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Welcome to Edison

“Employee Portal Login”

Tue, Sep 18, 2018 04:03 PM

{4 !-!,’-‘{"‘.’!‘,*I""‘

A Special Notices

No articles currently available

1st Time Login/Password Reset

First-Time Login/How To Retrieve Access ID

If you have never logged into Edison or you have
forgotten your Access ID click HERE. You will need
your 8-digit Employee ID found on your Caremark

[ﬁ Edison Maintenance Calendar

Sunday Sep 16, 2018 - Saturday Sep 22, 2018

Sunday, Sep 23
% Scheduled Edison Maintenance

@ FAQ

Edison Basics

I+

What is Edison?

PARTNERS
FOR HEALTH.

If you have any question about your benefits contact
the Benefits Administration Service Center at:
1-800-253-9981 or
615-741-3590 or visit:

hitna-/Ananw tn nn\/lnannprcfnrhpaimhtrm -

FOR HEALTH



Logging Into Edison with

Access ID and Password

Signiia: First enter your Access ID
] Click the "Continue” button.
Enter your Access ID.
/

K

Continue

Where do I enter my password?

The general format for a “Access ID” is similar to "aaaab0101001".The sequence for a general user ID is the
following:

1. First four letters of your first name

2. Middle initial

3. The Two Digit form of the month and day of your birth

4."001" depending on if someone has a similar ID

The "Employee ID” is generally 8 digits long and is similar to the following: "00999990". If you are a benefits user,
this number is seen on your Caremark Prescription Card. Nick Name or better known as the “Edison ID”

PARTNERS
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Logging Into Edison with

Access ID and Password

The Sign In window opens.
Enter your password
Click the “Enter” button.

NOTE: If you enter the incorrect password five times in a row, you
will be locked out. If this happens or you have forgotten your
password, please call the service center or Edison help desk.

Sign In:

Please enter your password

L complex lvy

Why do you have a security image?
Not your image and phraze?

Forgot your password?
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Introduction to

“Edison Welcome Page”

TueSaen 18, 2018 03:49 PM

[ Self Service v
By
#=| General Information v
1’1 Payroll \
10
| *% Human Resources Y
dules -
aining - Time and Labor Y
Centers _
! __;;'5? Benefits ¥

Edison Maintenance Calendar

Iscal Year PO Rollover Complete Alerts and
’ 6 The PO Rollover process has completed successfully. All purchase orders Sunday; sen 0, 2018 - SatindayiSep:22, 2018

that qualified to roll are now in FY19. If your agency submitted a contactto be | Sunday, Sep 23

: " notified of completion, they will receive an email with the post rollover % Scheduled Edison Maintenance
"’ 0 spreadsheets to analyze. The purchase orders that did not roll into FY19 will Location: Edison
‘ ., need to be closed by September 1st or they will be closed by Edison staff.
! Full Page View
m { ‘J News and Events

Q

My Reportg
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Review Employee Job Data, Biographical and

Benefits Information

This procedure shows you how to check the
current information in Edison for an employee.

% This Applies to all Agencies.

PARTNERS
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Benefits

Tue, Sep 18, 2018 03:49 PM

[ 'PU Self Service v
E_? General Information v
1’| Payroll .
‘C' L;{ Human Resources v . m =
: PO 1 O u
— Time and Labor v

é X Edison News Alerts c ﬁ Edison Maintenance Calendar o
Fiscal Year PO Rollover Complete
, 6 The PO Rollover process has completed successfully. All purchase orders Susiay Sep 16, 2018 - Saturday Sen 22, 2019
¥  that qualified to roll are now in FY19. If your agency submitted a contact to be Sunday, Sep 23
| notified of completion, they will receive an email with the post rollover % Scheduled Edison Maintenance
'9’ . spreadsheets to analyze. The purchase orders that did not roll into FY19 will Location: Edison
‘ ., need to be closed by September 1st or they will be closed by Edison staff.
[ Full Page View
: '% d News and Events
~ | My Reports C (ov
@ FAQ c | MyRep
= : -

Select the “Benefits” FDR HEAI.ITH 7

button.




Benefits WorkCenter

Tue, Sep 18, 2018 03:49 PM

}Self Service v
5; General Information v
1‘| Payroll v

] 2! ]
A4 M Human Resources v

Benefits News
Benefi pport Info

Benefits Workcenter,
SR e

]

2 v = = . N
e ELM Edison News Alerts ¢ | [F] Edison Maintenance Calendar ¢
.o Fiscal Year PO Rollover Complete

“}‘T FSCM 0 The PO Rollover process has completed successfully. All purchase orders Sunday Sep 16,2010 - Cawday Sop 25 2010

) u that qualified to roll are now in FY19. If your agency submitted a contact to be Sunday, Sep 23

y gl o notified of completion, they will receive an email with the post rollover % Scheduled Edison Maintenance

lluﬂ Training Y spreadsheets to analyze. The purchase orders that did not roll into FY19 will Location: Edison

need to be closed by September 1st or they will be closed by Edison staff.

Full Page View
’ News and
»n w FAQ :

My Reports

ov

Q

Select the “Benefits WorkCenter” FOR HEALTH 8

button.




Introduction to

“Benefits WorkCenter”

Benefits WorkCenter
Benefits WorkCenter
<' Benefits Administration

Non-FayTon rew rie
Non-Payroli Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary

Health Benefits

orkforce Administra@

Modify a Person
Search by National ID
L Benefits Billin
nroll in Billing
eview Adjustment Summary
view Employee Balances

est Hol rnate Address

y D
{1

A D00 M
e}
[~
4

@
D
=
0
0
- |
3
@
3
(
10
1.3
B
73

Benefits Workcenter

Welcome to the Benefits WorkCenter!

This WorkCenter has one "Task Panel" and one "Work Area". The "Task Panel" to left contains links
assigned to this WorkCenter page. As you click the various links, the "Work Area” where this message is
ing displayed will change.

There are three folders inside the Benefits WorkCenter. Each
folder contains links to a variety of locations in Edison.
1. Benefits Administration
2. Workforce Administration
3. Benefits Billing

NOTE: A WorkCenter is a collection of frequently used
links in a centralized area to quickly take a user to
related pages in a module.
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Benefits Administration Folder

“Employee Profile Page”

Benefits WorkCenter © « | Benefits Workcenter
Benefits WorkCenter T Ov i
S A Welcome to the Benefits WorkCenter!

Non-Payroll New Hire

Nop-Payllloh Data

This WorkCenter has one "Task Panel" and one "Work Area". The "Task Panel"
to left contains links assigned to this WorkCenter page. As you click the various
Benefits Document Upload links, the "Work Area" where this message is being displayed will change.

Update Dependent/Beneficiary

Health Benefits

1 Workforce Administration
Modify a Person
Search by National ID

Lr

Benefits Billing

Enroll in Billing

Review Adjustment Summary
Review Employee Balances
Request Hold/Altemate Address . .
Review Payment/Details To begin the process to Review Employee Job Data,
Biographical and/or Benefits Information,

Click the “Employee Profile Page” button.

PARTNERS
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Employee Profile

“Search Criteria”

TN Employee Profile Page

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

You can search for your employee in several different ways.

< 1. Search by Empl ID

e i 2. Name/Last Name
< 3. Social Security Number

Second Last Hane: Enter the data you wish to use in the appropriate field

Alternate Character Name: | begins with V| Click the “Search” button.

Middle Name:
«— —

Include History [ case Sensitive

=@ :
9 Save Search Criteria

&

Search Clear Basic Search

NOTE: Social Security Number is entered without spaces. PARTNERS
FOR HEALTH =



Benefits WorkCenter 0 <€
@ob Data | Health Benefits || Links | Notes || Scanned Documents
Benefits WorkCenter T Bv
[ Benefits Administration JoeBeneﬂts EMP ID: 00470701 ( Empl Record: :

Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

Name

Joe Benefits

(2 Workforce Administration
Modify a Person
Search by National ID

Job Information

Empl Record:

(1 Benefits Billing
Enrollin Billing
Review Adjustment Summary
Review Employee Balances
Request Hold/Alternate Addr,
Review Payment/Details

f
The “Bio & Job Data”
button shows the
employee’s “Personal
Information” and
current/historical
“Job Information”.

