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Employee Services — Benefits |

Product Overview
Benefits | Module offers the following functionality:

e Administrators can create Benefits Providers and Benefit Plans that will
allow employee enrollment that will create or update a scheduled
deduction in PayChoice Online.

e Plans can be modified that will automatically create or update scheduled
deductions in PayChoice Online for all employees enrolled in the modified
plan.

e Reports will provide information on Benefit Plans and Employee
Enrollment..

Benefits | Prerequisites

For a company to use the Benefits | module, they must have access to the
following systems:
1. PayChoice Online
2. Employee Services
3. In order to have access to the Benefits | Module, the user must have:
a. Administrator Access to Employee Services

Accessing Benefits |

There are two points of entry into Benefits | from Employee Services and they
are from the following menu items:

1. Administration — To create Benefit Providers and Benefit Plans

2. Payroll/Benefits — To enroll an employee in an existing Plan.

Before an employee can be enrolled in a Benefit Plan the Provider and Plan
must first be created. To create a Provider and Plan select option 1 above.
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Benefit Provider

When the Benefits Option is selected from the Administration menu a list of
Benefits Providers is displayed. From this page the administrator can do the
following:

e Add a New Benefits Provided
e Edit an Existing Benefits Provider
e Access the Plans available for a particular Benefits Provider
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Creating and Editing Benefit Provider

When you click the Add New or Edit buttons from Company Benefits Provider
page, you will be taken to the Benefits Provider page.
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On this page you can add or edit basic Provider information. Once the
information is complete the changes can be saved by pressing the
Save Changes button

(Future)

A Provider can be De-Activated by pressing the De-Activate button. When a

Provider is De-Activated, the plans associated with that provider are no longer
available for enrollment; however the enrolled employees remain unchanged.
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Benefit Plan

When the Plans button is selected for a Provider list of Benefits Plans available
for that Provider is displayed. From this page the administrator can do the
following:

e Add a New Benefits Plan
¢ Edit an Existing Benefits Plan

Creating and Editing a Benefit Plan

The first step is to select the Report Grouping from the dropdown list.
When a Report Grouping is selected the box on the left will be populated with the
fields available in that grouping.
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