
 

       
          

     

HAWAII EMPLOYER-UNION HEALTH BENEFITS TRUST FUND 

EMPLOYER PORTAL TRAINING 

EUTF Ariel BAS Basics 

NOTICE OF CONFIDENTIALITY 
This document contains confidentiality information or details of proprietary processes or systems developed by our firm. 
Therefore, we respectfully request that the contents be held in strict confidence and not be shared with any third parties 
without our written permission.  The contents of this document are protected by copyright. 
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Surch... Q. 

D Biling 
Advanced Fil ters .. H&WReports 

•.:. Add Participant 

Employee= 

SSl'. :: (9digitsorWl£.t) 

Employer 

WorkSta~sCode 

Search Dependents 

O.,~arch 

Search Dependents 

a_ Search 

Cl r 
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2 - Basic Functionality - Search Member 

The Participant Search menu allows you to search for employees and their dependents. 

You have the option to use the Advanced Filters fields to search specific employees or dependents. 
These fields are: 

 First Name 
 Last Name 
 Employee# (HB #) 
 SSN# (9 digits or last 4) 
 Employer 
 Work Status Code 

If you move the toggle switch to the right, you enable the Search Dependents option and your search 
criteria will be based on Dependents only. 
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0 EUTF 

A Home Search Member 

• • 0. Participant Search 

1:1 My Organization 
Sea rch ... 

D Billing 
Advanced Filters 

.... 
H&W Reports •• 

=irn Na e 
+ O 
-= Add Participant 

:: m loyee,± 

SSN# (9 digits or las: ) 

Employer 

Wo·k Stacus Co de 

Search Dependents 

0.. Search 

Clear I\ 

2.1. Search for an Employee 
Click on Participant Search from the left menu then the Search Member panel displays. 

If the search matches to more than one employee, a list displays and you can select the correct employee 
from the search results. You may use a combination of partial or complete data in multiple fields. For 
example, using HB #, First and/or Last Name would reduce the number of results returned. 

The best results are achieved when using a unique identifier, such as the HB #. 

1 Type the employee’s HB # in the field called Employee # and click the Search button. Only use 
the employee’s HB # in this field. Using another type of employee number in this field will not return results. 
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Search Member 

search... Q. Name 

Advanced FIiters 
Dependent 

T Status 

.Eligible 
Dependent 

T 

(!.) e e1oc1ebat1Jand 'V 

T SINISSN T EmplO'fer T Sex.Relation Birth Date 

Female Spouse 

2 -The employee’s name displays to the right of the Search Member panel. 
3 -To access the employee’s data, click the silhouette icon to the left of the employee’s 
name. 

MICKEY MOUSE 

MINNIE MOUSE 

12345 123456789 

987654321 May 1, 1990 

4 - The employee’s Participant Profile screen displays. For more information about Participant Profile, 
refer to the section 3 - Exploring the Participant Profile. 
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Search Mem ber 

s,arm Q. 

~ 
.:. ... 

Advamed Filters 
o,~nt 

"''"'" - .:. ... 
LastNdfl1' !l1J)ll'ldent 

.:. ... 
Employtt r 

OtJ)lr'ldtnl 

SSt,1 ('ldl~•ts Of Issi Jj .:. ... 
Employer 

.,.,.,,_ 
Olj)Mdlnl 

WOfkSt.:nusCooe 
.:. ... 

Search Dependenls ♦ D1~ent 

·IH Olptf'l(ltm 

Cll'ar Dtpencent 

()EUTF 

:. MyWork 

!a. Participant Search 

Ila Organization Search 

0 EUTF 

... MyWork 

.:Q. Participant Search 

!a Organization Search 

T T - JI 
• El ,, ,tJ.'1 

O.p11'KH'n1 Dependent ♦ DIANE 

• =!!n1 .:. '-... 

-+ I Dependent I ♦ DIANE 
• ~~~,:_nl 

"'"' • '-... 
• :4p!!n1 -

Eri ,b1 
• O.pendln1 Dependent ♦ DIANE 
Rtllrtei 

~ ·, ,111e • '-... • 0.pendenl -
- =~!n1 

~ , ·111e 
• o.pendent 

,& DIAN E _ __ _ X 

I Search Member 

steve 

• 

_g_ DIANE - --~ ~ .g_ STEVEN X .. 

Participant Profile 

STEVEN 

~ Search Tools 

Participant Summary Profile C 

2.2. Search for a Dependent 
In the previous example, the search used the HB #, with the Search Dependents option disabled. The result 
displayed the employee possessing that number, with the name of that employee’s documented dependent. 

