SAP standard menu
----- (L] Dffice
----- (L3 Logistics
----- L3 Accounting
Ela Human Resources
------- @ PPMDT - Manager's Deskiop
EI'S Perzonnel b anagement

----- (L3 Administration

El ----- =1 Benefitz
R % HREENO001 - Ervclimert
£} HRBENOOT4 - Temination
() HRBENO0D3 - Eligibilty
------- @ HRBEMOOD4 - Inzurahbility
L B UBBERIONNE - Musarsizmn
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= Enrollment

Errollment  Edit  Goto Swskem Help

&% E-|a-lan

S F'ers.no.|Name

& | CIiwmcoe MR anaa @E|

Direct selection I Selection set I (ol
[o | on  [01728/2003 B3|

Fersonnel no |951 L) | - ® Change Selection Dake x|
Dffer selection

0 interes | & tloffe | Selection date [o1/24/2003 =

Fossible offers
@ Select |

v|%|

9514| STRIPE ZEBRA

Enter the information for this screen based on the table below.

Field Name Description R/O/C | User Action/Values
Enroll date Effective date of R Click on the calendar icon and
benefits change the Selection Date and
click on the green check mark.
This date must be the date
the employee signed the
forms. Enrollment must be
within 31 days of hire date.
Personnel Number | Employee’s R Enter the employee’s personnel
Personnel Number number.

Click the Select icon %

Select

™ Enrollment

Enrollment  Edit Goto  Swstem  Help

Amecae 2ME anaa BRE @

l&
Diirect selection | Selection set |
Personnel na. I A
1D humber I
@ Select |

Enroll

{9514

[STRIPE ZEBRA

|81/24/2083

on

DOffer selection

o

Get offer

=}

| &

Frint form Errar lizt

Pozsible offers

Enrallment period

Mew Hire Enrallment

01/2

Anptime changes

01,/01/1800 - 12/31/9339

&% &-@d-'B0

/ Pers.no.|Name
9514

Double click on “New Hire Enrollment”.

The following screen will come up.
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Enrollment Edit Goko  Swstem  Help

& | CHece® Dk anaa AR @
Direct selection I Selection set | Enroll
|9511I STRIPE ZEBRA on |l31f2llf2l]l]3 @I |

Personnel no. I |

Offer selection

1D number I O Get affer I B Frint farm | Q Errar lizt |
Poszible offers Enrallment periad
e Gelect | Mew Hire Enroliment
Antime changes 01./01/41800 - 12/31/9353
&2 7| E-[&-| a
A/ Perz.no.|Mame
9514
Mew Hire Enroll it
@ E nrall | B Costs | )] Undao selection I 3' ﬁl g@ Errc
| Statuz | Validity period Activity
Dental
Aetna Dental 01/24/2003 - 12/31/9939
M edical
L eting Medical 01/24/2003 - 124319959
Basic Life/aD&D
Basic Life £ AD&D 01/24/2003 - 12/31/9939
LTD
Long Term Disability 01/24/2003 - 12/31/9939
Optional Life
Optional Life 01/24/2003 - 12/31/9939
a011K)
Lo 40K, Plan 040142003 - 12/31/9939
Retirement
o Retirement 01/24/2004 - 124319959
Double click on the benefit name.
The following screen will come up.
Maintain Health Plan 2
Ferz. no. o514 STRIFE ZEERA
Flan Aetna Dental
Start 61/24/2602 — [12/31/9999
T Stop participation in period
O ption I D ependents I
- Plan options
O ption Aetna Dental "I
D ependent cosw. Emploves Only "I
_ | Farmily
rCosts USD B kly
Employes I 3.28 [ Deducs pre-tax
E mployer I a. a0

I Accept I -4 I
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Field Name Description R/O/C | User Action/Values
Option tab To select plan R Option field will default. Click on
option and the dropdown arrow on the field
dependent labeled Dependent cov., click on
coverage the coverage the employee has
selected. The employee cost will
automatically appear
Dependent folder | Dependents to be R Click on the Dependent folder tab
tab covered if to open. Click on the button to the
applicable left of each dependent’s name. If

there are no dependents, this tab
will not appear. If no dependents
are checked, they will not be

enrolled through the interface.

- = pqaintain Health Plan

I 9514 STRIFE ZEERA

Fers no.

I

Flan

Aetna Dental

Start

T Stop participation in period

1720720803 — |1 23179999

Option D ependent: I
Select I arne Type of dep. /ben.
et PLAIM ZEEBRA, Spouze
<11 [»] |
=
@ Accepk I =4 I

When finished click on the Accept @ Aooept oo
You will now be taken back to the New Hire Enrollment screen and a green check shows
next to the plan enrolled in.

The procedure for enrolling employees into any of the eligible plans is essentially the
same. The first step is to highlight the plan and double click on the line. The next plan to

enroll in is medical.

Double click on the medical plan.

The following screen will come up.
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- H pyaintain Health Plan

Fers. no.

I 2514 STRIFE ZEERA

Flan

|Fletna HMedical

Start

T Stop participation in period

O ption I Dependents I

|e1r2ur2803 - [12/31/9999

- Plan options
Option

Dependent cosw.

| 2etna Med - PPO

Family

=1
—

-Costs USD Bi-weekly

EmEIDiEE Dnli |

Ermployves I 188_4a [ Deducs pre-tax
E mployer I a.aa
@ Accepk I k4 I
Field Name Description R/O/C | User Action/Values
Option tab To select plan R Option field will default. Click on
option and the dropdown arrow on the field
dependent labeled Dependent cov., click on
coverage the coverage the employee has
selected. The employee cost will
automatically appear
Dependent folder | Dependents to be R Click on the Dependent folder tab
tab covered if to open. Click on the button to the
applicable left of each dependent’s name. If

there are no dependents, this tab
will not appear. If no dependents
are checked, they will not be
enrolled through the interface.

Click the accept icon MI at the bottom of the pop-up enrollment window, the
window closes and you will then return to the New Hire Enrollment screen.
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Highlight and double click on the next indented plan in which you are enrolling the
employee. We are showing the selection of Basic Life Insurance.

- ™ Maintain Insurance Plan

Perzno. | 9514 STRIFE ZEBRA
Plan |[Basic Life / AD&D
Start |@1/2u/2003 - [12/31/9999

[T Stop participation in period

Coverage | Beneficianes I

-Inzurance option and coverage

Inzur. option

| Basic Life / ADED

=

Bazic cowver. I

63,808_88 USD

Addtl, units |

2,000 X

1.88 UsD

Caverage I

65.888.88 USD

-Costs USD Bi-weekly

Employes I

13.88 [ Deducs pretas

E mplaoyer I

(b Accept | -4 |

Enter and check the information as specified in the table below:

Field Name Description

R/O/C

User Action/Values

To select Basic
Life/AD&D coverage

Coverage tab

R

Insurance option defaults this plan.
Input 2000 into the “Addtl units”
field. This field is configured to
accept nothing else. You will note
that the Employee cost will
automatically appear.

Beneficiaries
tab

Input field

Click on the “Beneficiary Folder”
and enter the percentage % of the
benefit to be assigned each
dependent.

Click the accept icon MI on the bottom of the pop-up window, the window will
close and you will be returned to the “New Hire Enrollment” screen.

Continue to highlight and double click on each of the indented plans in which you are
enrolling an employee and proceed with each benefit enrollment following the same

procedures as described above.

10
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For example, for Long Term Disability Insurance:

- ¥ Maintain Insurance Plan

Pers.no. I 9514 STRIFE ZEBRA

Plan |Lnng Term Disability
Start |a1/2n/720083 - [12/31/9999

[T Stop participation in period

Coverage |

-Inzurance option and coverage

Inzur. option Long Term Dizabiliby j
T Long Terrn Dizabilit

dyddtl. units MUSD
Coverage | 62,603._88 USD

-Costz USD Bi-weekly

Employee I 36.12 [ Deducs pretas
Employer I a.848

Ty Accept | -4 |

Click on the dropdown arrow on the Insurance Option line. Select either Long Term
Disability or LTD Paid up.

