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Making Mid-Year Election Changes

What we will cover:
e Tips on setting up Premium benefits and calendars

e How to make a mid-year election change for:
- Premium benefits: Standard Rates and Override Rates
- Reimbursement benefits: Health FSA’s and DCAP’s

How mid-year election changes affect the annual
election of a Health FSA

Stopping an enroliment; i.e., termination, FMLA, etc.
Restarting an enrollment; i.e., FMLA, Rehires, etc.
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Administering Mid-Year
Election Changes

The administrator must:
e obtain substantiation of reasons for the
change;

e decide whether the election has been
requested in a timely manner and when the
change becomes effective; and

e confirm that plan documents allow for the
change.
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Setting Up a Premium Benefit

If you are not making premium payments, but merely
keeping track of premiums for basic bookkeeping
purposes, you can set up the Benefit Calendar using
the same dates as the Payroll Calendar; i.e., payroll is
twice-monthly (15t and 30t%) so that the contributions
match the premium payments creating a $0 balance.

Enroliment - Lee. Denek

Data Entry I Errollment History

Date Date Last
Start End Cantrib

ni
HDHP 01401/2009 12/31/2003 W 1.246.00 1.245.00
DCAP 01/01/2003 12/31/2003 1.020.00° 1.020.00

Benefit ‘ Election
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Benefit | Rates -
1. Select ‘New’

Benefit - BCBS HDHP

Changing Premium Standard Rates

rates as default

Desaription [ Coverage| Employee [ Emplayer
i E | 5 | D| Pre Tax \ Post Tax | Pre Tax \ Post Tax
entrles, or press L0 #2500 4000 $000  $0.00
Emplayze + Dependent O $20000  §000 000 $0.00
MO to create a Fanily $36000  $000 3000 4000
—

new description
and rate

from the Geneial | Povider | Elghily | Rates
Effective field ot [T x
New kb Do you wank to uss the prvious 1ates &5 defaull ertiss?
2. Press Y
SS _es to Effective Date:  |01/01/2009 : r "
Ver Ha
use the current Lt Covtritution Dste: 03/31/2003

(‘%DAAD
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Changing Premium

. Enter the new Bencit - BCBS HDHP
‘Effectlve Date, General | Piovider | Elighiiy | Rates

Standard Rates (cont’d)

Eenefit Calendar: Im
4. Change the existing | e Fraws =

amounts accordingly [ &=

05/01/2009 [=] ™ Show Employes Overide Column

Last Contribution Date: <None>
or press the Add

D= Ew;'aglj Pre T oy:E tT } P TEmDIIO—y: r tT
e | ax ozt Tax re | ax ozt Tax
Rate bUtton to Employes OO #5000 | $000 000 s000
Employee + Dependent O 525000 | 4000 4000 30.00
create a new Family 540000/ $0.00 $000 s0.00
\,

description and rate | Cetiued ssens |

(s ) Dele
5. Press Save
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Changing Premium
Standard Rates (cont'd)

The new date and corresponding rate will automatically
appear on the employee’s Enrollment screen.

DataEntry] Enrallment History ]

Effective Dates: Benefit Descrniption: MFS5A: Gen Purpose Medical |
Reason For Enmllment Change: |Initial Errollment

a Starting Ending Contrib
ESD Benefit Date Date Ending EE Fre
E HOHF: BCES HOHP 05/01/2009 |12/31/2008 12/31/2009 150.00

(‘%DAAD
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Changing Premium
Standard Rates (cont'd)

If you accidentally delete a rate, close the Benefits screen
to prompt the save message, but do not save your
changes. Press No and then you can go start over.

Benefit - BCBS HDHP XD
General I Provider ] Eligibility ] Rates

Benefit Calendar: IBENEF\T et
Effective: ICunent hd

Last Contribution C
Changes have been made to 'Benefit - BCBS HOHF',
would you like to save the changes?

Descrip
Enplovee | ves | |
Employee + Deg Jemgn e 7o R K
Add Rate Delete Rate
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Changing Premium
Standard Rates (cont'd)

‘Rate Changes Not Allowed’ message will
appear if contributions have already been
posted through the Effective Date.