Benefit Program:

HR Status

Action

Annual Salary

J

Position Number:
Company:
Business Unit:
Department:

Location:

Personal Information

Effective Date: 03/01/2016

Empl Class:

Date of Birth National ID Address Address As Of
03/01/1990 852-96-3741 312 Rosa Parks Ave 04/06/2016

Nahsville, TN 37243-0001

Davidson

Fi@ First (4 1 of 14’La/st
0 EMP
GA2 Effective Date: 03/01/2016
Fid ViewAll  First ‘4 1 of 1E
Sequence: 0

+ Active Payroll Status: Active
. Hire ReasonX-Benefits Employee Hire
(GA2 Pay Group: INS
: $50000
99001047 Giles County Local Government
NP State of Tennessee Non Payroll
LGGA2 Loc Government Active Level 2
9202800000 Giles County Loc Gov
NP028 Giles County

Date Created: 03/31/2016

From this page, you can
see all the information
for the employee by
clicking on any of the 5
tabs:

Bio & Job Data
Health Benefits
Links

Notes

Scanned Documents

PARTNERS
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Bio & Job Data Health Benefits Links Notes Scanned Documents

Joe Nashville EMP
Benefit
Sched ID Red Nbr Event Date
EVENTM O 03/28/2016 NHR

Benefit Rcd Nbr 0

Plan Type 10

@rage Begi@ 04/01/2016

Elect

Coverage Election:

Previously Seen:

2" Return to Search

Bio & Job Data | Health Benefits | Links | Notes | Scanned Documents

Event Class

Relationship

ID:

Empl Record:

Personalize | Find | View All | @I Q

: Process
Action Source Status
JobChg Enrolled

Benefit Program GA1

Process
Indicator

Find | View Al @4 1of4®
‘K\\f

First

Status

4

0

10f1

b

Last

Out of Seq

Normal Prc NO

FineQiew Al

First

4

10f1

b

Las

Benefit Plan; PPPV1W-Partnership PPO BCBS We

Coverage Code: A

Single

@n Date:

03/258/201¢

National ID

Date Of Birth

Incap

the employee has will
be listed here.

Any active dependents

The “Health
Benefits” button
shows the
employee’s current
“Plan Type” and
“Coverage” along
with historical

choices.

&

Click the arrows to
go through the
different plans types.
(Medical, Dental,
Vision, etc.)

PARTNERS
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| Bio & Job Data ¢ Health Benefits ) Links || Notes || Scanned Documents Notice the change in
“Plan Type” from 1 of
Joe Nashville EMP ID: 00470686 Empl Record: 0 4 “Medical” to 2 of 4
“Dental”.
Personalize | Find | View All | | & First (4 10f1 @ Last
Sched ID ;?fé‘ﬁ@r Event Date EventClass Action Source g::fue: . &ﬁg ) Status Out of Seq
EVENTM 0O 03/28/2016 NHR JobChg Enrolled Normal Prc Closed NO
\_
Plan Type Find | View All irst ‘4’ 2 0of 4
Benefit Rcd Nbr O Benefit Program GA1
Plan Type 11
v Coverage Find | View All First ‘& 10of1 ‘&' Last
Coverage Begin Date: 04/01/2016 Benefit Plan: PPDN-Pre-Paid
Coverage Election:  Elect Coverage Code: A  Singie >
Previously Seen: Election Date:  03/28/2016
ID Name Relationship National ID Date Of Birth Incap

ah Return to Search

Bio & Job Data | Health Benefits | Links | Notes | Scanned Documents

PARTNERS
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Bio & Job Data Health Benefits 1) Links Notes Scanned Documents

0
£ 10of1 ‘¥ Last
Out of Seq
NO

Joe Nashville EMP ID: 00470686  Empl Record:
Personalize | Find | View All | (Ed | @ First
Sched ID gf:;?;, Event Date EventClass Action Source l;:ao:;uiss &rm’:gr Status
EVENTM 0 03/28/2016 NHR JobChg Enrolled Normal Prc Closed
Plan Type Find | View All
Benefit Rcd Nbr O Benefit Program GA1
Plan Type 14
w Coverage Find | View All First
Coverage Begin Date: 04/01/2016 Benefit Plan:
Coverage Electio Coverage Code:
Previously Seen: Election Date:  03/23/2016
ID Name Relationship National ID Date Of Birth

|a™ Return to Search

Bio & Job Data | Health Benefits | Links | Notes | Scanned Documents

& 10f1 @

Incap

Notice the change in
“Plan Type” from 2 of
4 “Dental” to 3 of 4
“Vision”.

Last

PARTNERS
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Bio & Job Data Health Eleneﬂth-tes Scanned Documants

Joe Nashwville EmE I 0047 D586 Empl Record: o

Employes Event Detail Empl Rcd o

Rewview Faycheck Summany

Automated COBRA Benafits

Manual COBRA Benefits The “Links” button offers various
links that you have access to
Billing Enroliment depending on your security level.

Billing Adjustment Sumrmanry
Arrears Balances

Billing Balance Rewview

PARTNERS
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Bio & Job Data Health Benefits Links @ Scanned Documents

The “Notes” button

Joe Nashville EMP ID: (0470686  EmplRecord:  ( displays the notes
. entered onto the
AAC O | employee’s record by BA.

Find | View All @“ 1-::--'2}
Click the arrows to view

\ historical records that are

entered in Edison for this

Note Date/Time: 041172016 1:45 P

employee.
Notes By: Vianners, Rickie K .
Notes: Employee is a new hire into this agency. We Rec oyee enrollment change
application form where they are a new hire into this adsgcy and no other documentation
was required. Employee had selected the following beneM™\all at single coverage:
PPPV1W-Partnership FPO BCBS West, PPDM-Pre-Paid DeMNgl. and waived Vision. BA
keyed an NHR event with an effective date of 04/01/2016 and vaN@gtedfinalized in on-
demand.
r (13 H 7
N\ The “Note Date/Time” shows
you the time the note was
entered into the system.
The “Notes By” shows
Note Source: 9 who entered the notes. y
Phone Call Email Billing Remedy Ticket '® Keyed Enrollment-Event Class s
Other Need Additional Documentation

2™ Return to Search

PARTNERS
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Bio & Job Data Health Benefits Links Notes (C Scanned Documents )

Click to Retrieve Document —_—

Class Description

Personalize | Find | @I @

Document Type Description

First

The “Scanned Documents”
button shows documents that

Click to Retneve Document

Benefits - Insurance Admin

Insurance Enroliment / Change

have been uploaded to the

Benefits - Insurance Admin

Employee Death Claim

employee’s record.

1
2| Click to Retrieve Document
3| Click to Retrieve Document

Benefits - Insurance Admin

Dependent Death Claim

4|Click to Retrieve Document

Benefits - Deferred Comp

General Correspondence

(E-)GI ck to Retrieve Document

Benefits - Insurance Admin

General Correspondence

6| Click to Retrieve Document

Benefits - Flexible Benefits

General Correspondence

T|Click to Retrieve Document

Benefits - Flexible Benefits

Flex Enrollment Form

8 [Click to Retrieve Document

w@eﬂts - Flexible Benefits

Change of Family Status - Flex

9| Click to Retrieve Document

BeneNg - Deferred Comp

401K Enroliment Form

10| Click to Retrieve Document

Benefits -\Eu{erred Comp

401K Cther Form

11| Click to Retrieve Document

Benefits - De@h\d Comp

457 Enroliment Form

12 [Click to Retrieve Document

Benefits - Deferred}smp

457 Other Form

13| Click to Retrieve Document

Benefits - Deferred Cc:-m}\

401K Roth

14 [Click to Retrieve Document

—

Benefits - Insurance Admin W Release

Click on the document(s) you
would like to review by clicking
one of these links.

NOTE: The majority of documents will be in the Insurance
Enrollment/Change area (1) and/or the General Correspondence area (5).