// Note: If choosing the Long-Term Disability option, the employee cost will
appear. If choosing the Paid up option, the amount will be zero.

Click the accept icon MI on the bottom of the pop-up window, the window will
close and you will be returned to the “Enrollment Plan Selection” screen.

The next example of the procedures is illustrated using the Optional Life enrollment.

11
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-~ ¥ Maintain Insurance Plan

Pers.no. I 9514 STRIFE ZEBRA

Plan foptional Life
Start |g1/24/2002 - [12/31/9999

[T Stop patticipation in period

Coverage | Beneficianes

-Insurance option and coverage

[mizur. option Optional Life 1 Sal j
Bleaite camian Optional Life 1 Sal

Optional Life 2= Sal
Addtl. units ax 8_8a UsD

Coverage | 63,800.00 USD

-Costz USD Bi-weekly

Employee I 27.89 [ Deducs pretax
Employer I a.84a

@ Acocept | ® |

Select either Optional Life 1X Salary or Optional Life 2X Salary. Click on the
“Beneficiary tab” and enter the % of the benefit to be assigned to each beneficiary. Click

the Accept Ml icon and you will be returned to the "New Hire Enrollment”
screen.

The next example of the procedures is illustrated using the 401K Savings Plan
enrollment.

12
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- = pqaintain savings Plan

Pers.no. I 9514 STRIFPE ZEERA

Plan |uB1K Plan
Start |ansa1/20803 - [12/31/9999

[T Stop participation in period

Contribution regular I Beneficiaries Invesztments I

r Pre-tax contribution Bi-weekly

Amount | 8.88 USD [ Follover
Percentage I i‘l5 -an
Units | 0 X | 8.88 USD

- Post-tax contribution Bi-weekly

Amnourt | 8.88 USD
Percentage a_aa

I Posttax immed.

Units | 8 x|

a.aa uso

(Lh Acoept | 3 I

The input for this Maintain Savings Plan screen is explained in the table below.

Tab Names Description R/O/C | User Action/Values
Contributions Pre-tax, bi-weekly R Percentage. Enter a percentage
Regular contribution % amount.

Investments Input field. This R Click on the Investments tab.
must be selected Enter the percentage of
for new investments applicable to each
enrollments only. plan. Percentages must total
Changes will be 100%
handled directly by
the vendor.

Beneficiaries Input field. This R Click on the Beneficiaries tab.
must be selected Enter the % of the benefit to be
for new distributed to each beneficiary.
enrollments only. If the beneficiary is someone
Changes will be other than a spouse, the date
handled directly by the spouse signs the 401k
the vendor. consent must be entered in the

Spousal Consent field.

13
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Click the Accept icon M on the bottom of the pop-up window, the window will
close, and you will be returned to the “New Hire Enrollment” screen.

The next example shows the Retirement option.

- paintain Savings Plan

Ferzs.no. I 9514 5TRIFPE ZEBRA

Plan |Hetirement
Start (g1/24/2084 - [12/31/9999

[T Stop participation in period

Beneficiaries |
FPont MHame Tupe of dependent/beneficiar Con. E
186 FLAIN ZEBRA Spouse C [«
1 L]
Spouge's approwval I

@ Accept | 4 |

If the employee is married and the beneficiary is someone other than spouse, you must
have written spouse approval. Enter the date the form was signed in the “Spouse’s
approval” field.

Enter the percentage for each beneficiary, designate a contingent beneficiary by clicking

the checkbox (if desired), then click the Accept Ml icon.

Notice that each time you finished a “Benefit Enrollment” and returned to the “New
Hire Enrollment” screen, a green “check mark™ appears to the right of each completed
action.

14
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Mew Hire Enrollment

@ Errall | E Costs | ] Undo selection |§Ié| @ Errar list

| Statuz | Walidity period | Achivity |

= Dental
- Aetna Dental 0142442003 -12/31/3339 W
- Medical
o e Aetna Medical 0142442003 -12/31/3339 W
=1 Basic Life/A0%D

b Bagic Life / ADED 0142442003 -12/31/3339 W
= LTD
i " Long Term Disability 01/24/2003 -12/31,/9399 o
EI ----- Optional Life
: - Optional Life 01/24/2003 -12/31,/9339 o
EI ----- 401(k)
401K Plan 04,/01/2003 - 12/31,/3339 o

Retirement 01/24/2004 - 1243173339 w
{Z5 Enrall

When all the enrollment actions have been completed, click on the Enroll icon
in the new hire enrollment section.

You will now see a pop-up screen labeled Confirmation of Selected Actions. This
window will show you a list of all the enrolled benefits and their effective dates.

.= C gnfirmation of Selected Actions

Acbiviby Flan From To

Create Aetna Dental o1 A24 42003 12431433393
Create Aetna b edical o124 /2003 12/31/99939
Create B aszic Life £ AD&D o1 /24420032 12431499939
Create Long Term Disability o1 /24 /2003 12/31/99399
Create Optional Life o A24 /20032 12/31./99939
Create 401K Plan 04./01 /2003 12/31/99939
Create R etirernent o1./24./2004 12431939939

L5 Erall I 3£ Cancel I

Enrall
If all the information is correct, click on the Enroll pushbutton MI on the bottom of

the pop-up window. If not, click Cancel Ml, correct the entry, and click Enroll
again.

15
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You will see another popup window verifying that the enrollment has been completed
successfully.

-5 Enroliment: Plan selection x|

o {Errollment completed succeszsfully:

Continwe | %:anirmatinnl

At this point, if are connected to a printer and the employee wants a printed
ior0f all the enrollments, click the Confirmation icon at the bottom of the
window or if you are finished, click on the “Continue” button.

You are returned to the Enrollment screen

™ Enroliment

Enrollment  Edit Goto  Swstem Help

@] DI W eae MKk anaa B @
Diirect selection | Selection set | Enroll
{9514 |STRIPE ZEBRA o [01/26/2003 @)
Perzornel no. || ﬂ
Offer selection
1D humber I 'y Get offer | 0 Pririt farm | find Errar list
Poszible offers Enrollment period
(e Selact | Mews Hire Enrallment 01/24/2003 - 02/24,/2003
Anytime changes 01./01/1800 - 12/31,/9999

&% & - &- @80

/ Perz.no.|Name
9514

Select the © to return to the SAP Easy Access Screen.

16
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|; Employee Changes to Benefit Coverage

When an employee has married, has a new child, divorces, or has a change of
circumstances that necessitate a change in some or all of his/her benefit coverage, the
following steps required to make the changes necessary to his/her benefits are:

e Create the applicable Adjustment Reason. This option will be used when an
employee has a life-changing action of marriage, birth or adoption of a child, divorce
or the death of a spouse or dependent. Making changes via the Master Data Menu.
Infotype 0378-Adjustment Reason must be created using the reason “family status
change”.

e Create Family Related Persons, if necessary. If the change involves adding new
dependents, add them through infotype 0021 Family/Related person. If a dependent
is no longer eligible, enter an End Date to their record.

e Benefit Enrollment.
Only plans applicable to the life-changing actions may be modified.
To Add a dependent

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > MAINTAIN

Transaction Code: PA30

™ Maintain HR Master Daka

HR. master data Edit  Gota  Extras  Ukilities  Setkings  System  Help

& | | e e | DMk anoan | BE|®
0@ @ D3 m| .2
Fersonnel | no 765 P
Marme THOMAS TESTERONI
EE group 5 nF Pers.area [1287 Mothwest Region MwWR
EE subgroup [FT ReqFull Time Coost center [u8@ CHILD DEWEVE P.
Personal Data | Addi. Personal Data  Benefit Information | Taxes |
Health Flans w#| ~| [Period
i trance Flans wWI— | @ Pericd
: Savings Plans | Fr | To |
[__]Seneral Benefits Infarmation ] O Today i G s
[ adiustment Reasons o oA 1 Curren t month
|_JRecur. P AreE, ) From cur. dats O Last wesk
L ) Tocurment date ) Last month
L ) Cur period ) Current year
L || Choose |
L Bdl
Direct selection
Infotupe [ooz1 x|sTy [

17
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Field Name Description R/O/C | User Action/Values
Personnel Number | Personnel number R Enter the personnel number of the
of the employee employee, if known or use the
dropdown arrow to select.
Infotype The number of the R Enter the Infotype number into
infotype to be the Direct Selection field or click
created on Family Related Person. Enter
infotype number 0021 —
Family/Related Person.

