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Introductions

Katie Bruno — Annual Enrollment Project Leader

c 15 years experience in Payroll, HR, Benefits, and Accounting

5 years doing Payroll & Accounting for an international Hotel
chain with various pay types and unions as an ADP Client
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Session Agenda

In this session, we will discuss
= Open Enrollment Project Timeline Approximation

= Your ADP WEFN site
= New functionality coming in WFN — Getting Started

= Key items of impact for OE

= Resources avallable to you
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Open Enrollment — Project Timeline Approximation

Pre — OE Period 1-8 Weeks
OE Period 1-3 Weeks
Post OE Period 3-5 Weeks

£3P
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Open Enrollment — Project Approximation

Task (9

Engage broker/providers to establish new plan year offerings Pre OE Window
Engage with ADP Open Enrollment Team Pre OE Period
Complete and review OE resources available in WFN and on Support Pre OE Period
Center

Request and provide any carrier connection contacts or revised account  Pre OE Period
structures to ADP OE Resource

Update your WFN Site Pre OE Period
*  Benefit changes

»  Employee Self Service

*  Reports (Pre-OE)

»  Payroll updates

Manage (Enter) Enrollments OE Period

Send Enrollment data to carriers Post OE Period

Update other enrollment profiles with new plans (new hire, life events, Post OE Period
etc.)

Transmit payroll with new deductions Post OE Period m
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Workforce Now
New Functionality:
Open Enroliment
Center
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The Open Enrolliment Center

m
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Tools > Plan Setup Enrollment Dependencies
- » Benafits Benefit Offerings Auto Enrollment Settings
Mobile Benefit Providers Benefits Settings
; COBRA Contacts Waive Plans
Security
Enrollment Profiles Open Enroliment Center

Approval Process
Rate Structure
Payroll

HR & Talent

Template Management




Open Enrollment Center: Landing Page
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Open Enrollment Center: Prepare

Open Enrollment Center @

@ Cevnraps Effadive WD 1316
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Complete these steps to prepare your Open Enroliment.

b Reviow plans from your broker or provider and finalize selections.

« Galher summesy pisn doourmnends
« Gaiber rete sheets fales must ba in & moethly amaunt §
« Review and unchersiand benefi garn offered

Vetify all employeas have an email sddress o receive information.

+ [tun sn employes dred ony neport in the Bepor Cernder 10 venty date
+ Lipdate employvee reconds manually in the Personal Profile
+ Populste snd process Import spresdshest to misss updosd

& Downicad the impad File

@ Import File

'\. Por an additional fee, ADP can handie your open ennciiment for you.
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| This step is complate




Open Enrollment Center: Prepare

ADP Professional Services

Create benefit plans
Create enrollment profiles
Other billable features for a fee

Request a Quote for Service

Please confirm your contact information and our support team will contact you.

First Name

Last Name

Phone

Extension

Time Zone

Email

Anthony

Albright

1 614 89830071

4567

Central

aalbright@company com




Open Enrollment Center: Gather Info

Open Enrolliment Center @ .*

Coverage Effective 10/01/2016
)
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Frepare Gather Info Configure Settings Confirm Settings Conduct Enroliment Enter Enrcliments

Select the benefits that will be offered during this open enrollment

|| Medical | | Dental || wision | | Flex

[ ] Life | | AD&D | | Disability || Any other
i'. SAVE & BXIT SETUP | | PREWIOUS | You must select one or more plan sub types to proceed.
\ r , A

Conclude OE Pericd



Open Enrollment Center: Gather Info

Seiect the benefits that will be offered during this opan enroflmeant
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Open Enrollment Center: Gather Info

Confirm Payroll Detalls

You are currently taking payroll deductions for benefit enrollmants

Do you anticipate any changes to deduction codes T
W ohe Y

You currently have imputed income deduction Mappings. Vies Deais

Do you need 1o make changes to imputed income mappings? wWnat's e’

._* Mo [ 7l e
You have pay dates scheduled. sede semin
COMPANY CODE PAY DATE PERICD END PAY DATE 2 PERIOD END 2
anc 72017 1203012017 1T T 12206
DEF V212017 12007 VINT0T a0
G 27712017 WIVINT iy
D you nuwd to maks ary changes b Open Eneslmem deductian dabesT Your information has been sent to ADP support specialists.
" e _ Wen

Based on your selections, you will require some assistance from ADP support.
One of cur support specialists will contact you

The next step will help you get started with tasks that can completed on your own.