PARTNERS
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Bio & Job Data

Click to Retrieve Document

Health Benefits

Links Motes

Clas=s Description

Scanned Documents

Personalize | Find | IE'I E

Document Type Description

First

b

Last

iClick to Retrieve Document

Benefits - Insurance Admin

Insurance Enrollment f Change

Click to Retrieve Document

Benefits - Insurance Admin

Employee Death Claim

Click to Retrieve Document

Banefits - Insurance Admin

Dependaent Death Claim

Click to Retrieve Document

Benefits - Deferred Comp

General Correspondence

Click to Retrieve Document

Banefits - Insurance Admin

General Correspondence

Click to Retrieve Document

Benefits - Flexible Benefits

General Correspondence

Click to Retrieve Document

Benefits - Flaxible Benefits

Flex Enrallment Form

ol =J| | n| | 3] B =

Click to Retrieve Document

Benefits - Flexible Benefits

Change of Family Status - Flex

o

Click to Retrieve Document

Benefits - Deferred Comp

401K Enrollment Form

-
Q

Click to Retrieve Document

Banefits - Deferred Comp

401 K Other Form

—
=3

Click to Retrieve Document

Benefits - Deferred Comp

457 Enroliment Fomm

12

Click to Retrieve Document

Benefits - Deferred Comp

457 Other Form

13

Click to Retrieve Document

Benefits - Deferred Comp

401K Roth

14

Click to Retrieve Document

Benefits - Insurance Admin

PHI Release

File Name DateCreated View document c3
Benefits- 1
Insurance Admin mezm‘( Open ) o __|Downioad
Benefits- 1
Insurance Admin 03/07/2010 | Cpen Download

|

Click the “Open” button
to view the document.

The document will
appear in a separate
window.

NOTE: Based on your computer settings you may need to

click the download link to view the document.

FOR HEALTH
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Hiring, Rehiring, Transferring, Entering

Dependents, and Entering Benefits

eForms are used for Non-Payroll Agencies
(Local Education, Local Government, and
Higher Education “TBR” )

This applies to Non Payroll Agencies. ’

PARTNERS
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Terminating an Employee

This procedure allows you to
terminate an employee in Edison
for any reason
Including resignation, involuntary
termination, death, and retirement.

‘* This applies to Non Payroll Agencies. ’

PARTNERS
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Non-Payroll Job Data

(Terminating an Employee)

Benefits WorkCenter Q@ «  Benefits Workcenter

Benefits WorkCenter T O

Welcome to the Benefits WorkCenter!

Non-Pavroli 2 This WorkCenter has one "Task Panel" and one "Work Area". The "Task Pane/" to left contains links

Emp vy:.c Fronie Fage assigned to this WorkCenter page. AS you click the various links, the "Work Area” where this message is
Benefits Document Upload being displayed will change.

Update Dependent/Beneficiary
Health Benefits

[ Workforce Administration
Modify a Person
Search by National ID

(*1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Reguest Hold/Alternate Address
Review Payment/Details

Click the “Non-Payroll Job Data” button

PARTNERS
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Non-Payroll Job Data

(Terminating an Employee)

Benefits WorkCenter L «

Benefits WorkCenter S v Non-Payroll Job Data

@ Benefits Administration Enter any information you have and click Search. Leave fields blank for a list of all values.
Non-Payroll New Hire

Non-Payroll Job Data Find an Existing Value

Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Heslth Benefits

1 Workforce Administration Search by: [Empl ID v]beg;ns '

Modify a Person
Search by National ID

Search Criteria

1 Benefits Billing

Enroll in Billing Search | Advanced Search

Review Adjustment Summary

Review Employee Balances L] A
ooy S \ Enter tfle employee’s Edison ID
Review Payment/Details And click the “Search” button.

PARTNERS
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Benefits WorkCenter

Benefits WorkCenter

1 Benefits Administration

Non-Payroll New Hire
Non-Payroli Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Hesalth Benefits

Workforce Administration
Modify a Person
Search by National ID

1 Benefits Billing

Enroll in Billing

Review Adjustment Summary
Review Employee Balances
Reguest Hold/Alternate Address
Review Payment/Details

Q

O 9«

Non-Payroll Job Data Change

Joe Benefits

Job Information

*Effective Date:

*Action:

*Position Number:

EMP ID:

00470701 Empl Record:

04/25/2016 |[31

99001047 |@,

Regulatory Region: USA For Job Information “Effective
Company: NP Date”, enter the date of termination
Business Unit: LGGA2 or the last day of the month prior to
e P the benefits ending date.
Location Code: NPO023

*Empl Class: GA2 v

*Vision Offered @ Yes ONo

*Comp Rate: 50000.000000
Job History Personalize | Find | View All | l@l @ First ‘4’ 10of1 ' Last

Effective Date EFFSEQ Action Reason
1 03/01/2016 0 Hire NonPayEmpl

NOTE: Benefits are always terminated at the end of the month.

PARTNERS
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Benefits WorkCenter 0 «| : o :
| Non-Payroll Job Data Change |
Benefits WorkCenter T ov

[ Benefits Administration Joe Benefits EMP ID: 00470701 Empl Record: 1]

Non-Payroll New Hire -
Non-Payroll Job Dats Job Information

Employee Profile Page ]
Benefits Document Upload Look Up Action
Update Dependent/Beneficiary
Health Benefits

[ Workforce Administration

Modify a Person P Sost 3 "

Search by National ID Action: TER @ Look Up Cancel | Advanced Lookup
[C1 Benefits Billing

Enroll in Billing *Position Number:

Review Adjustment Summary

Review Employee Balances

Reguest Hold/Alternate Address

*Effective Date: 0413012016 |5 Search by: Action begins with

Search Results
View 100 First ‘&' 1s80f6 ‘%' Last

Regulatory Region: USA Action

Review Payment/Details BDC
- Company: NP DTA
Click on the spy glasg to .retrieve Business Unit: | a0 EEH
the code for Termination. > Ter
: N o =
Select the correct action for this SRR L XFR
job data change - “TER” Location Code:  NP028
" J
*Empl Class: GAZ2 v

“fision Offered @ Yes O No

*Comp Rate: WOOO.UOWOOE

Job History Personalize | Find | View All | @[ @ First ‘4/ 10f1 ‘®/ Last
Effective Date EFFSEQ Action Reason
1 03/01/2016 0 Hire NonPayEmpl

PARTNERS
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Benefits WorkCenter
Benefits WorkCenter

(21 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

(=1 Workforce Administration
Modify a Person
Search by National 1D

(1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Regquest Hold/Alternate Address
Review Payment/Details

Q

O «

Eo 2 4

Non-Payroll Job Data Change

Joe Benefits EMP

Job Information

Click on the spy glass to retrieve the
“Reason” code for Termination.
Select the correct “Reason” code for this job
data change
“XRS X-Benefits Emp Resignation”

*Effective Date: 041302016 [[5§ =

/

*Action: TER @, *Reason | @
= Look Up Reason
*Position Number: 99001047 @&,
Search by: [Reason Code \v |begins with
Regulatory Region: USA
Look Up Cancel | Advanced Lookup
Company: NP
; 5% Search Results
Business Unit: LGGA2
View 100 First ‘& 15085 B/ Last
Department: 9202300000 Reason Code Description
) XDE X-Benefits Employee Death

Location Code: NPO28 XHX X-Benefits Higher Ed Transfer

*Empl Class: GA2 v XIT X-Benefits Emp Involunt Ter
> XMC e S

“Vision Offered @ Yes O No < xrs X-Benefits Emp ResignatiD
*Comp Rate: 50000.000004

Job History Personalize | Find

Effective Date EFFSEQ Action
1 03/01/2016 0 Hire

e

PARTNERS
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Benefits WorkCenter O « Non-Payroll Job Data Change
Benefits WorkCenter <
Bx Joe Benefits EMP ID: 00470701  EmplRecord: 0
1 Benefits Administration -
Non-Payroll New Hire Job Information
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload & - z 04/30/2016
Update Dependent/Beneficiary Effective Date: : @
Health Benefits
5 WO(kforce Administration *Action: T1ER @, *Reason | XRS @,
Modify a Person
Search by National ID
(1 Benefits Billing *Position Number: 99001047 @,
Enroll in Billing
Review Adjustment Summary .
Review Employee Balances Regulatory Region: USA
Request Hold/Alternate Address
Review Payment/Details Company: NP
Business Unit: LGGA2
Department: 9202800000
Location Code: NP028
*Empl Class: GA2 v
*ision Offered @®@Yes ONo
*Comp Rate: 50000.000000
Job History Personalize | Find | View All | 2] R First ‘&' 1of1 ‘*' Last
Effective Date EFFSEQ  Action Reason
1 03/01/2016 0 Hire NonPayEmpl

NOTE: If you key the termination in Edison, you do

not need to send in an enrollment change form. The

benefits will automatically terminate each night.