After clicking the Create icon 0 , you will be shown a pop-up window offering choices
as to the type of dependent that you wish to add.

- ¥ gy htypes for infotype 0021 (Family /Relake =
EMRE | I GOther is only used for
Spouse Beneficiary |nform_at|on, other _
o Child than a spouse, child or stepchild
2 Other
n Step-Chil

« | <B| | 5| 3¢ | |

You double click on the selection or choose the subtype (i.e., spouse, child, other, etc.)
and click the green check mark. For our example, we are choosing the subtype: Child.

Screen: Infotype 0021 -Create Family/Related Person

= Create Family /Related Person

Infobype Edit  Goko Exktras  System  Help

& | | = e - T (e S e s e
= = e 4
Parsonnel no [ 7es M ame [THomMAas | status Auctive
EE aroup E Personnel ar [Azev Morthweest B egion kwF
EE subaroup [FT FReaFul Time SSHM B4 957812 |
From 02 07 2001 To [1zr31-,0990
Family tupe | Crild =1
Personal data
Last name [TESTEROM
First mamns | G
Gender ' Female & tdale
Birth date [ozro6rz001
SSM I Telna. B EEERRERED
Strect 123 FAMHTAIL DRIVE Sep. date |
Street
Citu/state SILVERDALE [wa
Zipcounts ECEERE Jus
Physician Status Challenge
Phypsician wASL TER T wisNGER T Student T Disability
I Aumber =5 I COBRA Diizab. date 1
Phusicianz ™ Medicars Learmed 1
1D number I Smoker

The table below will describe the information that we have used to fill out the infotype
correctly. In our example, we added a child as a dependent.

18
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Field Name Description R/O/C User Action/Values

From date Effective date of the R Enter the effective date.
benefit Leave the “To Date” as the

default 12/31/9999

Family type Relationship R This will default based on the
subtype chosen on the pop-
up window.

Last Name Last name of the R Enter the last name of the

dependent or dependent
beneficiary

First Name First name of the R Enter the first name of the
dependent or dependent
beneficiary

Gender Male or Female R Check the radio button next
to the correct choice

Birth date Birth date of the R Enter the birth date of the
dependent dependent. A beneficiary

birth date is NOT required.

SSN Social Security R Enter the Social Security
Number Number of the dependent or

beneficiary.

Street/City/State/ | Permanent Address R Enter the address of the

Zip/Country dependent or beneficiary

Physician The dependent’s R Enter the Primary Care
physician physician of the dependent

ID Number Physician ID R Enter the ID number of the
Number physician.

Status Student C Required if dependent is 19
years of age or older and a
college student.

Challenge Whether the C Check if the dependent is
dependent is disabled/ handicapped and
disabled/ enter the date of disability.
handicapped.

Press the enter key or the green check mark
]

click the Save icon

@

to verify the accuracy of the entries and

to save the record. Continue adding all family related persons

in the same manner or you may use the green arrow | El to return to the SAP Easy

Access
Menu.
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To Change dependent information:

This option will be used when an employee has a life-changing action (e.g., divorce,
death of a dependent, over-age dependent, etc.).

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > MAINTAIN

Transaction Code: PA30

™ Maintain HR Master Data
HR master data Edit Goto  Extras Utiities Settings System  Help

@] W@ CcHME | vDoD PR @
[Dswmaonl g

Personnel no. T65 A

Name [THOMAS TESTERONI

EE group IE MNF Pers.area W MNorthwest Region MwH

B suftanp FT FegFul Time st el [u88  CHILD DEVEVEP.

Personal Data I Addil. Personal Data  Benefit Information | Taxes |

[ [Healt Plans w#|~| [Period
| Inzurance Plang wl— | ® Period
; Savings Planz ] Fr. I To I
- General Benefitz Information V Cl Today 1 Cum.week,
; Adjustment Beasans o O Al O Curent manth
L Recur. Payments/D eds. ) Fram curr.date ) Last week
L 0 Tocurent date 1 Last marith
L 0 Currperiod 1 Cument year
L j Chooze |
Direct selection

Infotype o021 |51y |

20
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Field Name Description R/O/C | User Action/Values
Personnel Number | Personnel number R Enter the personnel number of the
of the employee employee, if known. Use the
dropdown arrow to select if not
known.
Infotype The number of the R Enter the Infotype number into
infotype to be the Direct Selection field or click
created on Family Related Person. In our

example we are entering infotype
number 0021 — Family/Related
Person. OR you may also click on
the box next to the Action Type
line labeled Family/Related
Person.

Q
Click on the document Overview icon “* . This accesses the List Family Related
Person screen as shown on the next page.

™ List Family /Related Person

Infotype Edit Goko  Extras  Swysktemn  Help

@ || Awmcee CME Dhoan BE @
0O« DO o=
Fersonnel no i M ame THOMAS . Status Active
EE group IE MHF Perzannel ar 1287 Morthwest Region Mwh
EE =ubgroup FT RegFul Time SSHM - -
@2 Choose e1/01/1800 to |12/31/9999 i

-

TESTERONI

MaRI0

1 Lazt narmes | First narne | | Birth dt |

WD

02/06/2001

Ll |

[

Click the box beside the name of the dependent that you wish to change. In our example,
we have checked the box next to the spouse, Angelina Testeroni.

We now click the change icon ﬂ
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You should now be at the screen titled “Change Family Related Person”.

Screen: Change Family Related Person

™ Change Family/Related Person

Infotype Edit Goto  Extras  System  Help

| | I8 ece@e@ DMK anaa | BE| @
|lams

Perzannel no 27 M anme

EE group |E MNF Ferz. area 7988 MwWR HEADOUARTERS

EE =ubgroup F Feg Full Time 55K i B8 Statuz Auctive
Fram a1/81 /2001 Ta |12!31!9999 Ching |12..r"2l1.r"2l3132 IHI]_PGS?FB

A

Farmily tupe ISpouse / ;I

Personal data /

Last name |TESTERONI /

First name [aMGELINA / Iritials [
Dther title | =1

Gender @® Femals 1 Male

Birth date
S5M o T Telno. I I

Street [1zzFanTa/ DRIVE Sep. date [

Strest I /

City/state |SILVERPALE jwA | Tennesses

e esutg 083 2lisa

Physician / Status——— [ Challenge

Physziciand | / [~ Student [~ Disability

ID rurmber [~ COBRA Disab.date [
Phwgician I [T Medicare Learned I—
1D number I [ Smoker

In the “To” field, as shown on the screen, change the field to reflect the date of the
change (e.g., the divorce date).

Click the Enter key or the green check mark @ . You will receive a message stating the
date of the record has been delimited. Enter again to accept the change.

]
Click on the Save icon - —

You will now be back to the List Family Related Person screen. You may now use the

green back arrow E to return to the Maintain Master Data screen.

to create/change all the dependents and/or beneficiaries for the employees before

/ NOTE: A time saving tip for processing a large number of these changes, would be
proceeding to the next step.
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After creating and/or changing all dependents and/or beneficiaries, we must manually
create infotype 0378 — Benefit Adjustment Reason.

This infotype will be required before attempting any enrollment into the benefit plans.

