;ﬁ' WealthCare Administration
System

Employer Enrollment Manager Guide

Enrollment manager is a powerful tool that provides employer users with
increased management and oversight of their enrollment process. In
using this functionality, you can easily populate and import census, em-
ployee demographic, dependent demographic and employee account files
directly into the WealthCare Administration system, ensuring greater con-
trol over the timing and accuracy of your employees’ benefit enrollment.
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Getting started

e OCA must enable enrollment manager for your user profile before you can start using
this feature.

e The enrollment manager menu option is available under the employer menu with
access to two new pages: enrollment summary and enrollment import & results.

Q — £ Admin

/\ WealthCare
= Administration System

E EMPLOYEE
T PROCESSING

#= EMPLOYER

Navigation tiles are available for enrollment summary and enrollment import, as shown
below.

Welcome to Alegeus Wealthcare Administration System

About the WealthCare Administration System Meed Assistance?

These navigation tiles can be assigned from the user options page, which can be ac-
cessed via the my account menu in the upper right corner of any page in the WealthCare
Administration system.
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Links

Available Links: Selected Links
Adjudicate » Add Document Queues
Contribution Import ~ Download Reports
Contribution Manager Employee Interactions
Create Contributions Enrollment Import
Direct Deposit Info “ Remowve  Jenrollment Summary
Employee Home enerate Reimbursements
Employer Documents Submit Claims
Employer Home Transaction History
Employer Interactions [V View Accounts
Employer Users View Reimbursements

If you do not see these options available within the WealthCare Administration system,
contact OCA and request access to enrollment manager.

Enrollment summary page

The enrollment summary page provides the ability to perform participant searches by
status, employer, plan year, benefit plan, and division. The results provided can also be
exported to Excel.

EMPMOYER f Enroliment Manages
Employer Enrollment Manager

Use this tool to retrieve a list of thy In the system and what nts they are currently You will alia
have the ability to eaport st to a €SV file

Nate: The maximum number of employees returned by the system is 2000

Admin |

Emplayer: [R5 1 s i search an

Plan Year: i I

Benefit Plan:

Divislon: | /]

Employee Statuss ] New 5 Active B ive [ ive [

First Name':
Last Name':
Employes 101:
Card Number:

SEM:

piease enter the complete full name OR ONLY the FIRST letter of the name., Search baved upon partisl names grester than ane
letter is not supported.

Search  Cancel

NOTE: If only one participant meets the search criteria, the user is brought to the em-
ployee home page for that participant

Searching by benefit plan

The tool allows you to search for participants in a specific benefit plan as well as refine
your search by the status of the employee or the account. The search defaults to employ-
ees 1n any status and employee accounts status of new, active, or temporarily inactive.
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EMPLOYER / Enrollment Manager
Employer Enrollment Manager

Use this tool o retrieve a list of employees currently in the system and whal accounts they are currently enolled in. You will ale
have the ability to export st to a CSV file

HNite: The maximum number of emplayees returned by the system is 2000

Admin:
[ empioer [Bullworks o]t st | =errm—tey— [ Selecting an employer
exposes option to search
Plan Year: Current by Benefit Plan type and
then employee / account
| Benefit Plan: FSA FSA [1/1/2015-12/31/2015 [12/31/2015]) v B eavus
Division: Al b4
Employee Status: [l Mew b Active [ F ive ] ive ] i
Employes Account Status: ) New B Active [] i e [] i d i
First Name’:
Last Name':
emplayee I
Card Number:

SSN:

*Please enter the complete full name OR ONLY the TIRST letter of the name. Search based upon partial names greater than one
letter is not supported

Search Cancel

Searching by WealthCare HSA plan

If you select a WealthCare HSA plan type in the benefit plan dropdown menu, the ability
to search by the bank account status is enabled, as shown below.

TMPLOYTR { Eiollosent Msnsges

Empl Enroll

Tou will i

e At or
e thr ity s et B o C5 ke

ot 1e ML Sumses GF SmpKeYRES retmed By the FyISem it 20U

| ies ) Scare Al "O

- i ]
Beress an: ANT ANTHIA (3172009 L2/312199 LL2/3L 21990)
O an =
Empoyee Sats: 52 e 58 Active 2 Prermisactive G2 empinastive 58 lerminated
Alatm e T e o hew [ ] Tasmuisstod [ ] fowillomast
[hmx Partnes Bask Account Matut W Aatiew [ mactive 5 Pending || Dormant [ CouwdAccount B Froaes lissasctions [ fraseniiebitn 5] FroamnChecks
T R
Lot Mame
Sl 10,
E—

You can choose to search for one, some, or all of the following bank account statuses:

Active — Account is open, transactions can post.

Inactive — Account is not active, transactions are denied / non-posted.

Pending — Account has not yet been opened, all transactions are denied/non-posted.
Dormant — Account has been inactive for a certain time period, but activity may still
be processed.

Closed account — Account has been closed, all transactions are denied / non-posted.
Frozen transactions — No transactions can be processed to the account.

