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Please distribute this alert to any users within your agency who are responsible for benefit enrollments.

Changes to benefit enrollment procedures effective October 3, 2011 

· Information regarding changes to benefit enrollment procedures impacting IT0167 and IT0378 effective October 3, 2011
When adding/removing a dependent to health coverage, IT0167 – Health Plans must be updated with an applicable dependent change reason.  This data is passed to the PEBTF where it is used to determine qualifying events, if applicable and COBRA eligibility.  This data is now required as the PEBTF is moving toward accepting a fully electronic transfer of dependent data from SAP.
When an enrollment to add/remove a dependent is performed through HRBEN0001 a pop-up message (as shown below) is displayed reminding the user to proceed to IT0167 to select a dependent change reason.
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When the enrollment is saved through HRBEN0001, the “DC-Default Code” will default into the dependent change reason field on IT0167 – Health Plans.  If the field is not manually updated after the HRBEN0001 enrollment is performed, the default code will remain.  This will result in the enrollment file not being sent to the PEBTF.  These records will error out and will require correction before the enrollment file for the affected employee is passed to the PEBTF.
Dependent Change Reason “GA – Generic Add Dependent” which was previously locked effective 12.31.10, will be reopened to allow for selection for those enrollments that are not as a result of a qualifying event.

Dependent Change Reason “GR – Generic Remove Dependent” which was previously locked effective 12.31.10, will be reopened to allow for selection for the following dependent terminations only:

· Dependent turned 26 years old

· Failure to attest (dependents age 19-25)
A commitment has been made to the PEBTF that these records will be corrected on a daily basis so that the correct records will be passed on the next nightly interface file.  The HR Service Center will review and correct all errors on employee records within agencies supported by the center.  Agencies not supported by the HR Service Center will receive a report listing all errors that need to be corrected. 
Below is a screen shot of IT0167 – Health Plans where the “DC” code populated as a result of the HRBEN0001 enrollment. 
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To update this field, you must:

· Perform a PA30 action, IT0167, OVERVIEW

· Select the record ending in 12319999

· Select the drop down menu for the dependent change reason field

· Select the appropriate reason 

· SAVE

This must be performed on both the medical and supplemental records if the add/remove action was performed for both benefit plans.

In addition, as a result of the PEBTF policy change that removes the requirement to enroll within 60 days of the benefits eligibility date, the following IT0378 – Adjustment Reasons, will be created for an open-ended period (with an end date of 12319999) instead of a 60-day period:  
· JCHA – Job Status Change

· NHIR – New Hire Enrollment

· RFUR – Return from Furlough

· RHIR – Rehire Enrollment

This change to the adjustment reasons will be applied to any actions performed on or after October 3, 2011.  Employees who were previously enrolled in benefits coverage but are currently in a declined status will not have an opportunity to enroll through ESS and must contact the HRSC or agency HR Office if they choose to enroll as a result of this change in policy.
If an employee enrolls in benefits through ESS using one of the above adjustment reasons, they will only be able to enroll with a current or future effective date.  Once enrolled, any open adjustment reasons in ESS will be delimited.  If an employee needs to make a change to the enrollment, they must contact the HR Service Center or agency HR office.
These adjustment reasons will remain open in the HRBEN0001 and HR offices will be able to perform any retroactive enrollments (benefits effective date cannot be retroactive more than 60 days prior to the date the enrollment is received).  Once an enrollment is performed thru the HRBEN0001, the adjustment reason to perform the enrollment will be delimited.  
The PEBTF policy change did not impact plan changes due to qualifying events.  As a result, the following adjustment reasons will keep the 60-day enrollment period:
· ADCG – Change of Address

· PCHG – Plan Change

Questions? 
If you have any questions regarding this alert, please submit an HR help desk ticket in the benefits category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007. 
Default Code must be changed via PA30 action
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