Life Insurance Fields in Payl

There are three new fields and a new reason code for use on the A.41 screen of the Payl insurance
system. HCA will use these fields to notify MetLife of employee changes in eligibility.

The fields include:

Life Insurance — The Life Insurance field is used to notify MetLife of eligibility or loss of eligibility for life
insurance. Valid entries include “Y” and “N” for employers with the full benefits package and “D” for
Medical Only groups.

Date Eligible to Apply (DT ELIG TO APPLY) — Enter the date the newly eligible employee becomes eligible
to apply for benefits. This is the date that starts the 31-day clock for submitting forms. For example: If an
employee begins employment on 12/16/2016, the date eligible to apply for benefits is 12/16/2016. The
effective date of benefits (when benefits begin) is 1/1/2017.

Enter a date in this field when the reason code is 01 — Newly eligible member.

HCA will send this information to MetLife to use to determine if the employee is timely when submitting
enrollment for optional life insurance.

Date Regained Eligibility (DT REGAIN ELIG) — Enter the day of the month in which the employee
returned to work from LWOP, layoff or within 12 months from between periods of eligibility (quarter/
semester-to-quarter/semester faculty and seasonal employees with a season of less than 9 months). For
example: An employee returns from LWOP on 5/5/2017, the date regain eligibility is 5/5/2017. The
effective date of benefits is 5/1/2017.

A date is required in this field when reason codes 04 — Return from Layoff; 05 — Return from LWOP or 12
— Return to Work Faculty/Seasonal.

HCA will send this information to MetLife to use to determine if the employee is timely in submitting the
enrollment form required when an employee regains eligibility.

The new reason code includes:
12 - Return to Work Faculty/Seasonal — Use this reason code when:

e A quarter/semester-to-quarter/semester faculty returns at 50% or more from between periods
of eligibility. For example: A quarter/semester-to-quarter/semester faculty eligible for benefits
returns for spring quarter after losing eligibility in winter quarter.

e Alessthan 9 month seasonal employee returns for the next season.

Note: Be sure when these employees lose eligibility for benefits a reason code of 50 — Faculty/seasonal
between eligibility is entered on the A.41 screen when terminating benefits.
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Enrollment:

Newly Elgible Employee:

Enter the employee in Pay1l as usual.

When entering information on the A.41 screen, enter the reason code 01 — Newly eligible employee.

1
2
3. Tab through the Life Insurance field. The field will default to a “Y” once you update the record (F10).
4

Tab to the DT ELIG TO APPLY field; enter the date the newly eligible employee is eligible to apply for
benefits. This is the date that starts the 31-day clock for submitting forms. (see explanation and

example on page 1)
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5. Complete the data entry for the A.41 screen. F10 to save the record. The Life Insurance field updates

toa “Y”.
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Medical Only Groups

1.

2
3.
4

Enter the employee in Pay1l as usual.

When entering information on the A.41 screen, enter the reason code 01 — Newly eligible employee.

Tab through the Life Insurance field. The field will default to a “D” once you update the record (F10).

Tab to the DT ELIG TO APPLY field; enter the date the newly eligible employee is eligible to apply for
benefits. This is the date that starts the 31-day clock for submitting forms. (see explanation and

example on page 1)
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5. Complete the data entry for the A.41 screen. F10 to save the record. The Life Insurance field updates

toa “D”.
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Note: This will also default the dental field on the A.44 to “D”.
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Employee Regaining Ehgibility
1. Enter the employee in Payl as usual.

2. When entering information on the A.41 screen, enter the appropriate reason code 04 — Return from
Layoff, 05 — Return from LWOP or 12 — Return to Work Faculty/Seasonal.

3. Tab through the Life Insurance field. The field will default to a “Y” once you update the record (F10).

4. Tab to the DT REGAIN ELIG field; enter the date the employee returned to work in a benefits eligible
position. This is the date that starts the 31-day clock for submitting forms. (see explanation and
example on page 1)
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5. Complete the data entry for the A.41 screen. F10 to save the record. The Life Insurance field updates
toa “Y”.
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Medical Only Groups

1.
2.

Enter the employee in Pay1l as usual.

When entering information on the A.41 screen, enter the appropriate reason code 04 — Return from
Layoff, 05 — Return from LWOP or 12 — Return to Work Faculty/Seasonal.

Tab through the Life Insurance field. The field will default to a “D” once you update the record (F10).

Tab to the DT REGAIN ELIG field; enter the date the employee returned to work in a benefits eligible
position. This is the date that starts the 31-day clock for submitting forms. (see explanation and
example on page 1)

Complete the data entry for the A.41 screen. F10 to save the record. The Life Insurance field updates
toa “D”.

Note: This will also default the dental field on the A.44 to “D”.

Termination

1. Onthe A.41 screen, enter the eligibility code “N”.

2. Enter the effective date of the termination.

3. Tab through the Life Insurance field.

4. Enter the appropriate reason code for termination. See the Reason Code guidance on the Perspay
website Quick Reference Guide page.

5. F10 to save the record. The Life Insurance field updates to an “N”.

Termimation in Error

If you terminate an account in error, you must wait one-day to correct the termination error. To correct
the error and ensure the life insurance is also reinstated:

1.

Reinstate the coverage on the A.41 using Reason Code 01 — Newly Eligible Employee and an
effective date of the first of the month following the end date. (e.g., if the account was termed with
an 11/30/2016 date, reinstate with a 12/1/2016 effective date)

Tab through the life insurance and the DT ELIG TO APPLY fields.
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3. F10to save the record. The Life Insurance field updates to a “Y” and the DT ELIG TO APPLY will
default to the effective date.
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Note: MetLife will receive the termination in the nightly file and the reinstatement in the next night’s file.
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