In the example below, the First Name criteria has been entered, and Search Dependents enabled. 
The search results include dependent names that fit the search criteria, along with the employee that the 
dependent is associated with. 

2.3. Search for Multiple Employees 
To search for and open multiple employee profiles at the same time: 

1 - Open a employee’s profile by repeating the steps from the section 2.1 - Search for an Employee. 

2 - Without closing the first selected profile, click on the Participant Search option from the left menu. 

3 - The Search Member screen displays, but employee’s profile tab from the previous search remains at 

the top of the screen. 

4 - Follow the same process to open another employee’s profile. 
5 - Note that both employee profile tabs are displayed at the top of 
the screen. The maximum number of tabs that can be open is 5. 

6 - Click on either employee profile tabs to switch from one profile to the 
other. 
7 - Click on the X on the tab to close a profile. The other profile remains open. 5 



 

   
         

       

             

 

 

 

   

 

 

 

  

 

Participant Profile 

Q. Search Tools 

Participant Summary 

Participant Information 

Employment Information 

Medicare Information 

Coverage 

Enrollment History 

Participant Workflow 

Communications 

Log History 

Billing 

COBRA 

QMCSO 

X 

« 

Profile C 

SSN 

Gender 

Female 

Dare of Birth fa1?e) 

~ Go to Participant Profi le 

Dependents C 

Relationship: Former Spouse 

Relattonsh1p: Child 

DOB, 

~ Go to Dependents 

Coverage C 

Medical 

Plan 

EUTF PPO HMSA Medical (80/20) 
w/Chiro 

Opt1onffier 

Self 

Prescription Drug 

Plan 

EUTF PPO Prescription Drug 

(80/2D) - 0/5 

Option/Tier 

Self 

Dental 

Plan 

EUTF Dental 

Optionffier 

Self 

Vision 

Plan 

EUTF Vision 

Optionffier 

Self 

Life Insurance 

~ Go to Coverage 

Finance C 

Last Payment 

Date: Ja n 1, 2022 

Amounc S151 .54 

Last Adjustment 

Date: Mar 13, 2022 

Amount: 5303.08 

~ Go to Finance 

Alerts C 

No Items to display 

~ Create an Alert 

Required Documents C 

No items to display 

~ Go to Requtred Documents 

MARK EXAMPLE

3 - Exploring the Employee's Profile 
The Participant Profile screen (also identified on the left menu as Participant Summary) is the landing 
screen for an employee and displays snapshots of his/her information on file, including sections for 
Personal Information, Dependents, Coverage, Enrollment History, Finance, and Documents. 

To open a snapshot window’s display, click on the link at the bottom of each snapshot window. 

JANE EXAMPLE 

JANE EXAMPLE 

123456789 

February 1, 1972 

ROBERT EXAMPLE 

May 1, 1975 

MARK EXAMPLE 

May 3, 1997 
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3.1. Participant Summary 
3.1.1. Profile Screen 

The Profile Screen displays Basic, Additional Information and Field History for the elected 

employee. 1- Click the Go to Participant Profile link. 

123456789 

Feb 1, 1972 (50) 

 

   
  

          

    

       

 

 

 

 

 
   

  
 

 
 

Q. SearcriTool s 

Partic;ipantSummary 

Participant Information 

Dependents 

SecurityProfi e 

Employment Information 

lsledicarl! lnformation 

Covl!'rage 

Enrollment History 

LogHistory 

8 ,lling 

COBRA 

QMCSO 

I ""'"""''"'"""""" 
N"'J:~tl!umel.-,eorselKtdate: < 12/05/2016 

bifelnsyroncePoidAmount 

P,;rmanentD•ablrs;llnd•cato• 

Feld History.: 

I 

Profile C 

ss 

Gender 

Female 

Dare: of Birm (ageJ 

.... Go to Participant Profile 

ti > 

RetreeMedc.;•elRMAA/Ngn·swnda•d 
Remburn:mentAmount 

ERSPs;nsiqnlndi@tor 

~11Cn 'drens1udentFag 

NpnP4yml!_mlndiCOiO' 
EG 

SRPuseMedicarelRMAAJNgn;st.md,:ird 
R;,mbyrumentAmqynt 

L•f,;lnsyronceG•oUli! 

~ 
N 

ljf,;ln;yranceCove•agiliA.,;: 

'-'ed qir ,; P,'ft B DOA Aud t 

Empl<:,yeelD: 

mz::111 

-

L•fi;lnsyranc,;(lo ,mNµmbe• 

M,;dicarePtBDDAAyditReason 

7 

2- The system will display the Personal Information screen. 