When finished,
click the “Submit” button.

\



Non-Payroll Job Data

(Termination)

Benefits WorkCenter £ «
Benefits WorkCenter = Non-Payroll Job Data
£ Benefits Administration Enter any information you have and click Search. Leave fields blank for a list of all values.
Non-Payroll New Hire
Non-Payroll Job Data Find an Existing Value
Employee Profile Page
Benefits Document Upload O
Update Dependent/Beneficiary Search Criteria
Hesalth Benefits
—1 Workforce Administration Search by: [Empl ID \ |begins with 00470701

Modify a Person
Search by National ID

-1 Benefits Billing

Enroll in Biliing Search | Advanced Search Message
Review Adjustment Summary
Review Employee Balances
PIRIRIE S £ OI0 BENTENe ceESs Emplid 00470701 has been updated. (25000,999)
Review Payment/Details
OK

This pop up “Message” screen will appear
when the Termination is successful.
Click the “OK” button.

PARTNERS
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Benefits WorkCenter
Work Administration Folder

“Modify a Person”

This procedure shows you how to
update or change an employee’s Name,
Date of Birth, Marital Status, and
National ID.

* This applies to all Non Payroll Agencies. 1

PARTNERS
FORHEALTH -




Benefits WorkCenter
Work Administration Folder

“Modify a Person”

Benefits WorkCenter
Benefits WorkCenter

1 Benefits Administration
Non-Payroli New Hire
Non-Payroli Job Data
Employee Profile Page
Benefits Document Upload

Update Dependent/Beneficiary

Health Benefits

Q2

£ «

v

Benefits Workcenter

Welcome to the Benefits WorkCenter!

This WorkCenter has one "Task Panel" and one "Work Area". The "Task Panel" to left contains links

assigned to this WorkCenter page. As you click the various links, the "Work Area” where this message is
being displayed will change.

To begin the process of changing an address in

2 Benefits Billing

Enroll in Billing

Review Adjustment Summary

Review Employee Balances
Reguest Hold/ Ahcrrﬁ:»«d*.
Review Payment/ t/Details

Edison for an employee,
Click the “Modify a Person” button.

PARTNERS
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Personal Information

Benefits WorkCenter 0 «

Benefits WorkCenter T OV Personal Information

= Benefits Administration Enter any information you have and click Search. Leave fields blank for a list of all values.
Non-Payroll New Hire
Non-Payroll Job Data Find an Existing Value Add a New Value

Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

Search Criteria

Enter the employees “Edison ID.”
& Workiorce. Administration Empl 1D: oos7o701 - €= Then click the “Search” button.
Modify a Person ;
Sear:)h by :“atior’&l iD Name:
| Benefits Billing Lask Nasne:
Enroll in Billing Second Last Name:
Review Adjustment Summary -
Review Employee Balances Alternate Character Name:
Rec.‘uest Hc':-o;.i'.-\lterna:? Address Middle Name:
Review Payment/Details

[include History [lcase s

1)

=
Search Clear Basic Search & Save Search Criteria

PARTNERS
FOR HEALTH -



Modify a Person

“Editing a Name”

This procedure shows you how to
change an employee’s Name.

PARTNERS
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Benefits WorkCenter O « - . . , _ _
Biographical Details Contact Information Regional
Benefits WorkCenter T Bw
) Benefits Administration Joe Brovo Person ID: 0047070
hjon-fa;vrolf New Hire Name Find | View All @. st
Non-Payroll Job Data
Employee Profile Page . @
Benefits Document Upload Effective Date: 03/01/2016
Update Dependent/Beneficiary y .
Hesaith Benefits Format Type: English
1 Workforce Administration Display Name: Joe Brovo
Mod -1" Per - = =
SEBJI‘hE’b;i;ana D Biographic Information
3 Benefits Billing *Date of Birth: 03/01/1990 [ 26 Years 1  Months
Enroll in Billing
Review Adjustment Summary Date of Death: 2"
Review Employee Balances y A
Reguest Hold/Alternate Address Birth Country: S
Review Payment/Details Bitth Location: D Waive Data Protection
Biographical History Find | VI To Change the name of
*Effective Date: 03/01/2016 ) an employee, click the +
“Gender: | Mals v sign at the top right to
*Highest Education Level: [ A-Not Indicated v add arow to
*Marital Status: [ Married v As of the “Name” section
Language Code: [English v
Alternate ID:
] Full-Time Student
National ID Personalize | Find | View All | 22| B First (& 10f1 @ Last
*Country *National ID Type National 1D Primary 1D
USA @, [Social Security Number v| [852-96-3741 [#] [=]
) Save _4“ Return to Search [=] Notify 73 Refresh | |55 Add Update/Displa W_{gjﬁlpiclude History

NOTE: “Adding a row” means you are creating a new record that
you can make changes to and save, which then updates the record
for that employee but maintains the historical information.

PARTNERS
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Benefits WorkCenter 0 «

| | Biographical Details | Contact Information | Regional

Benefits WorkCenter T v
[ Benefits Administration Joe Brovo PersonID: 00470701 _ |
Non-Payroll New Hire " = @ =]
Non-Payroll Job Data Name Find | View Al st
Em Profile P
ke Document Uplosd *Effective Date: (0410612016 @ =
Update Dependent/Beneficiary *Format Type: |English v
i . Edit Name
() Workforce Administration | Display Name: Joe Brovo | EditName |
Seahiy ora U e _
S Housiily titing ' *Date of Birth: 030111980 |8 25 vears 1 MON
Enroll in Billing
Review Adjustment Summary Date of Death: | [
Review Employee Balances y . | }Q
Request Hold/Alternate Address Birth Country: |
Review Payment/Details |

Birth Location:

éibgrapﬁiéa-l.ﬂi-story

*Effective Date: 03/01/2016 i

*Gender: [Male V|

*Highest Education Level: | A-Not Indicated

*Marital Status: [ Married

Language Code: [English v/

Alternate ID: | |

[ Full-Time Student

: w National ID Personalize | Find | View All | @l ﬁ First ; 10f1 ; Last
*Country *National ID Type National ID Primary ID
|
[usA @, [Social Security Number v| [852-96-3741 | =]

[Flsave ||Gh Retumto Search ||[<]Notify || Refresh | |54 Add || /] Update/Display | & Include History |




Benefits WorkCenter 0 «

Benefits WorkCenter <

) Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Heslth Benefits

) Workforce Administration
Modify a Person
Search by National ID

(21 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Request Hold/Alternate Address
Review Payment/Details

] Biographical Details ” Contact Information H Regional

*Effective Date:
*Format Type:
Display Name:
| Biographic Information
*Date of Birth:
Date of Death:
Birth Country:
Birth Location:
Biographical History

*Effective Date:

*Gender:

*Highest Education Level:

*Marital Status:
Language Code:
Alternate ID:

" w National ID

*Country

Person ID:

Find | View All

00470701

10f2 ‘*' Last

#H[=

First 4

First ‘4 10f1 ® Last

[#H[=

030172016 |[5)

410612016 5
| English V|
Joe Brovo
03/01/1990 B 25 Years 1 Months
I &
I ¢
’_
Find | View All
03/01/2016 e
[Male V|
[ A-Not Indicated V|
| Married v|  Asof:
| English V|
| |
(] Full-Time Student

*National ID Type

Personalize | Find | View Al | 2| E&

National ID

First ‘4’ 10f1 ‘' Last

Primary ID

USA

@, [Social Security Number

v| 852-96-3741

| %

[+ =

[Fsave || RetumtoSearch || Notify |/<3 Refresh | |5 Add || 5 UpdatelDisplay

| & Include History |




“Editing a Name”

Benefits WorkCenter O «
3 Edit Name
Benefits WorkCenter <
(5 Benefits Administration English Name Format
MNon-Payroll New Hire
Non-Payroll Job Data Prefix:
Employee Profile Page g
Benefits Document Uploac :
Benefits Document Upload First Name: Joe

Update Dependent/Beneficiary
Health Benefits

Middle Name:
(1 Workforce Administration Type the new name into the
Modify a Person S e @ < appropriate fields

Search by National ID
-1 Benefits Billing Sufix

Enroll in Billing

5 2 Display Name: ro\
Review Adjustment Summary play Joe:BIovo
Review Employee Balances Formal Name: Joe Brovo
Request Hold/Alternate Address
Review Payment/Details Name: Brovo,Joe

Refresh Name

OK Cancel Refresh

PARTNERS
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“Editing a Name”

Benefits WorkCenter

Benefits WorkCenter

(C1 Benefits Administration
Non-Payroli New Hire
Non-Payroli Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

1 Workforce Administration
Modify 3 Person
Search by National ID

(1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Request Hold/Altemate Address
Review Payment/Details

Edit Name

English Name Format

I

Prefix:

First Name: Joe

Middle Name:

Last Name:

Suffix:

t 1

I

Display Name: Joe Brovo
Formal Name:

Name:

Refresh Name

QK Cancel Refresh

Type the new name into the
appropriate fields.
Click the “OK” button.