Open Enrollment Center: Configure Settings

Open Enrcliment Guide @ Covaraga EMscive Janusny 1, 2017
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Returning to Open Enrollment Center

Plan Setup @ o *
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Open Enrollment Center: Confirm Settings

Open Enroliment Center @“lmmlm
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Open Enrollment Center: Monitor Enrollment

Open Enrollment Center Caverage Effective January 1, 2017

(] ] o ]

_&|| .................... o 50'

Prepare Gather Info Configure Settings Confirm Setlings Monsor Enrolment

Complete these steps to moniter your Open Enroliment

Use the message center o approve pending enrollment changes
Open Message Center

Moniter enroliment progress using the Activity Repart.
Opon Report Cenlar

Enter Enraliments

This step = complete

-
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Open Enrollment Center: Enter Enrollments
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Open Enrollment Center: Conclude OE Period

Open Enroliment Center
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Workforce Now:
Significant (OE)
Detalls




Workforce Now Significant Detalls

Benefit Plan Changes

Employee Self Service
Reporting

Carrier Connections

Payroll

23
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Significant Detalls: Benefit Plan Changes

Benefits> New Rates

Benefits>Plan Details

Benefits>Copy Plan

Benefits>Life Insurance Plans

Benefits>Terminate Plans

Benefits>Delete Plans

Have monthly value

Have provider, legal plan name, policy
#, eligibility and term rules, deduction
code, etc

Will not copy over dependencies or
enrollments

Rates are entered as monthly amount
per $1000

Enter last day of coverage as term
date (ex: 12/31/2016)

Do Not! You lose all history

L3P
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Significant Details: Employee Self Service

Enrollment Profile>OE Profile Coverage Eff. Date = Benefit Effective
Date

Enrollment Profile>Open & Close of  The OE Profile automatically opens at
OE Period on ESS 12:01AM EST on start date and
closes at 11:59PM EST on close date

Enrollment Profile>Reporting on OE  Standard

Profile Activity Report>Benefits>Enrollment Profile
Activity Report

Enrollment Profile>Hierarchy of New Hire Profile will appear before

Benefit Profiles the OE Profile is applicable

Enrollment Profile>New Hire & Life Be sure to add any new plans to your
Event Profiles life and new hire profiles as this does
not automatically happen

L3P
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Significant Detalls: Reporting

Reports>Standard Reports Provide snapshot of data at
identified point in time

Reports>Employee Enroliments (Std  This report will identify employee
Report) enrollments on a specific date (can
use future date)

Reports>Employee & Dependent This report will identify employee

Enrollments (Std Report) and dependent enrollments on a
specific date (can use future date) —
great for your providers

Reports>Confirmation Statements Provides employee elections,
dependents, and costs along with a
signature line

Reports>Benefits Statements Provides summary of all enroliments,
dependent listing, and costs

Reports>Custom Reporting ADP can create custom reports to m
meet your specific reporting needs

uman resource.’



Significant Detalls: Carrier Connections

orep work

New Carrier Connections Implementation period is 8-12 weeks

My Connections>OE Files Most carriers want to receive new election information
approximately 1 month prior to effective date

My Connections>Benefit plan If you have a carrier connection file contact ADP to

terminations/additions ensure no data flow issues

My Connections>Carrier If changes are needed on your carrier connection files
Contact Info & Account you’ll need to obtain and provide ADP with a contact at
Structure your carrier (EDI) and an account structure

My Connections>ADP Cobra  Update benedirect with any new rates or plans in
advance of your effective date to prevent Compliance
issues

My Connections>ADP FSA Update flexdirect with new copay amounts and
deduction codes (if applicable)

L3P
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Significant Details:

Payroll

New rate and deduction changes

Deduction Rules

Deduction codes
How to review deduction changes

Payroll Preview

Goals

Update in payroll based on the pay period end

Functionality available to you if modifications
to deduction timing are needed

If new deduction codes are needed allow 1
week for ADP to create

Employee Payroll Changes Report
(STD>Personal & Employment)

We highly recommend you review your payroll
deduction information for your new plan year
prior to transmitting that payroll

If you use goals in payroll you must clear them
after your last payroll of the year and prior to
your transmission of first payroll of the year

/3P
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Resources

e Support Center

MAJOR ACCOUNT SERVICES SUPPORT CENTER

 The Bridge
EBridge

 Your Dedicated Client Service Team

>
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