General ] Pravider ] Eligibility ] Flalesl

Bensfit Calendar:  |EEMEFIT =1
Effective: e -
Effective D ate: IDE;"D1 J2009 :I [T Show Emploves Overide

Last Contribution Date:  03/13/2003 ‘ [Fate Changes Mat Allowed I

| Coverage | Employes [
|E[s|D]| PreTax Post Tax Pr
Ernrdeniza Ml =i 0 nn

Dezcription

) DATALE
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Changing Premium
Standard Rates (cont'd)

contributions

You must rollback

efits
(& Allemployees, single benefit |HDHP

(Corrections folder) e
for th iS be n efit to Rollback contributions to: “

Rallback which cantributions ?

" Rolback all cantibutions, Accrued and Actual.
plan year before

¥ Also ollback non-checkACH payments.

rate(s).

T

t h f' t d f t h & Rolback all Accrued contribution amaunts, but leave any owerride amounts
e I rs ay o e " Rolback all overrides, satting all Actusl values ta their Accrued values

yo u Ca n C h a n g e t h e * Payments assigned to a check or ACH transaction will nat be rolled back.
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3. Enter an
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Changing Premium Override Rates

Enroliment | Data Entry -

. Press the Daat | Crmontiaoy |
Change button Ellectve Dates W

effective date

o |Rate change for premium overide accts

4. Press <OK>
E;‘;ﬂwa [p5/01 /2009 :
5. Press Yes to e
override the
amounts

6. Do NOT change anything other than the rate in
“*CHANGE MODE** and Save.

<D D Va A D
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Changing Premium
Override Rates (cont'd)

Eniollment - Lee. Derek

Enroliment - Premium Benefit [<]

Data Entry Emvoliment History |
Effective Dates: [1./1/2009 Do you want to ovenide the amaunts?
= CHANGE * —
MODE C="2)

- Starting Contib
Benefit Date Ending EE Pre |\EE Post

HDHP: BCES HODHP 05, 100.00/ 0.00
OUTSIDE: Dutside Insurance —
DCAP: Dependent Care Assistance Program | 05/070 /200 /3142003 1273142003
MFSa&: Gen Puipose Medical Reimbursement 05707 /20) 3142009 1273142009

Do NOT change the dates in
*=CHANGE MODE==. Click <Yes> to
the override message, change the

election amount, and <Save>.

4
Change | | Delete Cancel
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Changing Premium
Override Rates (cont'd)

To view the new rate, select the new Effective Date and
the corresponding rate will appear, in dark gray, on the
Enrollment screen as well as on the Benefit, Rates tab.

[rata Entry I Errollment Hizgtory ]

Effective Dates:&
T

" Starting Ending Contrib -
ESD Betmefit Date Date Ending EE Pre
ED HDHP: BCBS HOHP 05/01/2009 12/31/2009 1243142009 1230
r LI P S Tl [a Rl L Ta T T R W i B i Ty TuTyl EEa Rl b iy Tnly Tnl |

<">:)[)AAD
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Changing Premium
Override Rates (cont'd)

To change an override rate on the Rates tab, check the ‘Show
Employee Override Column’ for override rates. Follow the same
steps used to change a standard rate.

Note that the ‘monthly’ rate appears on the Benefit, Rates tab because the
Benefit Calendar is set up a monthly basis.

Benefit - BCBS HDHP
General | Provider | Eligbiity | Rates

B enefit Calendar: IBENEFIT 'I

ffective: |5/-2008 =
fective Date:  [05/01/2009 ¥ Show Emplopes Overide Colurnn

Last Contibution Date: 044302003 I Monthly Premium Rate '
[Coverage| %\ plovee
Ermployes | Description [ESiDl PeMas | PostTas |
L. | Employes [} $150.00 $0.00
|....| Employes + Dependsnt [} $250.00 $0.00
Famil $400.00 $0.00
$0.00
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Tips on Setting Up Benefit Rates

Common Scenario: Premiums are paid once a month,
but the employees are paid twice a month. To calculate
the per pay period election, divide the new annual
premium by the remaining number of pay periods.