PARTNERS
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Benefits WorkCenter O «

Biographical Details | Contact Information Regional
Benefits WorkCenter T nwv
[*1 Benefits Administration Joe Benefits Person ID: 00470701
Non-Payroll New Hire : ; 4 )
Non-Payroll Job Data Name Find | View All First 10f1 Last
Employee Profile Page i il [=
Benefits Document Jpload Effective Date: 04/06/2016 [ [=]
Update Dependent/Beneficiary : .
Hesith Benefits Format Type: English o
= . : iew Name
1 Workforce Administration Display Name: Joe Benefits : —
Modify a Person - - .
Search by National ID Biographic Information
i) Benefjts Billing *Date of Birth: 03/01/1990 Bl % Years 4 Months
Enroll in Billing
Review Adjustment Summary Date of Death: el
Review Employee Balances . p
Request Hold/Altemate Address Birth Country: @,
Hevdom Pomenitesns, Birth Location: [l waive Data Protection
Biographical History Find | View All First ‘& 10of1 ®/ Last
*Effective Date: 03/01/2016 Bl [+ [=]
*Gender: | Male v
| lick “S " cation Level: IA-NOt Indicated VI
NOTE: A ways clic ave u'Fton [Single 9 G006 |5
after completing your changes in i |
. . A ngis v
Edison. Otherwise all your changes e e
will be lost. —
If you are only changing the employee’s
National ID name, you can click the “Save” buttonat |. ,
the bottom left and stop here.
*Country
USA 2, [Social Security Number v| [852-96-3741 v =+ [=]
T)Save | (@b Returnto Search | |[=] thify 4o Refresh s Add | Z] Update/Display || ¢ Include History

Biographical Details | Contact Information | Regional



Modify a Person

“Biographic Information”

This procedure shows you how to
change an employee’s Date of Birth.

PARTNERS
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BENEFITS O « = ., :
Biographical Details Contact Information || Regional |
Benefits WorkCenter T v
"1 Benefits Administration Joe Benefits Person ID: 00470701
Non-Payroll New Hire : c 4 >
Non-Payroll Job Data Name Find | View All First 1 of 1 Last
Employee Profile Page - = I
Benefits Document Upload Effective Date: 04/06/2016 B
Update Dependent/Beneficiary B A
Health Benefits Format Type: English e |
™ Workforce Administration Display Name: Joe Benefits (Lol Bkl )
Modify a Person - = Z
Search by National ID Biographic Information
. Hlamnats Blg *Date of Birth: 03/01/1990 E 26 Years 2 Months
Enroll in Billing
Review Adjustment Summary Date of Death: £
Review Employee Balances :
Request Hold/Alternate Address Birth Country: @,
Review Payment/Details Birth Location: [Iwaive Data Protection
Biographical History Find | View All First ‘&' 10f1 ‘&' Last
*Effective Date: 04/06/2016 E [l [=]
*Gender: [ Male v|
*Highest Educatio | A-Not Indicated v|
: : . loe v As of: 04/06/2016 |[31
Click the calendar icon next to the “Effective Date” I | e
hlish v
Alternate ID:
[J Full-Time Student
w National ID Personalize | Find | View All | (EIF) B First ‘&' f1of1 ‘» Last
*Country *National ID Type National ID Primary 1D
USA @, [Social Security Number V| [852-96-3741 ] ] [+ [=]
[§lSave ||[Gh Returnto Search ||[<]Notify ||<* Refresh | |4 Add FZ Update/Display || & Include History

Biographical Details | Contact Information | Regional

PARTNERS
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BENEFITS

Benefits WorkCenter T v

1 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

1 Workforce Administration

Modify a Person
Search by National ID

3 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Request Hold/Altemate Address
Review Payment/Details

Biographical Details

Joe Benefits

Effective Date:

Format Type:

Display Name:
Biographic Information
*Date of Birth:

Date of Death:

Birth Country:

Birth Location:

Biographical History

Contact Information

S M T

Regional
Person ID: 00470701
Find | View All First ‘Y 10of1 ‘2 Last
D4/06/2016 [ =]
English
Joe Benefits Miew Name
03/01/1990 Bl o6 Years 2 _Months
Calendar
January [v][1990 [v]
ction

2@4 5 6 ' 10of1 “® Last

*Effective Date: “ g 9 [+ [=]
*Gender: [Male v 14 15 16 17 {8 19
*Highest Education L [A-Not indicated 21 22 23 24 2\ 26
PO PO PPy Loicnie 28 29 30 31 016 [;j
This will allow you to change the date of birth to the |~ v
correct date. - S aiee
ull-Time Studi
Example: Changing Date of Birth from 03/01/1990 > T e
ersonaiize mn ew = Irs of 1 as
to 01/03/1990.

Select the corrected date of the date of birth.

USA @, [Social Security Number

&> Return to Search =4 Add £ Update/Display = Include History

(5l save (=] Notify || ¥ Refresh

Biographical Details | Contact Information | Regional

PARTNERS
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BENEFITS
Benefits WorkCenter

1 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

1 Workforce Administration
Modify a Person
Search by National ID

3 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Regquest Hold/Alternate Address
Review Payment/Details

Q

L «

Biographical Details

Joe Benefits

Effective Date:
Format Type:
Display Name:

Biographic Information

*Date of Birth:

Date of Death:

Birth Country:

Birth Location:
Biographical History
*Effective Date:

*Gender:

*Highest Education Level:

*Marital Status:
Language Code:
Alternate ID:

National ID

*Country

Contact Information Regional
Person ID: 00470701
Find | View All First ‘Y 10of1 ‘' Last
D4/06/2016 [ [=]
English
Joe Benefits View Name
01/03/1990 26 Years 2 Months
(] waive Data Protection
Find | View All First ‘4 1of1 ‘®/ Last
04/06/20% 5] F[=
[Male v|

A-Not Inditated ]

Single
English

If you are only changing the employee’s
date of birth, click the “Save” button at the
bottom left.

USA @, [Social Security Number

|ah Return to Search | |[=] Notify

Personalize | Find | View All | @! @ First ‘4 10of1 ‘' Last
National ID Primary 1D
v] [852-96-3741 [#] [=]
«> Refresh 4 Add %3 Update/Dispiay i&j Include History

Biographical Details | Contact Information | Regional

NOTE: Always click “Save” button
after completing your changes in

PARTNERS

Edison. Otherwise all your changes
will be lost.
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Modify a Person

“Biographical History”

This procedure shows you how to
change an employee’s Marital Status.
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Benefits WorkCenter & «

‘ | Biographical Details || ContactInformation || Regional

Benefits WorkCenter T Bv
21 Benefits Administration Joe Benefits Person ID: 00470701
Non-Payroll New Hire : z ) @ ‘
Non-Payroll Job Data ‘Name Find | View All First ‘4 10of1 ‘®' Last
Employee Profile Page .
Benefits Document Upload Effective Date: 0410612016 (=]
Update Dependent/Beneficiary . )
Benefits Format Type: English o |
i ‘ ) . iew Name
[*1 Workforce Administration Display Name: Joe Benefits (Behsianith bl
Modify a Person S ——
Search by National ID ! Blogrjphnc Information
(1 Benefits Billing ' *Date of Birth: 03/01/1990 B 5 vears i Months
Enroll in Billing :
Review Adjustment Summary Date of Death: l JEK
Review Employee Balances ’ ]
Reguest Hold/Altemate Address Birth Country: l 1@
Review P i ) )
e | Birth Location: l | [Jwaive Data Protection
‘Biographical History Find | View All
*Effective Date: D3/01/2016 el
*Gender: [ Male v/
‘*Highest Education Level:  |A-Not Indicated v
*Marital Status: | Single v|  Asof: 0310172016 |[5)
Language Code: | English v|
Alternate ID:

D'Full-Time

~ w National ID

*Country *National ID Type

|UsA |@, [Social Security Number

[F)save ||[@ Returnto Search ||[=]Notify ||} Refresh | |5 Add ||/ Update/Display

Biographical Details | Contact Information | Regional

| J& Include History




Benefits WorkCenter

Benefits WorkCenter <

=1 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

21 Workforce Administration
Modify a Person
Search by National ID

[*J Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Request Hold/Alternate Address
Review Payment/Details

| Biographical Details | Contact Information | Regional

Joe Benefits Person ID: 00470701
Name Find [ ViewAl  First 4 10f1 @ Last
Effective Date: 04/06/2016 (=]
Format Type: English
Display Name: Joe Benefits | View Name |
éiographic Information '
*Date of Birth: 03/01/1990 B 25 Years 1 Months
Date of Death: \ lEﬂ
Birth Country: \ @,
Birth Location: \
! Biographical History
*Effective Date: Cuosnote [
R
*Gender Male iV Calendar x|
| A-Not Indicated April 2016 [v]
| Single SMTWTF S 016 |5
Language Code: | English v 1. 43
Alternate ID: | 3 4 & Lk
Full.Time Studd 10 11 12‘ 13 14 15 16
——— 17 18 [19/ 20 21 22 23
24 25 26 27 28 29 30
& 10f1 @ Last
B ) ID
‘4’ Current Date '} |
mber E‘

™

Notify ||<% Refresh | |Ey Add ||/ Update/Display | Include History |

| Regional



Benefits WorkCenter

Benefits WorkCenter

[ Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

[ Workforce Administration
Modify a Person
Search by National ID

1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Request Hold/Alternate Address
Review Payment/Details

Q

Ev 2 4

« o R
Biographical Details

Joe Benefits

*Effective Date:

*Format Type:

Display Name:
Biographic Information

*Date of Birth:

Date of Death:

Birth Country:

Birth Location:
Biographical History
*Effective Date:

*Gender:

*Highest Education Level:

*Marital Status:
Language Code:
Alternate ID:

|| Contact Information

| Regionat |
Person ID: 00470701
Find | View All First ' 10f2 '*' Last
(04/06/2016 Bl [l [=]
[ English v|
Joe Benefits [EES N
03/01/1990 e 26 Years 1 Months
iE
@
[ waive Data Protection
Find | View All First ‘& 10f2 '» Last
(04/06/2016 e [*[=]
[ Male v|

[A-Not Indicated

VI

) As of:

Single 03/01/2016 |5

[English V|

(] Full-Time Student

Personalize | Find | View All | 2| E& First ‘4 10of1 ‘»' Last

*National ID Type National ID Primary ID
@, [Social Security Number v| [852-96-3741 ] [#] [=]
||@> Returnto Search | |[=] Notify ||£* Refresh | |54 Add || ] Update/Display | Include History

Change the “Marital Status” field to “Married”

PARTNERS
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Benefits WorkCenter

Benefits WorkCenter

(21 Benefits Administration
Nen-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

2 Workforce Administration
Modify a Person
Search by National ID

[21 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Reguest Hold/Alternate Address
Review Payment/Details

. | Biographical Details | Contact Information | Regional

$v

Joe Benefits PersonID: 00470701
Name Find [ViewAl  First & 1of1 & Last
Effective Date: 04/06/2016 (=]
Format Type: English
Display Name: Joe Benefits | View Name |
B'iogArapl'lié Information
*Date of Birth: 1-5*3161@3—}@ 26 Years 1 Months
Date of Death: Iﬁ@
Birth Country: , @,
Birth Location: I | [Jwaive Data Protection
‘Biographical History Find | ViewAl  First ‘¥ 1of2 ' Last
*Effective Date: 04062016 |5 (=]
*Gender: Male v
“*Highest Education Level:  |A-Not Indicated v|
*Marital Status: | Married v/ @ [bwm |
Language Code: English v —| Calendar
Alternate ID: ]

(] Full-Time Student

o
o
o

- w National ID Personalize | Find | View All | @l l First (4
“Country *National ID Type National ID Primary 1D
|USA 1@, [Social Securityumber v| [852-96-3741 ] v

) UpdateDisplay || 4

S MTWTF S
1 2

3456789
10 11 12 13 14 15 16
17 18 19/ 20 21 22 23
24 25 26 27 28 29 30

(4) Current Date (»)




Benefits WorkCenter

Benefits WorkCenter

1 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

21 Workforce Administration

Modify a Person
Search by National ID

[*1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Reguest Hold/Altemate Address
Review Payment/Details

\ Biographical Details H Contact Information ” Regional

Joe Benefits Person ID: 00470701
Name Find |ViewAl  First & 1of1 ) Last
Effective Date: 04/06/2016 =
Format Type: English
Display Name: Joe Benefits | View Name |
]_ B_iog_rgpﬁic Information '
*Date of Birth: 103/01/1990 Bl 26 Years 1 Months
Date of Death: | ]Eﬂ
Birth Country: | @,
Birth Location: | | [waive Data Protection
‘Biographical History Find | ViewAll  First & 102  Last |
*Effective Date: 04/06/2016 [ &
*Gender: | Male v|
| A-Not Indicated v
[ Married v|  Asof: 0410672016 |}
| English v|
|
L] Full-Time

w National ID

*Country ID Type

Personalize | Find | View All | | &=

National ID

First ‘&' 10f1 ' Last

Primary ID

|UsA [Social Security Number

v| [852-96-3741

| [ =]

((Zisave ) G Retum to Search | [ Notity | |3 Refresh | (b Add || /] UpdatelDisplay |

& Include History |

Biographical Details | Contact Information | Regional



Modify a Person

“Changing an Address”

This procedure shows you how to
update an employee’s Address.

PARTNERS
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Benefits WorkCenter D «

Benefits WorkCenter

"1 Benefits Administration
Non-Payroll New Hire
Non-Payrofl Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

Q

Dw

) Workforce Administration

Modify a Person
Search by National ID

1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Request Hold/Altemate Address
Review Payment/Details

Joe Benefits

Effective Date:
Format Type:
Display Name:

Biographic Information

[ Biographical Details ‘; Contact Informatio Regional

Person ID: 00470707

P Last

[+ [=]

Find | View All First ‘Y 10f1

02/19/2016

English
et — -
Joe Benefits | View Name

Click the “Contact Information”

*Date of Birth: 04101/1979 B 37 ve button.
Date of Death: ' I
Birth Country: @
Birth Location: [_lwaive Data Protection
Biographical History Find | View All First ‘& 1of1 ‘&' Last
*Effective Date: 02/19/2016 JE! #H[=]
*Gender: [Male v|
*Highest Education Level: | A-Not Indicated v|
*Marital Status: | Married v|  Asof: 02/19/2016 |[5]
Language Code: | English v
Alternate 1D: ' f
(] Full-Time Student
w National ID Personalize | Find | View All | (IR First ' 10f1 (® Last
*Country *National ID Type National ID Primary ID
lUSA 1@, [Social Security Number v] [123-456938 : ™ [#] [=]

\[Fsave ||[@" Return to Search

|| =]Notify ||£% Refresh | |[Eh Add || /& Update/Display || & Include History

PARTNERS
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Benefits WorkCenter 0 «
Biographical Details || Contact Information || Regional