JANE EXAMPLE 

EXAMPLE February 1, 1972 
T Single 
JANE 50 Years, 2 Months 

123456789 

123 
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Bask Information 

S.hnauon: 

lest Name: 

Middle Name: 

flrstName: 

Suffoc 

Addttional lnfoml&tlon 

Nav11ateumeltneorselectdate: < 07/01/2003 l!:.'J 

ure Insurance Pajd Amount 

Permanent P1sab!ed Indicator 

Preferred t aoguage. 

Beuree Medicare IRMAA/Non·standard 
Reimbursement Amount 

ERS Pension 1od1ca1or 

~ng Children Student Flag 

~ ~ 

Gender. female 

Date of Birth: 

$oouse Medicare IRMAA/Non-standard 
Reimbursement Amount 

Llfe Insurance Grou12 

Eam•ly Unk forfeiture 

EG Ju11,2003 

Field History. Non Payment Indicator ~ 

Vi11lue : Effttuve D11tev EnuyDate : 

EG Ju11.2003 Jul 1,2003 

SSN; 

EmployttlD: 

Mantal Status: 

p1sabled 1nd1cator 
N 

Ufe Insurance coveras~ 

Me:d•care ran B QQA Audit 

Jul 1, 2003 

Source: 

Iemoorary Qisabled 

Life Insurance Claim Number 

Med1rare Pl B PDA Audit ReasOQ 

(Pro<eSS'.·,User.·) 

If data displays under a link, click on that link to display its recent updates in the Field History section. 

123456789 
EXAMPLE February 1, 1972 123 
T Single 

JANE 50 Years, 2 Months 
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Dependents C I 

Re t10nsh,0 Former Spouse 

DOB· 

Rel uonshlo. Child 

DOB: 

.... Go to Dependents 

I 

3.1.2. Dependents Screen 
The employee’s dependent information is available for 

display. 1- Click the Go to Dependents Link. 

ROBERT EXAMPLE 

May 1, 1975 

MARK EXAMPLE 

May 3, 1997 
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The list of dependents displays. 

ROBERT EXAMPLE 

MARK EXAMPLE 

05/01/1975 

05/03/1997 

 

     

            

         

         

 

 

 

 

   

 

 

 

 

 

 

 

 

Relationship 

FomwrOorra!mcPanrier Er.gibTe Dependent 06/30/2019 

Child 06/30/2019 "° 
Show inactive dependents: ~ 

~ •me 
Relationship DOB .,.. Status Status Effective Date Enrolled 

Child lnelrgible Dependen;: 02/01/2022 No 

Show inactive dependents: ~ 

! 

Dependent Information I Contact Coverage I+-
Basic Information 

last Name: Gender: ~ SSN: 

Middle Name: Date of Birth: ( Also Employee: 

First Name: Date of Death: 

Suffix: Age: 

' -Additional Information Ill 
Dependent Short Term Dlsabllty Dependent Relationship History Short Term Disabled Dependent Dependent Status History Dependent Disabled Indicator 
End Date Child Jun 30, 2019 Flag Ineligible Dependent Feb 1, 2022 No Jun 30, 2019 

No Jun 30, 2019 

Dependent Student Status 
No Nov1 , 2017 

Fleld History: 

2- (If more than one dependent displays) click a dependent’s name to display the details. 
The Dependent Information shows. 

3- Click the Contact link to display the dependent’s contact information. 

4- Click the Coverage link to display the dependent’s coverage information 

MARK EXAMPLE 05/03/1997 

MARK EXAMPLE 

123456789 

25 Years, 1 Month 

EXAMPLE 

T 

Male 

May 3, 1997 

MARK 
Important 
Note: The 
Edit option 
is for 
EUTF staff 
only and 
should not 
be used 
by 
employers. 

10 



 

   
         

   

     
          

Current History 

Employee Set ActiVe 

Medica l 

Alert Org ld Plan 

EUTF PPO HMSA Medical (80/20) w/ Chiro 

Prescript ion Drug 

Alert. Org ld Plan 

EUTF PPO Prescription Drug (80/20) • CVS 

Dental 

Alert. Org ld Plan 

EUTFDf'nta l 

Vision 

Alert. Org ld Plan 

EUTF Vision 

Li fe Insurance 

Coverage C 

Medical 

Plar 

ElJTF PPO HMSA Medical (80/20) 

w/Chlro 

OptlonlT·er 

Self 

Prescription Drug 

Plar 
EUTF PPO Prescription Drug 
(80/20) - CVS 

Opnon/T,er 

Self 

Dental 

Plar 

EUTFDental 

Opnon/Ter 

Self 

Vision 

Plal' 