Example: Effective May 1 through December 31
Employee A’s monthly premium goes up from $200 to
$246. He gets paid on the 15" and 30" of each month.
To calculate his new per pay period contribution, take
the new monthly premium of $246 and multiply that by
the remaining 8 months in the plan year. Divide that
amount of $1,968 by the remaining 16 pay periods and
his new contribution is $123 (per pay period).

< [ DVa AN R

c(l\>3 EMPLOYEE BENEFIT SYSTEMS, INC.
Changing Rates for Reimbursement
(Health FSA & DCAP) Benefits

Enroliment | Data Entry -
1. Press the

change button Dats Entry I Envoliment Histary |

E

4. Press <OK>
ifance Program

I
5. Only change the e Lo s o772 T2
MF54: Gen Purpose Medical Reimbursement  01/01/2003 12/31/2009 12/31/2003

OTCEF: Uependent Lare &

Effective Mstae: im0 Banaf it Noonrinkinan: HAHD- CBS HDHP
2. Select a Reason - rererr—
3. Enter an Reason IDapandenl Change, Gain |
Effective Date [0 B, P [

election amount ! —
in **CHANGE Delete

MODE**
6. Press Save
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Changing Rates for
Reimbursement Benefits (cont’d)

The system will calculate the new Annual Election based
on the new contribution and remaining number of pay

periods.

Enroliment - Fukudome. Kosuke

DataEnty | Envollment History |

Effective Dates: ggg %%ﬁg?

ESD Benefit Starting Ending Contrib
Date Dale q

m
=
=8
3

HS&: HEA

) DATALE
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How a Mid-Year Election Change Affects the
Annual Coverage Limit of a Health FSA

The FlexPlus System uses the ‘Blended Approach’ where
the initial election and the changed election are “merged”
for the coverage period.

Enrollment - Fukudome. Kosuke

Data Entry I Enrollment History

1.200.00f 0101
In this example, the maximum reimbursement of claims
incurred up through 3/31/09 would be $1,200 with an
annual reimbursement up to $2,100.

(c) 2009 DATAIR 9
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Blended Approach

Example: Mary participates in a calendar-year plan. She
elects $2,400 of coverage for the plan with a $200
monthly premium. After three months, Mary changed her
monthly premium to $100. Using the Blended Approach,
Mary would have $2,400 of coverage for the first three
months and $1,500 of coverage for the last nine months
($1,500 = $600 of premiums for the first three months +
$900 of premiums for the last nine months). So if Mary
incurred claims of $900 in January and $800 in June,
she would be reimbursed $900 for the January claim,
but only $600 for the June claim ($600 = $1,500
maximum, less $900 already paid out).
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How Mid-Year Election Changes Affect a
Participant’s Annual Coverage Limit of a DCAP

DCAP Benefit: Unlike Health FSAs, no uniform
coverage rule applies to the Dependent Care
Assistance Program (DCAP) benefit; therefore,
the amount of reimbursement available to a
participant is limited to the amount previously
contributed by them, less any amounts
reimbursed.

(c) 2009 DATAIR 10
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Termination, FMLA, Loss
of Eligibility, etc.

Enrollment | Data Entry:

Stopping an Enrollment

A A B

EMPLOYEE BENEFIT SYSTEMS, INC.

Enroliment - Debit, Joan (234-21-2456)

Datanty | Evoliment History |
Effective Dates:
Enrollment Change x|

Reasor: | ICTRERNG] 2

1. Press Change button BRI
E INDPREMIUM: O

2. Select a Reason 5 i —
3. Enter an Effective Date —
4. Press <OK> N
5. CheCk the 5Cance|: box Data Ertry ] Enrollment History |

in **CHANGE MODE** 1" @

**CHAMNGE *=*

6. Press Save MODE

D&NEEL| ESD Benefit

Starting Ending Contib
Date Date Ending

HDHP: BCBS HDHP

Do NOT change any
dates in **CHANGE

HS&: HSA

MODE**! Chenge | Delete || Cancel

A D

< [ DVa
s’

Enroliment - Ach, Carlos (333-33-3333)

Data Entry Enrallment Histary I

Effective Dates: [1/1/2009

EMPLOYEE BENEFIT SYSTEMS, INC.