Frozen debits — Credits to the account can be processed, but all debits are non-posted.
Frozen checks - Transactions other than checks can be processed, but all checks are
non-posted.
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Enrollment summary search results

Results of your search display in the results table below your search criteria. Employee

name, employer, employee ID, card number, dependent indicator, employee status, spouse,
accounts indicator, email address, division, and eligibility / termination dates populate in
the table.

Please select the employee from the link below

Employes
Crowley, Heather
Due, lane
Juseph, loe
Mason, Samuel
Persun, Dema
Personi, NBS
Prive, Chelsie
Stevens, Steve
Testperson, Grace
Treanor, Bif
Waltham, lnseph

Zern, Prrson

Employer n

Demo 123 HCrowley

tardn
AR -XUUK-XNXRX-1019 L]
Demo 123 JDoel23 FOOMK-HHUK-KHNNN-8313 T
Demo 123 | Joseph

Demo 123 333777555

Demo 123 DemoPerson

Demo 123 NBSPersonl

Demo 123 CPrice

Demo 123 SStevens

Demo 123 1 111111111

Demo 123 987654321

Demno 1231 999888333

Demo 1231 123456789

Export to Excvel

MNu Active Ves ematl@email.com 20150101-20151231
Mo New Due, Husband Yeu

Mo New Yes email@email.com

No New Mason, Jeanne No

Mo New Person, Dependent Yes email@email.com

Mo New Yes

No New No chebieprice@alegeus.com
No New Yesu email@emsil.com

No New Yes

No New Yes

No Ne No

No New ¥ rmall@emall.com

12 employees lound.

Note that the spouse column populates only if the dependent has been flagged as a spouse
in the relationship field of the dependent demographics page.

Eligibility Date:
Birth Date:
Relationship: |Spuuse or Common Law Spouse V|

Medicare Eligibility:

Medicare Beneficiary: | None

vi

M

For your convenience, most fields within the results table are hyperlinked to pertinent

pages within the WealthCare Administration system.

Field

Employee

Employer

Card #

Has dependents

Employee status

Spouse

Has accounts

Email address

Division

Eligibility date / termination date
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Hyperlink destination
Employee demographics
Employer homepage

Edit employee card
Dependent demographics
Manage statuses

Edit dependent

Benefit accounts
Employee demographics
Employee HR info

Employee demographics



Exporting the results table to Excel

Click the export to Excel button at the bottom of your results table to open a spreadsheet
containing your results. Card numbers are masked on export.

Step 1. Click the export to Excel button.

Treanor, Biff Demo 123 987654321 No

Waltham, Joseph Demo 123 999888333 No

Zero, Person Demo 123 | 123456789 No
Export to Excel

Step 2: Click open or save when prompted by your internet browser.

Do you want to open or save Employee Search Result - Sep 24 2015.csv (962 bytes) from betawealthcareadmin.com? Open Save |¥ Cancel

Step 3: The exported file opens as an Excel spreadsheet.

A B C D E F G H 1 J K
1 Employee Emplayer 1D Card i Has Dependents Employes Status Spouse Has Accounts Fmall Address Dvision Eligibility Date - Termination Date
2 Crowley Heather Demo 123 HCrowley MOOOCNGOCN-A019 No Active Yes email@email.com 20150101-20151231
3 DoeJanc Demo 123 JDocl23 HKKK- KKK KXKK-8313 No New Doe, Husband Yes
4 Joseph,Joe Demo 123 Jloseph No New Yes email@email.com
5 Mason,Samucl Demo 123 333777555 No New Mason, Jeanne No
& Person,Demo Demo 123 DemoPerson Mo New person, Dependent  ves email@email.com
7 Personl,NBS Demo 123 NBSPersunl No New Yes
8 Price,Chelsie Demo 123 CPrice Mo Mew No chelsie.price@Ealegeus.com
9 Stevens,Steve Demo 123 SStevens No New Yes email@email.com
10 Testperson,Grace Demao 123 111111111 Na New Yes
11 Treanor,Bill Demo 123 987654321 No New Yes
12 waltham loseph  Demo 123 999BRA3I33 No New Nao

13 Zerg,Person Demo 123 123456789 No New Yes email@email.com

Enrollment import & results page

With your access to the enrollment import & results page, you have the ability to import
some or all of the following records: eligibility/census data, employee demographics, depen-
dent demographics, and enrollment into a benefit account.

NOTE: Only those records that are enabled and configured by OCA will appear in the create
a file section.

Example 1: All records are enabled on the import template enabled for employer file
upload.
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EMPLOYER [ Enpllment Manager
Enrollment Import & Results

Admin: Employer: [Buliworks | List Al -‘U

Creats a File £

Whai type of fle should you like o creaie?

Eligibilty [Cenawi Data
Urmgpoyes Demagraghics
Deperdenits

Enanliment inbo a benefit accoant

Example 2: All records except ‘employee account’ are enabled on the import template for em-
ployer file upload.