EUTF Vis1on 

OptionlT er 

Self 

Life Insurance 

-+ Go to Coverage 

Option/Tier Elected Volume Approved Volume Event(Effective Oate) Coverage Start Date 

Self ~ (02/01/2022) 10/01/2014 

Option/Tier Elected Volume Approved Volume Eve nt(Effective 0 11te) Coverage Start Date 

~ (02/01/2022) 07/01/2017 

Option/Tier Elected Volume Approved Volume Eve nt(Effective 0 11te) Coverage Start Date 

~ (02/01/2022) 11/01/2017 

Option/Tier Elected Volume Approved Volume Eve nt(Effective 0 11te) Coverage Start Date 

~ (02/01/2022) 11/01/2017 

-----------I (r Update Coverage I 

Coverage End Date Total Premium EECm;t ER Cost 

$277.77 S11 1.11 S166.66 

Coverage End Date Total Premium EECm;t ER Cost 

$79.55 S31.82 S47.73 

Coverage End Date Total Premium EECm;t ER Cost 

$18.45 S7.38 S11.07 

Coverage End Date Total Premium EECm;t ER Cost 

S3.07 Sl.23 S1.84 

3.1.3. Coverage Screen 
The employee’s current and historical coverage information is available for 

display. 1- Click the Go to Coverage link. 

2- T he employee’s current coverage data displays. 
3- Scroll down the screen to review all employee and dependent coverage 

information. 

11 



 

   
    

Current [::]+-
@ complete History O Specific0ate 

Medical 

Alert Plan Option/Tier Elected Volume Approved Volume Dependents Evem{EffectlveDate) Coverage Start Date Coverage End Date Total Premium EECost ER Cost 

EUTF FPO HMSA Medical (B0/20) w/ Ch1ro Self ~(02/01/2022) 02/01/2022 S277.n $111.11 S166.66 

EUTF FPO HMSA Medical (80/20) w/ Chlro Self ~ (06/30/2019) 06/30/2019 01/31/2022 so.oo $0.00 so.oo 

Prescription Drug 

Alert Plan 0ptionffier Elected Volume Approved Volume Dependents Event{Effective0ate) Coverage Start Date Coverage End Date Total Premium EE Cost ER Cost 

EUTF FPO Prescription Drug (80/20) - CVS Self ~(02/01/2022) 02/01/2022 S79.55 S.31.82 S47.73 

EUTF FPO Prescnption Drug (80/20) - CVS Self ~(06/30/2019) 06/30/2019 01/31/2022 S0.00 S0.00 S0.00 

Dental 

Alert Plan Option/Tier Elected Volume Approved Volume Dependents Evem{Effective0ate) Coverage Start Date Coverage End Date Total Premium EECost ER Cost 

EUTF0ental Self ~ (02/01/2022) 02/0112022 S18.45 S7.38 Sll.07 

EUTF0ental Self ~ (06/30/2019) 06/30/2019 01/31/2022 S0.00 S0.00 S0.00 

Vision 

Alert Plan Option/Tier Elected Volume Approved Volume Dependents Event{Effective0ate) Coverage Start Date Coverage End Date Total Premium EE Cost ER Cost 

4- Click the History link. 
5- The employee’s complete coverage history 

shows. 
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Home Transactions 

Gr□up/Entny 

Active Employees I 

Latest Activity 

Last Payment 

LastAdjust em 

Invoice Preferences 

Exclude Frnm Invoicing 

Receive Statemert 

Statement Dis-play Salary 

Statement Employee Grouping 

Statement Sort 

Finance C 

last Payment 

Date.: Jan 1, 2022 

Amount: $ 151.54 

Last Adjustmen.t 

Date: Mar 13, 2022 

Amount S303,08 

.... Go co Rnance 

Payments Adjustments ACH 

Date 

01/01/2022 

03/13/2022 

.,, 

Payment Plans 

$151.54 

$303.08 

V 

3.1.4. Finance Screen 
The Finance link displays the employee’s Billing screen, same as using the Billing link from the left 

menu. 1- Click the Go to Finance link. 
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Requ ired Documents 

,.,._._""-'"_'""_·_··_· _______ ·_J.....__ ,- W.'"'9 Com ... ..., - .......---

RequltMI 
Document 

Required Documents 

nber'.;tc.ti..~(2) 

fJ Vlaltma; 

PJ torrpletec 

D G ncelle:1 

0 Fxpir l"d 

T Process . Evem 

Enrollment ➔ &rth 

Required Do,cuments C 

Bfrth Certificate 

Create dace.. Apr 1, 2022 

Due on: May 16, 2022 

Srarns: Waiting 

Evenc: Birth 

.... Go to Required Documents 

T T Status Status oat! 