™ Maintain HR Master Data
HR master data Edit Goko  Extras  Utilities  Settings  System  Help

& W cee 2HE Do AR @
lDewooal 2

Perzonnel nao. |?65 A
Mame [THOMAS TESTERONI
EE group IE MF Pers.area W Morthwest Region M4WH
EE subgroup [FT FegFul Time Cost center [s80  cHioDEvEVEP.
Personal D ata | Addtl. Personal D ata I Benefit Information | Tares |
[ ] ctions Period
| Personal D ata ® Period
: Organizational Azsignment Fr. I To I
|_|Addriesses ) Today O Curweek,
; B O al ) Cunrent manth
| IFenmlirleleled) P ) From curr.date O Last wesk
| Riesidence Status 1 Tocurent date ) Last month
=.-’-‘n.c|ditional el e ) Curr. period ) Cument year
|| Education ) Choose |
L DoD ¢ Mwh Specific Data
Direct zelection
Irfotype 0378 35Ty |
Field Name Description R/O/C | User Action/Values
Personnel Number | The employee’s R Enter the Personnel number of the
personnel number employee. If you do not know,
click the down arrow and do a
search based on the employee’s
social security number.
Infotype The number of R Enter the infotype — 0378 or click
the infotype to be on the Benefit tab and click the
created box next to the Benefit
Adjustment Reason.

Click on the Create icon D on the toolbar. You should now see the screen “Create
Adjustment Reason”
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™ Create Adjustment Reasons

Infotype  Edit

Goko  Extras  System  Help

& |l IWcee e anaaFA| @
2
Personnel no 765 Mame ITHI]MFIS . Status Active
EE group IE MF Perzonnel ar 1287 Morthwest B egion bWwH
EE subgroup lﬁ Reg Full Time S55M I-! [
Fram |ﬂ2/98/2901 ta |12/31/9999

Benefit area INav_l,l [k R)

Adjustment reagon IFamin Statuz Change j

[

-5 peyiation from end date

Current end dabe: 12/31/9339
Calculated end date:  03417/2000

Do wou want ba replace the curent

end date with the calculated end date?

| b4 Cancel

Enter the information in the fields as specified on the table below.

Field Name Description R/O/C | User Actions/Values
From date Effective date of the R The field will default from the
benefit change. current date. Enter the effective

date of the life-changing action
(e.g. birth of a child), It must be
within 31 days. Leave “To
Date” as 12/31/9999.

Benefit area Benefit area R This will default to Navy MWR
and can not be changed.

Adjustment Reason for the life- R Use the dropdown arrow to

Reason changing action select Family Status Change or

HIPAA Certificate. A pop-up
window labeled “Deviation
from end date” asks “Do you
want to replace the current end
date with the calculated end
date?” Click on the YES button.
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Click the Enter key or the green check mark @ . Save your entries by clicking on the

Save icon

0021) and the Benefit Adjustment Reason (using infotype 0378), use the menu path

/ NOTE: After creating/changing all dependents and/or beneficiaries (using infotype
below to begin the Benefit Enroliment Process.

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
BENEFITS > ENROLLMENT

Transaction Code: HRBENO0001

Enter the employee’s personnel number and click on enter. The Offer Selection field is
shown below.

™ Enrollment

Enrolment  Edit Goto  Swstem  Help

|| IeceeCHR anaa PR @

H

Direct selection | Selection set |

Perzonnel no. |951 lll ﬂ

Enroll
9514 STRIPE ZEBRA an 8172872883
=]

Offer selection

1D hurnber I G Get offer | Q Print farm | éﬁ Error list
Possible offers Eni i

@ Selact | Family Statuz Change 01, 03 13
Mew Hire Enrallment 01,/24/2003 - 02/24/2003
Anytime changes 01/01/41800 - 12431,/9935

&% E-/4-83

/4 Pers.no.|Mame
9514

Field Name Description R/O/C | User Action/Values
Date Effective date of R Enter the date of the effective
|g1 /2872003 [ the benefits benefit enrollment, either the date

of the personnel action or the date
of the life-changing action. Click
on the calendar to change the date.

Double click on the offer to open.

The following screen will come up.
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™ Enrollment
Enrollment Edit Goto  Swstem  Help

& || FACca@DHR anaa HF @
Direct selection | Selection set | Enroll
|es1n  [STRIPE ZEBRA o [0172872003 @ 2

Personnel no. I A

Offer selection

1D hurmber I O Get offer I Q Fririt Farm | gﬁ Error ligt I
= —
Poszible offers Enrallment period
@ Select I Farnilp Status Change
Mew Hire Enrallment 01/24/2003 - 02/24/2003
- Anytime changes 01011800 - 124319999
2F 8- (&-Ha3

# Perz.no. |Mame
9514

Family Statugz Change

& Enol I B Costs | %) Undo selection I 3|g| Pk Error
—

| Status | Y alidity period Achivity |

=1 Dental
: b ietna Dental @ 01/28/2003 - 12/31/9393
- Medical
b fretna Medical @ 01/28/2003 - 12/31/3393
|- Bagic Lifea0 &0
: - Basic Life # AD&D @ 01/28/2003 - 12/31/9393
|- 0 ptional Life

. Optional Life @ 01/28/2003 - 12/31/9399
i @ 04/01/2003 -12/31/3393
=~ Retirement

e Rtitement @ 01/24/2004 - 12/31/9393

Double click on the benefit name.

The following screen will come up.

[

- paintain Health Plan

Ferz. no. 2514 STHRIFPE ZEERA
Plan Aetna Dental
Stark Bl /2720803 — |12..-"31..-"9999

I Stop participation in period

O ption I Dependent=s I

- Plan oplions
O ption Betna Dental ;I
D ependent cow. Emploves Only -
rCosts LUSD B kly L arnily
Emploves .28 I+ Deducs pre-tasx
Ermplaver a_aa

Es Accent I a8 I
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Field Name Description R/O/C | User Action/Values
Option tab To select plan R Option field will default. Click on
option and the dropdown arrow on the field
dependent labeled Dependent cov., click on
coverage the coverage the employee has
selected. The employee cost will
automatically appear
Dependent folder | Dependents to be R Click on the Dependent folder tab
tab covered if to open. Click on the button to the
applicable left of each dependent’s name.

- = pqaintain Health Plan

I

Fers.no. I 9514 STRIFE ZEERS
Flan Aetna Dental
Start 91/7,2/20803 — I12..|"'31..|"'9999

T Stop participation in period

Option D ependent: I
Select. I arne Type of dep. /ben.
et PLAIM ZEEBRA, Spouze
<11 [»] |
=
@ Accepk I =4 I

When finished click on the Accept @ Aooept oo
You will now be taken back to the New Hire Enrollment screen and a green check shows
next to the plan enrolled in.

The procedure for enrolling employees into any of the eligible plans is essentially the
same. The first step is to highlight the plan and double click on the line. The next plan to

enroll in is medical.

Double click on the medical plan.

The following screen will come up.
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- H pgsintain Health Plan

Fers.no. I 9514 STRIFE ZEEBERA

Plan |petna HMedical
Start |e1r2ur2002 — [12/31/99909

T Stop participation in period

O ption I Dependents I

- Plan options

O ption Metna bded - PPO =]
Dependent cow. F annily ;I
EI‘I‘lEhjiEE Dnli |
- Costs USD Bi-weeklpy
E mployes I 18846 [+ Deducs pre-tax
E mployer I a.4aa
(Es Accept I 38 I
Field Name Description R/O/C | User Action/Values
Option tab To select plan R Option field will default. Click on
option and the dropdown arrow on the field
dependent labeled Dependent cov., click on
coverage the coverage the employee has

selected. The employee cost will
automatically appear

Dependent folder | Dependents to be R Click on the Dependent folder tab
tab covered if to open. Click on the button to the
applicable left of each dependent’s name.

Click the accept icon MI at the bottom of the pop-up enrollment window, the
window closes and you will then return to the New Hire Enrollment screen.

Family Status changes will only allow for additions or deletions to the existing
medical and dental plan and/or adding/deleting the dependent as a beneficiary to an

existing benefit.

Highlight and double click on the next indented plan in which you changing.
Continue this process until all changes have been made.
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Notice that each time you finished a “Benefit Change” and returned to the “Family
Status Enrollment” screen, a green “check mark™ appears to the right of each completed

action.

