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Introductions
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Katie Bruno – Annual Enrollment Project Leader

§ 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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In this session, we will discuss

§ Open Enrollment Project Timeline Approximation

§ Your ADP WFN site
§ New functionality coming in WFN – Getting Started

§ Key items of impact for OE

§ Resources available to you

Session Agenda
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Open Enrollment
Project Timeline
Approximation
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Open Enrollment – Project Timeline Approximation
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Phase Timing

Pre – OE Period 1-8 Weeks

OE Period 1-3 Weeks

Post OE Period 3-5 Weeks
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Open Enrollment – Project Approximation
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Task (s) Phase
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
Center

Pre OE Period

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

Pre OE Period

Update your WFN Site
• Benefit changes
• Employee Self Service
• Reports (Pre-OE)
• Payroll updates

Pre OE Period

Manage (Enter) Enrollments OE Period

Send Enrollment data to carriers Post OE Period

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

Post OE Period

Transmit payroll with new deductions Post OE Period
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Workforce Now
New Functionality:
Open Enrollment
Center



The Open Enrollment Center



Open Enrollment Center:  Landing Page



Open Enrollment Center: Prepare



Open Enrollment Center: Prepare

ADP Professional Services
• Create benefit plans
• Create enrollment profiles
• Other billable features for a fee



Open Enrollment Center: Gather Info



Open Enrollment Center: Gather Info



Open Enrollment Center: Gather Info



Open Enrollment Center: Configure Settings



Returning to Open Enrollment Center



Open Enrollment Center: Confirm Settings



Open Enrollment Center: Monitor Enrollment



Open Enrollment Center: Enter Enrollments



Open Enrollment Center: Conclude OE Period
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Workforce Now:
Significant (OE)
Details
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Workforce Now Significant Details

Benefit Plan Changes

Employee Self Service

Carrier Connections

Reporting

Payroll
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Significant Details:  Benefit Plan Changes

Item Details

Benefits> New Rates Have monthly value

Benefits>Plan Details Have provider, legal plan name, policy
#, eligibility and term rules, deduction
code, etc

Benefits>Copy Plan Will not copy over dependencies  or
enrollments

Benefits>Life Insurance Plans Rates are entered as monthly amount
per $1000

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

Benefits>Delete Plans Do Not! You lose all history
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Significant Details:  Employee Self Service
Item Details

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

Enrollment Profile>Open & Close of
OE Period on ESS

The OE Profile automatically opens at
12:01AM EST on start date and
closes at 11:59PM EST on close date

Enrollment Profile>Reporting on OE
Profile Activity

Standard
Report>Benefits>Enrollment Profile
Activity Report

Enrollment Profile>Hierarchy of
Benefit Profiles

New Hire Profile will appear before
the OE Profile is applicable

Enrollment Profile>New Hire & Life
Event Profiles

Be sure to add any new plans to your
life and new hire profiles as this does
not automatically happen
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Significant Details:  Reporting
Item Details

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

Reports>Employee Enrollments (Std
Report)

This report will identify employee
enrollments on a specific date (can
use future date)

Reports>Employee & Dependent
Enrollments (Std Report)

This report will identify employee
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 enrollments,
dependent listing, and costs

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



27

Significant Details:  Carrier Connections
Item Prep 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
terminations/additions

If you have a carrier connection file contact ADP to
ensure no data flow issues

My Connections>Carrier
Contact Info & Account
Structure

If changes are needed on your carrier connection files
you’ll need to obtain and provide ADP with a contact at
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)
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Significant Details:  Payroll
Item Prep Work

New rate and deduction changes Update in payroll based on the pay period end

Deduction Rules Functionality available to you if modifications
to deduction timing are needed

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

How to review deduction changes Employee Payroll Changes Report
(STD>Personal & Employment)

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

Goals 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
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Resources
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Resources

• Support Center

• The Bridge

• Your Dedicated Client Service Team
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Client Conference

Thank you!