Benefits WorkCenter C #v
[ Benefits Administration Joe Benefits Person ID: 00470707
Non-Payroll New Hire
Non-Payroll Job Data Current Addresses Personalize | Find | View Al | El [ @ First ‘& 1oft b/ Last
Employee Profile Page
Benefits Document Upload Address Type As Of Date Status Address
Update Dependent/Beneficiary
Health Benefits
e 312 Rosa Parks Ave
L Workforce Administration Home 021912016 A Nashville, TN 37243-0001 4 =]
Modify a Person Davidson
Search by National ID
(1 Benefits Billing Phone Information Find | View All | @) B First (¢ b Last
Enroll in Biliing
Review Adjustment Summary *Phone Type Telephone Extension Preferred
Review Employee Balances
Request Hold/Alternate Address \Home V| 615/741-3590 [+ [=]
Review Payment/Details
Email Addresses Personalize | Find | View All | @ Q 1of1 &/ Last
*Email Type *Email Address Preferred
Click the “Edit/View Address Detail” button. [ ElE

Instant Message IDs (2 Personalize | Find | View Al | I@ First ‘4 1of1 '®' Last

*Network 1D *IM Protocol *IM Domain Preferred
O 4 5]
1| Save ! i Return to Search '=| Notify :“ Refresh E Add || /| Update/Display || gl Include Historyi

NOTE: If you click the + sign on this screen, it will allow you to PARTNERS

add an address to the record (such as a temporary mailing
address) but will not allow you to edit the current address. FOR HEALTH 51




“Changing an Address”

Benefits WorkCenter 0 «

Benefits WorkCenter T fv Address History

“1 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data Address History Find First ‘4 10of1 “®' Last
Employee Profile Page
Benefits Document Upload

Address Type: Home

A S : Effective Date: 02/19/2016 Address: 312 Rosa Parks Ave
Update Dependent/Beneficiary : L -
Heslth Benefits Country: USA Nashville, TN 37243-0001
(£ Workforce Administration Status: A Davidson
Modify a Person
Search by National ID
oK Cancel Refresh

~1 Benefits Billing

Enrall in Billing

Review Adjustment Summary
eview Employee Balances
Request Hold/Alternate Address
Review Payment/Detsils

Click the + sign to edit the
current address

PARTNERS
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“Changing an Address”

Benefits WorkCenter O «
Benefits WorkCenter T Ov Address History
1 Benefits Administration
Non-Payroll New Hire Address Type: Home
Non-Payroll Job Data Address History Find First ‘4 1-20f2 '“*' Last
Employee Profile Page
Benciis Dociment pjondt. *Effective Date: ~ |04/27/2016 Address: 312 Rosa Parks Ave (*][=]
Update Dependent/Beneficiary > S N 2
Health Benefits Country: USA @ Nashville, TN 37243-0001
157 z - Davidson
\.I\forl.l:forge Administration *Status: A €3
és;l:’ri, {st-s,;:gr‘c-l iD Add Address
1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances Effective Date: 02/19/2016 Address: 312 Rosa Parks Ave [+][=]
Reguest Hold/Altemate Address ville TN 3724 1
i . " Nashville, TN 37243-0001
Review Payment/Details Country: USA ;
Davidson
Status: A
OK Cancel Refresh

Click the calendar icon next to
the “Effective Date” field

PARTNERS
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“Changing an Address”

Benefits WorkCenter 0 «
Address History

Benefits WorkCenter 5 4w
1 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data Address History Find First ‘4’ 1-20f2 “*' Last
Employee Profile Page

Address Type: Home

Heged -osumant Ppond *Effective Date:  04/27/2016 i1 aAddress: 312 Rosa Parks Aue [#] [=]
Update Dependent/Beneficiary Calend }
Health Benefits Country: USA alenaar . {

Modify a Person
Search by National ID

Workforce Administration *Status: A April <1 /2016 LJ
Add Address S M T W T F S

| Benefits Billing z .

Em'gll in E?fing 3 4 5 6 7 8 9

Review Adjustment Summary e e 32

Review Employee Balances Effective Date: /19/2016 10 11 12 13 14 15 16 _'t'J :J

Request Hold/Alternate Address USA 17 18 19 20 21 22 23 1

eview Payment/Detsils ’
oo FamentEcen 24 25 26 21 28 290D
A
Cancel Refrei g

Current Date '}

Select the date the change occurred.

fThis will allow you to change the effective date to theN

day the change took place.

PARTNERS
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Example: Changing from 04/27/2016 to 04/30/2016.




“Changing an Address”

Benefits WorkCenter 0 «

Benefits WorkCenter T #iv

-1 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Heslth Benefits

L Workforce Administration
Modify a Person
Search by National ID

1 Benefits Billing
Enrall in Billing
Review Adjustment Summary
Review Employee Balances
Request Hold/Alternate Address
Review Payment/Details

Address Type:

Address History

Home

Address History

*Effective Date:

Country:

*Status:

Effective Date:
Country:

Status:

oK

Click the “Add Address” button.

04730/

[

016
USA @

, @
Add Address

02/19/2016
USA
A

Cancel Refresh

Address:

Address:

Find First ‘&' 1-20f2 “*' Last
312 Rosa Parks Ave -ﬂ :]
Nashville, TN 37243-0001
Davidson
312 Rosa Parks Ave +][=]

Nashville, TN 37243-0001
Davidson
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Benefits WorkCenter

Benefits WorkCenter

1 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Heslth Benefits

[ Workforce Administration
Modify a Person
Search by National ID

1 Benefits Billing
Enroll in Billing
Review Adjustment Summary

Review Employee Balances

3

Request Hold/Alternate Address

Review Payment/Details

“Changing an Address”

«

Edit Address

Country:

Address 1: 312 Rosa Parks Ave

Address 2:

Address 3:

City: Nashville State: |IN
Postal: 37243-0001
County: Davidson

OK Cancel

@
% Tennessee

Type the new address into the appropriate
fields over the old address.

PARTNERS
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“Changing an Address”

Benefits WorkCenter L «

Benefits WorkCenter T 0w Edit Address

1 Benefits Administration _
Country: United States

Non-Payroll New Hire
Non-Payroll Job Data 400 D ick
Cr]‘,p]-\"ia Profile Page Address 1: 400 Deadrick St

[ ‘.»:,'\-u ¢ e ay<

Benefits Document Upload

Update Dependent/Beneficiary Address 2:
Health Benefits

Address 3:
1 Workforce Administration

Modify a Person City: Nashville State: |IN @ Tennessee
Search by National ID
£ Benefits Billing Fosiak

Enroll in Billing
Review Adjustment Summary
Review Employee Balances 0K Cancel

County: Davidson @

Review Paymeni/Details

Type the new address into the appropriate fields.

Once you have finished entering the new address. ] PARTNERS B
Click the “OK” button. J FOR HEALTH -




“Changing an Address”

L « .
Bl INOIKCEIRES T NOTE: When you click OK and a Message comes
Benefits WorkCenter S o~ up. Verify the address you entered is correct and
‘ . e et g g 171 ””
EonoREs Al stration County: — if so Click “OK” button on the message.
ci,rp]?aio':mj—:‘;s:a_ Address 1: 400 Deadrick St .
Sl If you are unsure of the address, there is a Web
Update Dependent/Beneficiary ik i Link listed in the message to the postal service
HERR Henens Address 3: for you to verify the accuracy of the address.
3 Workforce Administration _
Modify a Person City: Nashville State: [N @, Tennessee
Search by National ID
) Benefits Billing Postal:
Enroll in Billing . @
Review Adjustment Summary County: ’
Review Employee Balances """""" oK. Cancel
Request Hold/Altemate Address e et

Review Payment/Details

Message

The address entered could not be validated. (26000,2)

Please check the following website to ensure the accuracy of your address: http//zip4.usps.com/zip4/welcome. jsp or contact your Human Resources
Office. If the address is accurate, then click "OK", otherwise click "Cancel" to go back and change your address.