Apr 1, 2022 

T T St.Xus 

Waitin~ :f\pr 1, 2022 

C 

T creat!d on T Ou, By ! T 

Af'( 1. 2022 M.iy 16, 2022 

C 

T Creat~ Cn T Due E.y ,&. T 

.",pr1, 2022 ~<?I\' 15, 2022 

3.1.5. Required Document Screen 
The Required Documents screen allows the employer to view required documents (e.g.: birth 
certificates, marriage licenses, divorce decrees), and their submission status as it relates to an 
employee for the completion of enrollment in plans. 

1 - Click the Go to Required Forms link. 

2 -The Required Documents screen displays with the documents with the Waiting and Completed 
status. 

3 - You have the possibility to filter these documents based on their status (Waiting, Completed, 
Canceled, Expired). To do so, click on the drop-down arrow to display the filter list. 
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0 
,c, 

Participant Profile 

Q. Search Tools 

Participant Summary 

Participant Information 

,I 

+ Personal Informa t ion 

0 
,c, 

Contact 

Dependents 

Security Profi le 

Participant Profile 

Q.. search Tools 

PartIc1pant Summary 

X 

V 

X 

Participant Information v 

Personal Info rmation 

Contact -+-
Dependents 

Security Profile 

3.2. Participant Information 
Another way to view more information in the Participant Profile is to use the Participant Information 
option on the left menu. 

1- Click on Participant Information on the left menu. 

2- The menu expands to reveal four subcategories: personal information, contact, dependents, security 
profile. 

3- Click on Personal Information. The screen displays the same data as the Profile option (refer to the 
section 3.1.1 - Profile Screen) 

JANE EXAMPLE 

JANE EXAMPLE 

4- Click on Contact. 

JANE EXAMPLE 

JANE EXAMPLE 
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Comml#'llcatlon O.ltvery Preferences 

DelweryType 

Moa 

Address 

Preferred Address Type 

E<nall 

Phone 

Preferred Phone Type 

EffecuveO,tte Address 1 

01/01/2001 

StM"tDate 

09117/2009 

Address2 State ZIP Code Country Acuon 

a 

"'lo tems. to dtSplay 

N1,.1mber Aalon 

0 

X 

Participant Profile 

Q. Search Tools 

Participant Summary 

Participant Information v 

Personal Information 

Contact 

Dependents +-
Security Profile 

5- The screen displays the same data as the View Summary option (refer to the section 3.1.1 - Profile 
Screen) 

123 MAIN STREET HONOLULU HI 

(808) 587-0000 

96813 US 

6- Click on Dependents. 
7- The screen displays the data as the Dependents (refer to the section 3.1.2 - Dependents Screen) 

JANE EXAMPLE 

JANE EXAMPLE 
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Account Detai ls Secur"ty ogs 

0 
-= 

Participant Profile 

Q_ Search Tools 

Participant summary 

X 

Participant Information v 

Personal Informat ion 

Contact 

Dependents 

Security Profile +-

Par1icipan Details Password Details 

.:. Partidpant ID's 

Benefi ts O l ine 

SBC (ElJTF) 

Srntus 

0 C.: nlogin 

i:::i Email 

Two Factor Authen tica tion 

Two !=actor Slatus 

Disab led f'or t his client 

Two Factor Code Delivery Channels 

Not availab le 

Frozen for 

O Minutes 

l og-in ID NumDer 

Account Status 

Open - e,an acceS'S any w ebs,ite or mobile app, 

Password Sta cu s 

Syst em assigned - formula-based password 

l ost Successfu I Log In 

N ot available 

Password Recovery Yla Ch.a llenge Questfon - Starns 

Unavail able - answers , o questions have not been provided 

Password Recovery via Email Starns 

Available for password r ecovery 

8- Click on Security Profile. 

JANE EXAMPLE 

JANE EXAMPLE 

9- The screen displays the data related to the employee's security account. 
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3.3. Employment Information 
The Employment Information option provides details about a employee’s employment history, 
employment details, and history for each field. 

1- Click Employment Information on the left menu. 