-Family Statuz Change

(b Enrall | B Costs | 3] Undao selection |§Ié| e Errar lizt
| Skatuz | W alidity period | Ativity |

@ 01/28/2003 - 12431,/3933
@ 01/28/2003 - 12431,/3333
@ 01/28/2003 - 12431,/3933

- - Dptianal Life @ 01/28/2003 - 12431,/3333

E| ..... a.1|:|-| ]

- 401K Plan ] 04./01/2003 - 12431,/3333

B Rietirement

-------- Retirement ] 01/24/2004 - 12431,/3933

(5 Enrall

When all the enrollment actions have been completed, click on the Enroll icon
in the new hire enrollment section.

You will now see a pop-up screen labeled Confirmation of Selected Actions. This
window will show you a list of all the enrolled benefit changes and their effective dates.

.= Confirmation of Selected Actions

ki Flan Fram To

Change Aetna Dental o1./28/2003 1243199399
Change Aetna Medical 012820032 1243193393
Change Baszic Life # ADED 012820032 1243193393
Change Optional Life 012820032 1243193393
Change 401K Plan 04701 /2003 124319333
Change R etirement o124 /2004 1243199399

L% Enroll I 38 Cancel I
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Enrall
If all the information is correct, click on the Enroll pushbutton M on the bottom of

the pop-up window. If not, click Cancel Ml, correct the entry, and click Enroll

again.

You will see another popup window verifying that the enrollment has been completed

successfully.

- 9 Enrollment: Plan selection

{Errallment completed successfully

Contire | .Q.Eu:unfirmatiu:un |

At this point, if you are connected to a printer and the employee wants a printed
confirmation of all the enrollments, click the Confirmation icon at the bottom of the

window or if you are finished, click on the “Continue” button.

You are returned to the Enrollment screen

Enrollment

Enrollment Edit Goto System  Help

@ ||

W@ DHE anaa AR @

on

|81/28/20803 B

Pritit farm

Errar lizt

&
Enrollment penod

(01/28/2003 - 02/28/2003

Diirect zelection | Selection set | Enroll
{9514 [STRIPE ZEBRA
Personnel no. I A
Dffer selection
1D rummber I G Get offer I Q.
Poszible offers
@ Selact | Family Status Change
Mew Hire Enraliment

01/24/2003 - 02/24/2003

Select the

&% (8- @&-'B03

4 Pers.no.|Name
9514

Anwtime changes

0140141800 - 12/31,/3333

to return to the SAP Easy Access Screen.
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Printing a HIPAA Certificate:

If there is a need to print a Health Insurance Portability & Accountability Act (HIPAA)
certificate, follow these steps:

Menu path: HUMAN RESOURCES > PERSONNEL MANAGEMENT > BENEFITS
> FORMS > HIPAA certificate report

™ HIPAA Certificate Report

Program  Edit Goto  System  Help

@ || B CeQ BHME anaa AE| @
® & &
Further selections | o Search helps | o Sort |
Period
O Today ) Current manth O Current year
) Up to today ) From today
® Other period ﬂ To
Person selection period To
Payroll period |
Selection
Personnel number 765 ta I A 5
Employment status I_ to I_ o2
Company code to o2
Payroll area ,_ to ,_ =
Pers. areadsubareadcost cente ta 5
Employee groups/subgroup to o2
FORMMAME IHR_HIPHH_FI]RM_G

After using the various report options as described in the chapter titled Reports, we
decided to print only the HIPAA certificate for Personnel ID Number 765. Click the

Execute icon . You will be reminded to specify an Output Device (Printer) before
the report will be displayed.
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Output device Ihq_45?_1_comp? ﬂ
HLO Comp Swes in HR War Boom

Murnber of copies |1

Page zelection I

Spool request

Name [scRIPT | [HQ_P657F2
Title

Autharization

Dutput options

Cover page
[ Print immediately Mo cover page j
[ Delete after print
[ Mew spool request Recipient
Spoal retention per. IE Dray(s) Department
Archiving mode IF'rint anly j

Pririt previewl 8 Printl Catcel |

We clicked the Print preview icon to receive the following excerpt from the HIPAA
certificate.

Certificate of Creditable Coverage (HIPAA)

Date certificate issued: 02/09/2001

IMPORTANT: This certificate provides evidence of your prior healthcoverage. You may need to
furnish this certificate if you became eligible under a group health plan that excludes coverage faor
certain medical caonditions. This certificate can be provided if medical advice, diagnosis, care or
treatment was recommended or received for the condition withinthe G-moanth period prior to vour
enrollment inthe new plan. You may also need this certificate to buy foryourself or your family
aninsurance policy that does not exclude coverage for medical conditions before you enrall.

Person certifiod:
Name: TESTERONI, THOMAS SSN:
Street address: 122 MAIN STREET
City: MEMPHIS State: TN Zip: 38133

Country: J3

Relationship of certified person to employee: SELF
Emp. Hame: TESTERONI, THOMAS SSN:
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|; Employee Benefit Termination
Note: When an employee is termed in SAP, the termination action will
automatically put the termination date as the “end” date to all active benefit plans.

This procedure will outline, in detail, the steps required to terminate an employee’s
benefit plans. Use the following menu path to begin the process to terminate benefits
for an employee who is not being terminated.

You will still need to print out a benefit confirmation dated with the day after the
termination date to reflect all benefits have been termed for the employee.

Menu path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
BENEFITS > TERMINATION

Transaction Code: HRBENO0014

Enter the employee’s personnel number and enter. The following screen will appear.

™ Termination of Plan Participation

Termination Edit Goto  Swstem  Help

|l FimcecChkananmae
Diirect selection | Selection set I Termination for
[o514 STRIPE ZEBRA o [01/28/2003 [
Perzonnel no. || ﬂ
lﬁ End participation | g Dizplay plan || I 3'2' Q
1D humnber I | ‘Walidity period | Achion | L
(- [ Dental
- [ Medical
& Select | - [ Basic Life/&DAD
D LTD
. - [] Optional Life
&% 8- @&-Ba - [ 401K]
4 Pers.no.|Name - ] Fetirement
Field Name Description R/O/C | User Action/Values
Date Date benefits are to R Date will default to today’s date.
[81728/2003 B | be terminated. Please Click on the calendar icon @| to

be aware that if a
benefit termination is
processed during a
pay period no
deduction will be
held from the
employee’s pay.

change the date. If a benefit
termination is processed during a
pay period, no deduction will be
held from the employee’s pay.
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Click in the box next to the plan the employee wants to terminate.

Click on the End Participation icon 83 S [peyicd gl |

The screen gives you a listing of all the plans in which the employee is terminating.

- ™ Termination of Plan Participatio x|

Plan type

Dental

fedical

B azic: Life ADED
LTD

Optional Life

401 (k]

Retirement

| ]

[

@ Stop participatian | 3% |

When finished click on the Stop Participation icon & Stop paricinaion

Another window will open with the message “For XXX of XXX plan types, plans have
been delimited or deleted”

- E Termination of Plan Participation

For 7 of 7 plan tppes, plans have been delimited or deleted

|

<&

Select the to return to the SAP Easy Access Screen.
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Print a Confirmation of Termination Form

You can print a confirmation of the Termination of Employee Benefits. Follow these
steps:

HUMAN RESOURCES>PERSONNEL MANAGEMENT>BENEFITS>FORMS>
CONFIRMATION

R- Print Confirmation Letter {Tree Sk =1

Program  Edit  Goko  Sysktem  Help -
@ || g ce@CMk anaa @A @
& < &)
Further zelections | o Search helpz | o Org. shructure
Period
® Today ) Cument month ) Cument pear
) Up to taday ) From today
' Other period I To I
Selection
Personnel number 755 A [} I A E:)l

[CWZ (1] (200) = [rmwrsaps |INS | 10:33

Enter the date benefits were terminated and the personnel number.

Click the Execute icon

™ print Confirmation Form

Ackivities  Edit Goto Swstem  Help

@] Nimcae | 2mMb
‘ L3 Print form | &4 Display form 2 Dverview | WS o | i

Print confirmation form on 01428/2003 | State
=l MY M awey [MWwH)
R [v] 00009514 STRIPE ZEBRA

Place a check mark next to the employee’s name and click on the display form

@4”'3':"5“ o con. Click on the print icon g
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The termination process has been completed. Use the Exit icon @ to return to the SAP
Easy Access screen. If there is a need to print a HIPAA certificate, follow these
instructions:

1. Inthe command field, enter NTHIPAA. Press the Enter key or click the green
check mark.

2. You are at the HIPAA Log of Issued Certificates screen. Click on the Issue
cert. push button. You will be shown the HIPAA Certificate report screen.