Craate a File -
What bype of file should you Bke o oreate?

| ERgibility/Census Data
)} Employes Demographics
) Dependents

Enrollment file types available for import

e Census/ eligibility — A census file is primarily used to import data for employees who are eligible to
enroll in a benefit account. Used in conjunction with online enrollment in WealthCare Administra-
tion, this file type provides the ability to lock-down online enrollment only to those individuals who
match a record provided on the census import.

e Employee demographics — This file imports basic information about a participant; including name,
address, email, employee ID, phone number, and more.

e Dependent demographics — Similar to the employee demographics file, this file imports basic depen-
dent information.

e Employee account - This file facilitates enrollment into a benefit account.

Creating enrollment files

Step 1. Under the create a file section, choose the file type that you want to create.
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Create a File
What type of file should you Eke to create?

() Eligibility/Census Data
{® Employee Demographics
To create a starter file format for you,please select from the following:

Include Eligible Employees already in System?

Division: ==All-- e

() Dependents
() Enrellment into a benefit account

Step 2. Some additional options are exposed. As shown above, if you are creating a census or employee
demographics file, you have the option to include or exclude eligible employees already in the system,
and to choose a specific division, if applicable.

NOTE: An employee is considered eligible as long as the status is not terminated or permanently inac-
tive and the termination date (if specified) is after today.

If you are creating a dependent demographics file, you have the same options mentioned above, with an
additional option to include or exclude eligible dependents. Selecting yes includes dependents that are
in the system in a new, active, or temporarily inactive status.

Craate & Fila

Wit by ol Ble chapild o Blos B oreabe !

ety Cevsuri Dl
Ervpbopet Cmbraphics
& Depradenb
To create @ darier Be format Tor youploinie schect from the Sollowing:
Irchude Eligible Employpers ak rady in Jntem Wi o
Dewinicn: AR '\-"]
Irstluse DRgibde Cuepernidents slready i Systemi®" .T!"I- bl

Ersolimeent ints a beracfit scoount
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If you are creating a benefit account enrollment file, you have a number of additional options:

e Plan year — Select all, current, or previous from the drop-down.

Benefit plan — The system defaults to the first in the list.

e Include eligible participants already in the system? Eligible employee is defined as: An em-
ployee or account is considered eligible as long as the status is not terminated or permanently
inactive and the termination date (if specified) is after today.

e Division — Select a division to limit the file created to only employees in a specific division.

e Will you be auto-adding dependents to the accounts? If the employee account import template
has the auto-add dependents feature, this question appears and that field is automatically pop-
ulated with a 1, to auto-add dependents in the system to the account.

e # of additional rows to add (adds data rows to your file) — Use this option to add pre-filled data
into the columns for fields that need to be populated, such as the account type, plan ID, plan
start date, and plan end dates.

Create a File

What type of file thould you like to create 7

ERgikalty/Conaus Dats
Employes Bemographics
Deprndents

= Enrollment into a benefit account

To oreste o starter flle fonmat for you, please select from the followdng:

o Voar [Can- ]

Benefit Flan [F5a - FSA - 1/1/2015 - 12/31/2005
trclucde Flgibile Participants already in syatem?® [res |

Db ...\_.a,u.. |

Wl you b Bubo-sdding dependents to the secounti? | Yes |

5 o additional nows o sdd{adds dats rows to your fike) 100

Step 3. Click create a file.

Step 4. Using Internet Explorer, a browser-based option should appear (if it does not then consult
Internet Explorer online help).

Do you want to open or save Employee Census Import - Sep 15 2015.cv (645 bytes) from ga.wealthcareadmin.com?

Open Save | T Cancel

Step 5. Click open or save. Be sure to save file as comma separated value (CSV) format.

Step 6. After you open the file, it may be populated with employee or dependent records based on
your selections in step 2. If not, only a header is included. You can populate fields for additional
records as needed.
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Step 7. When you are done editing the file, be sure to save it using the CSV format.

Step 8. The header of the file matches the EDI record template you specified and also includes
helpful tips for uniquely formatted fields, such as the following:

Employee ID Birth date Employee social security number

(case sensitive) (yyyymmdd) (no dashes)

Frequently asked questions

Q:
A:

Why are there ‘marks at the beginning of each field on the import files I create?

Due to Excel formatting of fields with leading zeroes and other unique data changes Excel
does to CSV data, the system places an apostrophe before each field. This apostrophe en-
sures a social security number, employee ID, or other fields that begins with a zero do not
lose the zero when manipulated offline and imported. The system automatically strips
out the apostrophe when processing the records.

Why don't I see files in the create a file section of the enrollment import & results page?

OCA must enable each file type for upload before that file type appears. It may be that only
some file types have been enabled and others have not.

Why did my upload fail for the header fields do not match reason?

You will receive the error below if the file layout has been updated in the system since the
last time you created your file. Contact the administrator responsible for the templates or
you can create an up to date file format in the create a file section.

EMPLOYER / Enrollment Manager
Enrollment Import & Results

The header fields do not match what we were expecting to see. Please make sure your first row has the required headers. i you need the right headers, just Create
another file on this page
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