JANE EXAMPLE 

JANE EXAMPLE 

 

   
   

  

     

   
             

            

      
                

 

 X 

Participant Profile 

Q_ Search Tools 

Participant Summary 

Participant Information > 

Employment Information +-

Employment History 

Company Company ID Stan Date End Date Status 

I State ofHawa I +- STATE Oct 12. 2017 A 

3.3.1. Employment History 
The Employment History section lists the employer and the dates the employee was employed. Each 
employment is listed on a separate line. 

Information in this section includes Company, Company ID, Start Date, End Date, and Status. 

1- The Employment History and Details screen displays. 
2- Click on a name in the Company column to select it and view the Employment Details below. 
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Employment Oetalls: State of Hawaii ~ 

Navigate 1lmell ne orselea date: < 1011 2/20 17 ~ 

fltllif\g LOCdUoO Status 

Kaiser Wellness Awards 

=mv~ 
Kona Community Hospltal Oct12,2017 

IW8illlllll8.llnll 
13 Oct 12, 2017 

ailling Location status Level 2 OtPartment code 
A Oct 12, 2011 H 

secur1~ L~el s 
NAS 

~ 
13 

Oct 12, 2017 

fill~ 
06 

liYl!rll..Ema!l 

= Oct 12, 2017 HGEA 

fm!llgy.menUy~ 
Oct 12. 2011 Active 

Oct 12, 2017 

Oct 12, 2017 

Bettceroent Pate 

= Active 

rerm1 □at100 Reason 

EUTf Action Code 
Oct 12. 2011 New Hire 

=mY.lliill 
HHSC 

i,gCWIWll 
Oct 12, 2017 Active-PCP Plan 

~ 

=Q.Jl& ERS Ptsabllity Tyoe EBS Membersh!R.Dm Months Of service Years Of secvlce 

Wamml PISl[lb:111100 (!:Kie Wllills..L=ll20 
136 Oct 12. 2017 Kona Hosphal 

Employment Detalls: State of Hawaii 

Navigate tlmeline or select da1e: ( 10/12/2017 ~ 

October2017 
.a.tllJ..og LQC"JIQQ S:lati.is 

Suo Moo Tu, Wod Thu Fri '" 
~ 

~Qiser Welln~s Aw1uds 12 

• .o ,, 
Srul!:l!Y~ ,. ~ ,. 25 ,. 27 28 
Kona Community Hospital On .. 
.flar81l!Il!n8J.Loil 
13 On 

== 
I -od I Clear I -

Waregnt P!stcib:u110□ CQde W11!1ls..L=ll20 
136 Oet 12,2017 Kona Hospital 

Field History: Bllllng Location Site 

Value :; Effective Date v 

01 Oct 12, 2017 

Wllills== 
Oct 12, 2017 State of Hawatl 

cl ~Ra!lme□t CQde 
Oct 12, 2017 H 

fiYIOJI..IWnf 
06 

:.wk.fm'11 
Oct12,2017 

= Oct12,2017 HGEA 

EBS Membersh1~ 

Wllills== 
Oct12,2017 State of Hawa ii 

Kaiser Out-of.Slate Monthly~ 
Oct 12, 2017 

fm!llgy.llllli.IY~ 
Oct 12, 2017 Active 

Oct 12, 2017 

Oct 12, 2017 

Oct 12, 2017 

Entry Date :; 

Oct12,2017 

Bet1rement Pate 

= Active 

Jerm1oat1on Reason 

MQoths Of service 

Ka1ser OYl·0[-S:tate MQ0thly QIJ: 

EVIE ActlQ0 Code 
0cc12,2011 NewHlre 

llilill!Y.lliill 
HHSC 

hSc«m.e.n.t 
Oct 12, 2017 Active-PCP Plan 

Years Of S:ernce 

Source :; 

( Process: ,User:-) 

Oct12,2017 

Oct 12. 2017 

Oct12,2017 

Oct 12,2017 

Oct 12,2017 

Oct 12,2017 

3.3.2. Employment Details 
The Employment Details section displays status for a selected Employment. 

Fields include Billing Location Site, Union Name, EUTF Action Code, Bargaining Unit, Billing Location, 
and Employment Type Code 

1- To view the employment details for a specific date, click the calendar icon in the Navigate timeline or 
select date field, and select the specific date. 

3.3.3. Field History 
The Field History section displays historical data for the selected field in the Employment Details section. 

2- Click on the name of any field in the Employment Details section (Billing Location Site used in this 
example) to view its history details below. 
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I Current Histo ry I 
Employee Set Active 

Medical 

Alen Org ld Plan OptionlTter 

Family 

Presc ription Drug 

Alen Org ld Plan Option/Tter 

ElJTFHMOPresaiptionDrug Family 

Dental 

Alen Org ld Plan Option/Tier 

EUTFO.ntal Family 

Vision 

Alen Org ld Plan OptionlTter 

Family 

0 
c:. 