Follow the guidelines from the previous chapter.

3. Enter the individual personnel number of run multiple ones by following the
general report methods and techniques.
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|; Rehire Enroliment Information

This procedure will outline, in detail, the three steps required prior to enrolling a
rehired employee into the benefit plans for which they are eligible.

Use the following menu path to begin the process.

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > MAINTAIN

Transaction code: PA30

™ Maintain HR. Master Data
HR master data  Edit Goto Extras LUtilities Settings System  Help

@l = S eleca@2Hr onon @R @
O¢ DO 2

Perzonnel no. 765 A

Mame THOHAS TESTEROHI

EE graup E MF Perz area W Morthwest Region MR

2E sty [FT ReaFul Time Dzl ezt [s80  cHiLDDEVEVEP.

Perzonal Data | Addt. Personal Data | Eenefit Information | Tares |

[ Jactions Period
] Personal Data @® Period
i Organizational Assignment Fr. I Ta I
; Addresses ) Today O Curweek
|| Basic Pap Coal (' Cumrent manth
L Family/Related Person O Fram cur.date O Last wesk
|| Residence Status O To curent date O Last manth
|| Additional Personal Data O Currperind ) Currert pear
|| Education Chonss
DaD / Mwh Specific Data

Direct selecti

Infotype 3003 afsmy [

We have entered a Personnel ID number in the Direct selection part of the window, and
the infotype that we wish to create, in this case, infotype 9003 — Retirement Plan Data at
Termination.

This step is critical for an employee in order to capture the information that is on
the retirement application concerning previous retirement information, if
applicable.

Click the Create Icon N on the toolbar.
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™ Create Retirement Plan Data at Termination

Infotype Edit Goko  Exktras  Swyskem  Help

@ || O lcoee | oMk nnoan EEA @
EH B 2
Persannel no 765 Mame [THOMAS _ Status Active
EE crevE E Flepsae] 25 [1z287 Morthiwest Region MwF
EE subgroup FT ReqgFull Time S5M
From lez/es/2001 2| to  [12731/9999
BUPERS or other HAFI Retirement Plans
Previous Participation in Plan [
It res. Retiement Plan Option || M/
If Discontinue, Date |
Field Name Description R/O/C | User Action/Values
From Date The starting date of R Enter the Starting date or use the
the plan enrollment dropdown arrow to select
To Date The end date of the R The field will default to
employee participation 12/31/9999. Do Not Change
Previous Were they in the plan R Enter Y or N to answer whether
participation in | before? the employee was in the plan
plan before
If Yes, User defined C If the answer to the previous
Retirement question was Yes, use the
plan option dropdown arrow to select the
appropriate answer from the
following choices:
A — Cash Surrender
B — Paid up Annuity
D — Discontinue
If discontinue, | User defined C If the answer to the previous
Date question was “Discontinue”, you
must enter the date of the
discontinuance. The employee may
stop a Retirement Plan deduction
at any time voluntarily.

When the inputs are correct, click the Enter icon
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You will be reminded to save your entries. Do so by clicking on the Save icon

The second of the three infotypes to be manually created is infotype 0376 — Benefits
Medical Information. This is where the employee’s physician name and other related
information is stored if applicable.

The number 0376 is entered directly into the infotype field in the Direct selection
part of the window as we have done with the first infotype.

™ Maintain HR Master Data

HR raster daka Edit Gota  Exkras  Ukilkies  Settings  Swstemn Help

| & |1 IEe@ae MR a0 BE| @
D wmam| 2
Persannel no. ﬂ
MName Status E Active
EE group |5 MF Pers.area I?'}'BB rwR HEADOUARTERS
EE zubgroup FT FRegFul Time Coszt center |1 867 COMPUTER SERWI..
Perzonal Data | Addil. Perzonal Data I Benefit Information I Taxes |
[ ] Actions FPeriod
Personal Data @ Period
Organizational Azzignment Fr. I Ta I
L Addreszes 1 Taday (1 Curr.week
- Basic Pay Al ) Current month
- Family/Related Person ) From curr. date 0 Last week
L RissiEne= Sidive ) To current date ) Last manth
L Additional Personal Data ) Cur. period ) Current year
E ducation e
L Choose I
DoD / kMwhR Specific Data
Direct selection
Imfatype |376 5Ty |
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Click the Create icon O again to open the following pop up window.

™ Create Benefits Medical Information

nfotype  Edit Goto  Extras  System  Help

@l Clnecelhk anaa @A @
ER=P
Personnel no 765 Mame ITHDMI’IS .. Status Active
EE group IE MF Perzonnel ar 1287 MNorthwest FRegion kwh
EE subgroup lﬁ Feg Full Time S5M I
Fram IB2!BSI2BB1 to |12.r’3119999
‘Doctors
Physician name ITravis C. Traviz
Physician [0 IHBC1 2345

Phyzician name I

Physician 1D

Physician name

Physician 1D

-State of health

[~ Smoker

At the Create Benefits Medical Information screen, the following inputs are required.

Field Name Description R/O/C | User Action/Values

From Date of the benefit R Enter the begin date of the
enrollment enrollment

Physician’s Name | Name of the R Enter the Primary Care
Primary Care Physician name
Physician

Physician ID ID Number of the R Enter the ID Number
Primary Care
Physician

&

Click the enter icon
the transaction.

to validate the entries and the click the Save icon to save

NOTE: The physician is only used for initial enroliment into SAP. The physician
name will be maintained with the provider from that point on.

All dependent information will be kept in SAP except the physician information. Any
/ Add, Change or Stopping of dependents will go through the Human Resources

module.

The initial beneficiary must be in SAP, but the provider will do changes to an existing

beneficiary.
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The third and final of the manually entered infotypes is 0021 — Family/Related Person.
Directly enter infotype 0021 into the field as we have done for the two previous infotypes

and click the Create icon

With this infotype, you will see an interim pop-up window asking for additional
information as shown below.

. Subtypes for infotype D021 {Family,.-"ReIal::; =
S3Typ |Hame
Spouse “3 — Other”
2 Child Is used only for
3 Dther beneficiary, other than
i Stepchild spouse, child or
\stepchild
v | B| (&) % |

Choose the Family/Related person that we are creating the infotype for. In the example
that we are using, we highlight 1 — Spouse and click the green check mark.
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™ pisplay Family /Related Person

Infotype Edit Goto Extras  Swstem  Help

@ || Fmcee CHE anaa A @
B2
Pesonnelng | 765 Name [THOMAS . Stans  ctive
EE group [ wr Personnel ar 1287 Morthwest Region MR
EE subgroup [FT FeaFul Time 55N '
From [o1/01/2001 1o [12/3179999  Chng [02/08/2001 [Ho_Pe57F2
Farrily tupe |Spouse |
Perzonal data
Last name |TESTERONI
First name |sNBELINA
Gender @® Female O Male
Bitth date [02/2871958
55N [123-u5-uu5y Telno. [368 [555-1212
Stiest [123 FanTaIL DRIVE Sep. date [
Street |
City/state [sILvERDALE [wn™ washington
Falea [osa1s [lus™ usa
Physzician Status Challenge
Physiciani |F|.E. PCE WM [ Student [T Dizahility
D rumber  [23 ™ cosRa Dissbdate |
Physicianz | [ Medicare Learned [
ID number | ™ Smoker
Field Name Description R/O/C | User Actions/Values
From Date Effective date of the R Enter the effective date and
benefit enrollment leave the “To Date” as
12/31/9999”

Family type Relationship R This field will be defaulted
based on the subtype chosen
in the pop-up window menu

Last Name Last name of the R Enter the last name.

beneficiary or
dependent

First Name First name of the R Enter the first name

beneficiary or
dependent

Gender Female or male R Click the radio button next to
the correct selection

Birth Date Birth date of R Enter the birth date as

dependent. Birth date required.
of “other” beneficiary
not required
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SSN Social Security Enter the Social Security
Number Number of the dependent or
beneficiary
Street/City/State Permanent Address Address of the dependent or
Zip/Country beneficiary
Physician Physician of the Enter the Primary Care
dependent Physician of the dependent
ID Number Physician ID Enter the dependent’s Primary
number Care Physician ID Number.
Status Student Required if dependent is 19
years of age or older.
Challenge Whether the Check if the dependent is
dependent is disabled/ handicapped.
disabled/
handicapped.