Changing a participant’s election to $0 due to loss of eligibility;
i.e., termination, FMLA, etc. is NOT the proper way to stop
enrollment. Doing so changes their annual election to match their
contributions made YTD which violates the uniform coverage rule.

gimbursement | 0

n Purpo:

ESD ‘ Benet ‘ Bl ‘ Enfwy | Crif ‘ EE Pre ‘ EEFust| ERPie | ER Post ‘ Calendar | Aol
Date Date Ending Election
E HDHP: BCBS HOHP 01/01/2009 12/31/2009 12/31/2009 62.50 0.00 0.00 0.00 2MONTH
OUTSIDE: Outside Insurance
DCAP: Dependent Care Assistance Program 010142009 12/31/2009 12/31/2009 (.00 0.00 0.00 0.00 2MONTH ~Z 20008
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Uniform Coverage Rule

Under the “uniform coverage” rule, if an
employee elects the maximum amount of
health FSA coverage and incurs a claim for that
amount in the first month of the plan year, the
employer must pay the claim even though
almost no salary reductions will have been
made. Some employers choose to minimize
their risk by limiting the maximum amount of
coverage that can be elected.

%
S
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Restarting an Enroliment

Scenario: Employee is rehired and rejoins the plan with new election

Enrollment screen: Press <Change>, select the Reason, enter the effective
date and press <OK>. The Starting, Ending and Contrib Ending Dates will be
blank. Enter the date of their return in the ‘Starting Date’ field, tab over and
the system will populate the Ending and Contribution Ending Dates. Enter

their new election amount and hit <Save>.
Enroliment - Ach, Carlos (333-33-3333)

DataEnty | Envolment History |

Effective Dates: [1/1/2007
** CHARNGE **
MODE

D‘-\NEEL‘ ESD | Eenefit EE Fre |

O E HDHP- BCBS HOHP 07/01/2003 12/31/2009 12/31/2009 6250
OUTSIDE: Outside |

Starting Ending Cantrib
Date Date Ending

A0
75.00

1/2009
3172003

& Program | 07/01/,

(;a-_\;e\}thangel Deletel Cancel

May 28, 2009

12



Making Mid-Year Election Changes May 28, 2009

R DATALE
3

EMPLOYEE BENEFIT SYSTEMS, INC.

Restarting an Enroliment (cont'd)

Their Enrollment History will display the first period of coverage
(1/1 - 4/30), their break in service (May-June), and their second
period of coverage (7/1 - 12/31) with the new annual election.

Enrollment - Ach, Carlos [333-33-3333)
[rata Entry ] E nrollment Histom

_— . . Date [Date Last EEF
N Bemell | Hesion Start End Cotitrib mr
HOHP /A0 /2009 12/31/2009 375.00
DCAP m/01/2009 12/31,/2009 E00.00
=

070142009 12/31,/,2009

%
S
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Balance Appears on Premium Account

Problem: Account Balance Report shows a
balance for a premium account and the
contributions do not reconcile with payroll.

Anrizl Begin - ----- Caontributions -—— - Claimg - fceount '\ Effective
Emplovee Election Balance Employee Employer Received  Approved  Denied  Payments | Balance | Balance

Debit, Joan 0.00 960.00 0.00 50.00 0.00 50.00 £00.00 360.00 | 1,840.00
DCAR 1,400.00 non 48000 non non 0.00 0.00 0.00 430,00 ) 1,400.00
IMCPREMILIM non 000 non non 0.00

0.00 60000\ 40000/ 40000
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Balance Appears on Premium Account (cont'd)

Solution:

1. Run a Transaction Activity Report to match the participant’s
contributions with payments;

2. Checkbook folder: Locate the check containing the wrong
payment and void it using the <Void> button;

3. Corrections folder: Rollback contributions for that benefit or
employee;
Enroliment folder: Change the election accordingly; and

Pay Claims folder: Repost contributions and repay
premiums.

A A =
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