OK Cancel
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“Changing an Address”

Benefits WorkCenter O «
Benefits WorkCenter = Adaress History
?i?if:iﬁ?;r:.n:iiratlOn Address Type: Home
Non-Payroll Job Cste Address History Find First ‘& 1-20f2 ‘»’ Last
Employee Profile Page
Benefits Document Upload *Effective Date: 04/30/2016 |BY  Address: 400 Deadrick St (] [=]
Update Dependent/Beneficiary g £
Health Benefits Country: USA @, Nash"""!e~ TN 37243 -0001
= YVorrlfforSe Administration *Status: A @ i
Search by National D Update/View Address
Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances Effective Date: 02/19/2016 Address: 312 Rosa Parks Ave +][=]
Request Hold/Alternate Address ] ville. TN 3 -0001
R:,‘,;.\A Da.,men,i,_jp:: res Country: USA Nashville, TN 37243-000
a B =l Davidson
Status: A
OK Can .
Check to make sure the system automatically added the
/ additional four digits to the zip code. If the system does
Click the “OK” button not recognize the address, it should give you an error,
: you can go back, and update the address.
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“Changing an Address”

Benefits WorkCenter O « _ _ . ,
Biographical Details Contact Information Regional
Benefits WorkCenter T v
| Benefits Administration Joe Benefits Person ID: 00470707
Non-Payroll New Hire 2 2 S 7], R : =
Non-Payroll Current Addresses Personalize | Find | View All | 2| (& First ‘4’ 10of1 ‘2’ Last
Employee |
Benefits Document U Address Type As Of Date Status Address
Update Dependent/Beneficiary
Health Benefits
. s — - 400 Deadrick St
-1 Workforce Administration Home 04/27/2016 A Nashville, TN 37243 Edit/View Address Detait [#] [=]
Modify a Person Davidson
Search by Nstional ID
Benefits Billing Phone Information Personalize | Find | View Al | 22| & First 4 1of1 () Last
Enroll in Billing
W Adjustment Summary *Phone Type Telephone Extension Preferred
[Home V]| [615/741-3590 M [ [=]
Review Payment/Details
Email Addresses Personalize | Find | View All | 2| & First ‘&' 1of1 ‘% Last
*Email Type *Email Address Preferred
A 17 1] =
Click the “Save” button at the bottom left O [+ =
Instant Message IDs (2 Personalize | Find | View All | 2] E First ‘&' 10f1 ‘»/ Last
*Network ID *IM Protocol *IM Domain Preferred
O =
,H Return to Search =] Notify 4 Refresh + Add | Include History

PARTNERS
FOR HEALTH

NOTE: Always click the “Save” button 1
after completing your changes in Edison.
Otherwise all your changes will be lost.
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Modify a Person

“Changing National ID”

This procedure shows you how to
change an employee’s National 1D/
Social Security Number.
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BENEFITS 0 «
Benefits WorkCenter

Q
&
4

3 Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Heasalth Benefits

Workforce Administration
Modify a Person
Search by National ID

[Z1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Request Hold/Alternate Address
Review Payment/Details

Biographical Details

Joe Benefits

Effective Date:

Format Type:

Display Name:
Biographic Information

*Date of Birth:
Date of Death:
Birth Country:
Birth Location:

Change a National ID / Social Security
Number of an employee,
click the + sign on the right to add a row to
the “National ID” section.

Proceed to the next section

+ National ID

*Country

Contact Information Regional
Person ID: 00470701
Find | View All First ‘& 10of1 ‘® Last
04/06/2016 [+ [=]
English 7
Joe Benefits Miew Name
03/01/1990 B 55  vears >  Months
£
@,
[l waive Data Protection
Find | View All First ‘& 10f1 & Last
04/06/2016 B ==
[ Male v|
“TMAlgt Indicated v|
[Single\ \\ v|  Asof 04/06/2016 |[5)

[English

v

L] Full-Time Student

*National ID Type

4

Personalize | Find | View All | | @ 10of1 ‘2 Last

USA

@, |[Social Security Number

|5l save

(@5 Return to Search

(=] Notify

National ID Primary ID
v| [852-96-3741 ™
£ Refresh Ey Add || F Update/Display =] Include History

Biographical Details | Contact Information | Regional
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BENEFITS O «
Benefits WorkCenter

1 Benefits Administration
Non-Payroli New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

Q
2
4

3 Workforce Administration
Modify a Person
Search by National ID

=1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Reguest Hold/Alternate Address
Review Payment/Detsils

~ Biographical Details || Contact Information || Regional

Joe Benefits Person ID: 00470701

Name Find | View All First ‘& 10of1 ‘& Last
Effective Date: 04/06/2016 = [=
Format Type: English T

Display Name: Joe Benefits | View Name |

Biographic Information

*Date of Birth: 03/01/1990 B 26 vYears 2 Months

Date of Death: IE

Birth Country: ;O\s

Birth Location: | [Jwaive Data Protection
Biographical History Find | View All First ‘&' 10of1 ‘2 Last
*Effective Date: 104/06/2016 [5) FI[=]
*Gender: [Male v|
*Highest Education Level: | A-Not Indicated v|
Ml S [Single Enter the correct National ID / Social

Language Code: [ English v

Security Number in the empty block.

Alternate ID:

[ Funi-Time stud

w National ID Personalize | Find | View All | | @ First ‘4' 120f2 */ Last
*Country *National 1D Type National ID Primary ID
USA @, [Social Security Number v| [852-96-3741 ¥ EINE
USA @, [Social Security Number v | [+][=]
[§lsave ||[@ ReturntoSearch |[[=]Notify ||<* Refresh | |Eh Add | 43 Update/Display | &3 Include History

Biographical Details | Contact Information | Regional
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BENEFITS
Benefits WorkCenter

[ Benefits Administration
Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

3 Workforce Administration
Modify a Person
Search by National ID

[Z3 Benefits Billing
Enroll in Billing
Review Adjustment Summary
Review Employee Balances
Reguest Hold/Altemnate Address
Review Payment/Details

Q

L «

Biographical Details Contact Information f‘ : Regional
Joe Benefits Person ID: 00470701
Name Find | View All First ‘4 10of1 “®' Last
Effective Date: 04/06/2016 [*[=]
Format Type: English B
Display Name: Joe Benefits | View Name |
Biographic Information
*Date of Birth: 03/01/1990 B 25 vYears 2 Months
Date of Death: IE
Birth Country: 3G§
Birth Location: [[]waive Data Protection
Biographical History Find | View All First ‘4 10of1 “®’ Last
*Effective Date: 104/06/2016 5 F =
*Gender: [Male M | .
~Highest Education Level:  [Anotinacaied | Change the Primary ID block to the
P [Single new National ID / Social Security
Language Code: | English ~|/| Num ber.
Alternate ID:
[ Full-Time Student
w National ID Personalize | Find | View Al | (2 | =2 First ‘4’ 1-2 of] b Last
*Country *National ID Type National ID Primary ID
USA @, [Social Security Number v] [852-96-3741 ﬂ O [#] [=]
USA 1@, [Social Security Number v| [852-69-1473 ® [+l [=]
\[glsave ||[@ ReturntoSearch || Notify || Refresh | |Eh Add || & Update/Display || & Include History

Biographical Details | Contact Information | Regional
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BENEFITS

Benefits WorkCenter

]

| Benefits Administration

Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

—1 Workforce Administration

Modify a Person

Search by National ID
Benefits Billing

Enroll in Billing

Review Adjustment Summary
Review Employee Balances
Reguest Hold/Altemate Address
Review Payment/Details

0

Click the “Save” button.

=3 Refresh |- % Add

Biographical Details Contact Information Regional
Joe Benefits Person ID: D0470701
Name Find | View All First ‘Y 10f1 ‘®/ Last
Effective Date: 04/06/2016 (=] [=]
Format Type: English
Display Name: Joe Benefits View Name
Biographic Information
*Date of Birth: 03/01/1990 Bl 26 vYears 2 Months
Date of Death: 1
Birth Country: Q@
Birth Location: [l waive Data Protection
Biographical History Find | View All First ‘4 10of1 ‘&' Last
*Effective Date: 04/06/2016 [z +][=]
*Gender: [ Male v
*Highest Education Level: [ A-Not Indicated v
Al Statis: |Single Change the “National ID Type” to
Language Code: [English v| former SSN.
Alternate ID:
L] Full-Time Stude
National ID ersonalize | Find | View All | 2 | s First ‘&' 120f2 ‘®' Last
*Country *National ID Type National ID Primary ID
USA &_ [Former SSN ) v| ] [+] [=]
e —
USA @, [Social Security Number v| |852-69-1473 [*]'[=]

=1 Include History

\oh Return to Search (=] Notify

Biographical Details | Contact Information | Regional

NOTE: Always click “Save” button after completing your
changes in Edison. Otherwise all your changes will be lost.
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Data Entry

For Questions Contact:
Benefits Administration

800.253.9981 or 615.741.3590
Monday — Friday, 8a - 4:30p CT
or create a Zendesk Ticket
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