Once the screen is completed, Click the enter icon

click the Save icon

to save the transaction.

to validate the entries and the

After completing all the dependents and/or beneficiaries, follow the menu path or
transaction code to begin the actual Benefit Enrollment process. (See next page.)
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|; Rehire Benefit Enroliment

NOTE: Before enrolling in benefits make sure all Family Related persons

have been created.

Menu Path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
BENEFITS > ENROLLMENT

Transaction Code: HRBENO0001
You will see the opening screen. Enter the employee’s personnel number and hit enter.
Enter information into the field(s) as specified in the table below.

* Enrollment

Errallment  Edit Goko  Swstem Help

A Tecee M anaa FE 0

Direct selection | Selection set |

Perzonnel no. 951y 4

@ Select

Enroll

[o514 [STRIPE ZEBRA

o [p173172008 )| 2 Ovewiew |
: X

- Change Selection Date x|

Offer sel

1D number 7 Get offer

| [} Pririt farm

Selection date 0173172003 ¢|

Possible offers

Enrallment pe

| Mew Hire Enrallment

Fiehire

Anptime changes

&%= /é-'B0

/ Pers.no.|Mame
9514

01/24/2003

/011800 ilﬁl

Field Name

Description

R/O/C

User Action/Values

Date
8173172003 @

Effective date of the
benefits

Date defaults to the current
date. Click on the calendar

icon @| to change the date to
the effective date of the benefit
enrollment. This date must be
the date the employee signed
the forms.

Enrollment MUST be within
31 days of the rehire date.

Double click on Rehire or click on Rehire and Get Offer icon Q Get offer
The following screen will come up.
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™ Enrollment

EnrollmentlEdit Goko  Syskem  Help

@ ||

e e DHME anaa | BE| @

Direct zelection | Selection zet I

Enroll

|9511| STRIPE ZEBRA

on  [ei/31/2003 B3

edical

wodetna Medical
-~ Basic Life/ADED

i Basic Life £ ADED
T
i fee-Long Terrn Disability
=) Optional Life
i DOplional Life
= 401(k)
i o 401K Plan
=] R etirement

i Retirement

Double click on the benefit name.

The following screen will come up.

MMaintain Health Plan

Persz. no.

9514 STRIFE ZEERA

Flan

Aetna Dental

Start

|e1s2nr2882 — [12/31/9999

T Stop participation in period

O ption I Dependent= I

Personnel no |951 L A1
Offer selection
1D number I O Get offer | Q Frint form I gg’ Error list |
Possible offers |Enro|lment period
e Select I Mew Hire Enrollment 01./24,/2003 - 02/24/2003
Fiehire / ]
- Anylime changes 01./01./1800 - 12431.,/3333
& F (8| - | i
A Pers.no. | Mame
9514
Rehire
£33 Enroll I E Costs | =2 Undo selection I B| QI
| Status | Walidity period Activ
(=l Dental
i eebetna Dental 01./231/2003 - 12/31/3333

0143142003 - 12/31/9993

0143142003 - 12/31/9993

01./21./2003 - 12./31 /9339

o0./231/2003 - 12/31/9333

04./01/2003 - 12/31/9333

014242004 - 124313533

(I

- Plan option=s
O ption

D ependent cow.

I.&.etna D ental

I Ermployes Onlp

rCosts USD B kly
Employes

E mployer

.28 [~ [Deducs pre-tas

@ Accept I -4 I
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Field Name Description R/O/C | User Action/Values

Option tab To select plan R Option field will default. Click on
option and the dropdown arrow on the field
dependent labeled Dependent cov., click on
coverage the coverage the employee has

selected. The employee cost will
automatically appear

Dependent folder | Dependents to be R Click on the Dependent folder tab
tab covered if to open. Click on the button to the
applicable left of each dependent’s name. If

there are no dependents, this tab
will not appear. If no dependents
are checked, they will not be
enrolled through the interface.

- = pqaintain Health Plan

Fers. no. I 9514 STRIFE ZEERA

I

Flan Aetna Dental
Start 1720720803 — I12..|"'31..|"'9999

T Stop participation in period

Option D ependent: I
Select. I arne Type of dep. /ben.
et PLAIM ZEEBRA, Spouze
<11 [»] |
=
@ Accepk I =4 I

When finished click on the Accept @ Acospt icon.

You will now be taken back to the Rehire Enrollment screen and a green check shows
next to the plan enrolled in.

The procedure for enrolling employees into any of the eligible plans is essentially the
same. The first step is to highlight the plan and double click on the line. The next plan to
enroll in is medical.

Double click on the medical plan.

The following screen will come up.
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- H pyaintain Health Plan

Fers. no.

I 2514 STRIFE ZEERA

Flan

|Fletna HMedical

Start

T Stop participation in period

O ption I Dependents I

|e1r2ur2803 - [12/31/9999

- Plan options
Option

Dependent cosw.

| 2etna Med - PPO

Family

=1
—

-Costs USD Bi-weekly

EmEIDiEE Dnli |

Ermployves I 188_4a [ Deducs pre-tax
E mployer I a.aa
@ Accepk I k4 I
Field Name Description R/O/C | User Action/Values
Option tab To select plan R Option field will default. Click on
option and the dropdown arrow on the field
dependent labeled Dependent cov., click on
coverage the coverage the employee has
selected. The employee cost will
automatically appear
Dependent folder | Dependents to be R Click on the Dependent folder tab
tab covered if to open. Click on the button to the
applicable left of each dependent’s name. If

there are no dependents, this tab
will not appear. If no dependents
are checked, they will not be
enrolled through the interface.

Click the accept icon MI at the bottom of the pop-up enrollment window, the
window closes and you will then return to the Rehire Enrollment screen.
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Highlight and double click on the next indented plan in which you are enrolling the
employee. We are showing the selection of Basic Life Insurance.

- ™ Maintain Insurance Plan

Perzno. | 9514 STRIFE ZEBRA
Plan |[Basic Life / AD&D
Start |@1/2u/2003 - [12/31/9999

[T Stop participation in period

Coverage | Beneficianes I

-Inzurance option and coverage

Inzur. option

| Basic Life / ADED

=

Bazic cowver. I

63,808_88 USD

Addtl, units |

2,000 X

1.88 UsD

Caverage I

65.888.88 USD

-Costs USD Bi-weekly

Employes I

13.88 [ Deducs pretas

E mplaoyer I

(b Accept | -4 |

Enter and check the information as specified in the table below:

Field Name Description

R/O/C

User Action/Values

To select Basic
Life/AD&D coverage

Coverage tab

R

Insurance option defaults this plan.
Input 2000 into the “Addtl units”
field. This field is configured to
accept nothing else. You will note
that the Employee cost will
automatically appear.

Beneficiaries
tab

Input field

Click on the “Beneficiary Folder”
and enter the percentage % of the
benefit to be assigned each
dependent.

Click the accept icon MI on the bottom of the pop-up window, the window will
close and you will be returned to the “Rehire Enrollment” screen.

Continue to highlight and double click on each of the indented plans in which you are
enrolling an employee and proceed with each benefit enrollment following the same

procedures as described above.
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For example, for Long Term Disability Insurance:

- ¥ Maintain Insurance Plan

Pers.no. I 9514 STRIFE ZEBRA

Plan |Lnng Term Disability
Start |a1/2n/720083 - [12/31/9999

[T Stop participation in period

Coverage |

-Inzurance option and coverage

Inzur. option Long Term Dizabiliby j
T Long Terrn Dizabilit

dyddtl. units MUSD
Coverage | 62,603._88 USD

-Costz USD Bi-weekly

Employee I 36.12 [ Deducs pretas
Employer I a.848

Ty Accept | -4 |

Click on the dropdown arrow on the Insurance Option line. Select either Long Term
Disability or LTD Paid up.