Paruc:ipant Profl e 

0.. search Too's 

Participant Summary 

X 

Participant Information > 

Employment Information 

Medicare 1nformat1on 

Coverage +-

Approved Volume Event(EffectiveDat e) 

~ (05/01/2022) 

Approved Volume Event(EffectiveDa1e) 

~ (OS/01/2022) 

~ (05/01/2022) 

Appn>v.d Volume Evern(EffectiveDa1e) 

Recalc (OS/01/2022) 

Coverage Start Cate COYerageEndOate 

Sl ,174.70 $535.38 S53B.32 

Coverage Start Cate Coverage End Date 

$245.27 S133.41 S112.B6 

Tot;,I Pr..,,..;um ERCon 

07(0112003 ...... S24.9Ei S3S.70 

COYerageSu,rtOate Coverage End Date 

S7.46 $4.47 

3.4. Coverage 
The Coverage screen provides the details for an employee and their dependents' benefits 
coverage. It displays the employee’s current benefits and history of benefits. 

1- Select Coverage from the left menu. 

JANE EXAMPLE 

JANE EXAMPLE 

The Coverage screen organizes the employee’s and any dependent’s coverage information under 
Current and History tabs. 

Use the arrows at the far right of each coverage section to collapse or expand the section. 
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3.4.1. Current Tab 
Selecting Coverage defaults to the Current tab, which shows each benefit offered and the employee’s 
current coverage details, including: 

 Alert – indicates by an arrow the future dated coverages for the employee. It is a reminder to look at the 
History tab to view the future dated election/cost. 
 Org Id –indicates the Organization ID for which the employee is employed 
 Plan –indicates the plan/option for benefits for which the employee is enrolled. For example: EUTF PPO 
HMSA 75/25, EUTF Kaiser Standard, EUTF dental, etc. 
 Option/Tier – indicates the plan option for which the employee is enrolled. For 
example: Self, Two Party, Family. 
 Elected/Approved Volume (Life benefit only) –indicates the dollar value the employee has for life 
benefits For EUTF, Elected and Approved Volumes always show the same amount. 
 Event (Effective Date) – indicates the effective date of the change entered by the event 
 Coverage Start Date – indicates the date coverage will, or did, begin 
 Coverage End Date – indicates the date coverage is end dated 
 Total Premium – total of EE Cost and ER cost per benefit (per pay-period) 
 EE Cost – Employee cost per benefit (per pay-period) 
 ER Cost – Employer cost per benefit (per pay-period) 

 Totals (bottom of table) – Total premium and costs for all benefits (per pay-period) 

To view the event history for the events entered for the coverage changes: 
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Current History 

@ Complete Hl5tory 0 Speof,c: Date 

Medlca l 

Alert Plan Opdon/Tler Elected Volume Approved Volume Dependents Evem (Effective Date) CoverageS1art Date Coverage End Date Total Premium EE Cost ER Cost 

EUTF HMO Ka,ser Comprehenswe Mec::Uc:al (Including Rx) w/ Ch,ro "'" ~102101no22i 02/01/2022 S361.09 Sl46.70 S214.39 

EIJTF HMO Ka,ser Comprehensive Med!c:al (lndud,ng Rx) w/ Chiro ''" ~ (06/30/2019) 06/30/2019 01131/2022 ,0,00 so,oo so.oo 

Prescriptio n Drug 

Alert Plan Option/Tier Elttted Volume Approved Volume Dependenu Event (Effec:tlveDate) Coverage Start Date Coverage End Date Total Premium EECOSt ERCosi 

No Coverage N0Covera1e ~ ..102/01/2022) 02/01/2022 ,0,00 so.oo so.oo 

NoCoveraae NoCoveraae ~ (06/30/2019) 06/30no19 01/31/2022 S0.00 so.oo SO.DO 

Dental 

AJ,n Plan Option/Tier Elttted Volume Approved Volume Dependenu Event(EffectlveDate) Coverage Start Date Coverage End Date Total Premium EECos-1 ER Cost 

EUTFOental ''" ~102101no22i 02/01/2022 Sl8.45 S7.38 Sll.07 

EUTFOental ''" ~ (06/30/2019) 06/30/2019 01/3112022 so.oo so.oo so.oo 

Vision 

Alert Plan Option/Tier Elected Volume Approved Volume Dependenu Event lEffec:tlveDate) Coverage Start Date Coverage End Date Total Premium EECOSt ER Cost 

3.4.2. History Tab 
The History tab shows the employee's previous coverages. You have the possibility to view the entire 
history (default) or select a date to see coverages in effect on that date. 