// Note: If choosing the Long-Term Disability option, the employee cost will
appear. If choosing the Paid up option, the amount will be zero.

Click the accept icon MI on the bottom of the pop-up window, the window will
close and you will be returned to the Rehire Enrollment screen.

The next example of the procedures is illustrated using the Optional Life enrollment.
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-~ ¥ Maintain Insurance Plan

Pers.no. I 9514 STRIFE ZEBRA

Plan foptional Life
Start |g1/24/2002 - [12/31/9999

[T Stop patticipation in period

Coverage | Beneficianes

-Insurance option and coverage

[mizur. option Optional Life 1 Sal j
Bleaite camian Optional Life 1 Sal

Optional Life 2= Sal
Addtl. units ax 8_8a UsD

Coverage | 63,800.00 USD

-Costz USD Bi-weekly
Employee I 27.89 [ Deducs pretax
Employer I a.84a

@ Acocept | ® |

Select either Optional Life 1X Salary or Optional Life 2X Salary. Click on the
“Beneficiary tab” and enter the % of the benefit to be assigned to each beneficiary. Click

the Accept Ml icon and you will be returned to the Rehire Enrollment screen.

The next example of the procedures is illustrated using the 401K Savings Plan
enrollment.
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- = pqaintain savings Plan

Pers.no. I 9514 STRIFPE ZEERA

Plan |uB1K Plan
Start |ansa1/20803 - [12/31/9999

[T Stop participation in period

Contribution regular I Beneficiaries Invesztments I

r Pre-tax contribution Bi-weekly

Amount | 8.88 USD [ Follover
Percentage I i‘l5 -an
Units | 0 X | 8.88 USD

- Post-tax contribution Bi-weekly

Amnourt | 8.88 USD
Percentage a_aa

I Posttax immed.

Units | 8 x|

a.aa uso

(Lh Acoept | 3 I

The input for this Maintain Savings Plan screen is explained in the table below.

Tab Names Description R/O/C | User Action/Values
Contributions Pre-tax, bi-weekly R Percentage. Enter a percentage
Regular contribution % amount.

Investments Input field. This R Click on the Investments tab.
must be selected Enter the percentage of
for new investments applicable to each
enrollments only. plan. Percentages must total
Changes will be 100%
handled directly by
the vendor.

Beneficiaries Input field. This R Click on the Beneficiaries tab.
must be selected Enter the % of the benefit to be
for new distributed to each beneficiary.
enrollments only. If the beneficiary is someone
Changes will be other than a spouse, the date
handled directly by the spouse signs the 401k
the vendor. consent must be entered in the

Spousal Consent field.
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Click the Accept icon M on the bottom of the pop-up window, the window will
close, and you will be returned to the Rehire Enrollment screen.

The next example shows the Retirement option.

- paintain Savings Plan

Ferzs.no. I 9514 5TRIFPE ZEBRA

Plan |Hetirement
Start (g1/24/2084 - [12/31/9999

[T Stop participation in period

Beneficiaries |
FPont MHame Tupe of dependent/beneficiar Con. E
186 FLAIN ZEBRA Spouse C [«
1 L]
Spouge's approwval I

@ Accept | 4 |

If the employee is married and the beneficiary is someone other than spouse, you must
have written spouse approval. Enter the date the form was signed in the “Spouse’s
approval” field.

Enter the percentage for each beneficiary, designate a contingent beneficiary by clicking

the checkbox (if desired), then click the Accept Ml icon.

Notice that each time you finished a “Benefit Enrollment” and returned to the Rehire
Enrollment screen, a green “check mark™ appears to the right of each completed action.
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Mew Hire Enrollment

@ Errall | E Costs | ] Undo selection |§Ié| @ Errar list

| Statuz | Walidity period | Achivity |

= Dental
- Aetna Dental 0142442003 -12/31/3339 W
- Medical
o e Aetna Medical 0142442003 -12/31/3339 W
=1 Basic Life/A0%D

b Bagic Life / ADED 0142442003 -12/31/3339 W
= LTD
i " Long Term Disability 01/24/2003 -12/31,/9399 o
EI ----- Optional Life
: - Optional Life 01/24/2003 -12/31,/9339 o
EI ----- 401(k)
401K Plan 04,/01/2003 - 12/31,/3339 o

Retirement 01/24/2004 - 1243173339 w
{Z5 Enrall

When all the enrollment actions have been completed, click on the Enroll icon
in the new hire enrollment section.

You will now see a pop-up screen labeled Confirmation of Selected Actions. This
window will show you a list of all the enrolled benefits and their effective dates.

.= C gnfirmation of Selected Actions

Acbiviby Flan From To

Create Aetna Dental o1 A24 42003 12431433393
Create Aetna b edical o124 /2003 12/31/99939
Create B aszic Life £ AD&D o1 /24420032 12431499939
Create Long Term Disability o1 /24 /2003 12/31/99399
Create Optional Life o A24 /20032 12/31./99939
Create 401K Plan 04./01 /2003 12/31/99939
Create R etirernent o1./24./2004 12431939939

L5 Erall I 3£ Cancel I

Enrall
If all the information is correct, click on the Enroll pushbutton MI on the bottom of

the pop-up window. If not, click Cancel Ml, correct the entry, and click Enroll
again.
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You will see another popup window verifying that the enrollment has been completed
successfully.

-5 Enroliment: Plan selection = x|

o {Errollment completed succeszsfully:

Continwe | %:anirmatinnl

At this point, if are connected to a printer and the employee wants a printed
ior0f all the enrollments, click the Confirmation icon at the bottom of the
window or if you are finished, click on the “Continue” button.

You are returned to the Enrollment screen

™ Enrollment

Enrollment  Edit Goto  Swstem  Help

& | Hececaolpk anaaRE| @
Direct selection | Selection set I Enrall
|9514 |STRIPE ZEBRA o [8173172003 [

Personnel no. I A

Dffer selection

1D riurnber I D Get offer | Q Pririt farm | :LSE Errar list
Possible offers Enrollment period

s Sl I Mew Hire Enrallment 01/24/2003 - 02/24/2003
Fiehire 0/ 03
Anptime changes 01/01/1800 - 12431,/999

&% E-@-80

4 Persno.[Name
9514

Select the ¢ to return to the SAP Easy Access Screen.
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|; Evidence of Insurability

Life and disability enrollments that require Evidence of Insurability approval from
Aetna will require an infotype 378 —Adjustment Reason to be created with the
adjustment reason “evidence of insure”. This is done after Aetna has accepted the
evidence of insurability. After the adjustment reason has been created you will
follow the steps below using the “evidence of insure” option during the enrollment
process.

Evidence of Insurability

e Create family related persons if necessary. Follow the instructions for adding family
related persons beginning on page 2 of this chapter.

Y, NOTE: A time saving tip would be to create all the dependents and/or beneficiaries
/ for the employees you are planning to enroll into benefits before starting the benefit
enrollment process.

e Create infotype 0378 — Adjustment Reason — Evidence of Insure using the effective
date of the approval from Aetna.

Use the following menu path to begin the benefit enrollment process for life or disability
insurance.

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
BENEFITS > ENROLLMENT

Follow the instructions for benefit enrollment beginning on page 5 of this chapter using
the reason “Evidence of Insure”.
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z Employee Benefits Open Enrollment
The Open Enrollment period is created by Headquarters.

The Open Enrollment period is a period of time, usually from mid November until
the end of December.

The SAP HR Team will notify you when the Open Enrollment period is opened for
benefit enrollment.

e Create family related persons if necessary. Follow the instructions for adding family
related persons beginning on page 2 of this chapter.

Use the following menu path to begin the benefit enrollment process during the open
season.

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
BENEFITS > ENROLLMENT

Follow the instructions for benefit enrollment beginning on page 5 of this chapter using
the reason “Open Enrollment”.
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