22 



 
 

 

      
  

  

 
  

 
   
    

    
 

  
   

  
 

  
 

   
  

  
  

  
  

  
   

     
   

      
  

   

  

Participant Summary 

Participant Informat ion > 

Employment Information 

Medicare Informat ion 

Coverage 

Enrollment History .. 
Participant Workflow 

Communicat ions > 

Log History 

Statu.: .. :v: nt 

P, v~,::,»cJ 

P, v~,::,»cJ 3i11li 

r ,..r., ,_1t ..... 

Pro:e£Secf 

Pro:e£Secf 

Pro:e£Secf 

Pro:e£Secf 

.. Effecove Dace .. 

0:'I01/2Cll 

-03130J2Cll 

0:'/01/2( 21 

05/01/2( 22 

(W'1 6/:?C2' 

O:'I01/:?C19 

o· /0 1/ :?C 19 

3.5. Enrollment History 
The Enrollment History screen allows you to view events 
initiated on the employee and the status. 

1. Click on Enrollment History from the left menu. 
2. A list of all events will display dating back to 1/1/2019 will 

display along with the status. 

Status legend
Processed: The event has been completely processed, 
transmitted to the health benefit carriers, and payroll 
effectuated. 
Completed: The event selections have been made, but 
the event is not completely processed. The enrollment 
changes have not yet been transmitted to the health 
benefit carriers and payroll has not been effectuated. 
Please contact the EUTF for assistance. 
Pending Approval: The event has been completed by 
the employee or EUTF, but required documents have 
either not been uploaded/received or not yet 
reviewed/approved by EUTF.  
In Progress: The event has been initiated by EUTF or 
the employee, but selections have not yet been finalized. 
Defaulted: No elections were made through the event 
and the employee was defaulted into coverage (generally, 
this occurs with Open Enrollment and the employee is 
defaulted into their existing coverage). 
Recalc: All employees who existed in the BAS as of 
5/1/2022 have a 5/1/2022 recalc, which was the go-live 
date in the BAS. Employees may have recalcs or rate 
recalcs as of other dates, which indicate an EUTF 
administrative action. 
Conversion: Indicate an event prior to 5/1/2022 that was 
processed in the previous BAS. 

3. Click on the event name under Event. 
4. The Event History window opens below, displaying 
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Event History X 

Status Coverage 

Employee Set: active 

Status l Date l Usl!r l Process I Reference 1 

Processed Mar 7, 202211:49·24 AM Administrator (Duane Questel) reverseBeneftEventBatch 374158 

Processed Mar 4, 2022 8:17:39 PM Administrator (Duane QueStel) convRecalcEventCloseProcess 374158 

Processed Mar 2. 2022 5:18:18 AM Administrator (Duane Questel) convRecalcEventCloseProcess 372693 

Processed Mar 11, 2022 8:11:57 PM Adm1nrstrator (Duane Quest el) convReulcEventCloseProcess 374756 

Processed Mar 3, 2022 3:30:24 PM reverseBeneftEvent&tch 372693 

Processed Mar 8, 2022 2:01 :27 PM Administrator (Duane Questel} convRecalcEventCloseProcess 374396 

Processed Mar 11, 2022 2:21:11 PM Adm1n,strator (Duane Questel} reverst!BeneftEventBatch 374396 

information on the event status and coverage elected 
through this event. 
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Participant Summary 

Participant Information > 

Employment Informat ion 

Medicare Informat ion 

Coverage 

Enrollment History 

Participant Workflow 

Communicat ions V 

> 
Incoming Documents -Outgoing Documents > 

Required Documents 

Log History > 

> 

Communications V 

lncom ing Documents 

Outgoing Documents 

Required Documents 

> 

V 

> 

Document Name T .. Birth Certificate 

Birth Certificate 

Student Verification 

Even t -Open Enrollment (EE) 

Document Name 

studentCertNtc 

.. EUTF-Student Certif ication Notice 

confirmat ionStatement 

Tracking ID 

5505154961 

5505154978 

5505181913 

5505145900 

Process - Event 

Outbound 
Communication 

Election and 
Enrollment 

Benefit Enrollment Confi rmation Statement 

T 

Student Initial 
➔ Certification 

➔ Active Open 
Enrollment 

3.6. Communications 
The Communications screens allow you to view outgoing 
(BAS generated) and incoming documents. 

5. Click on Communications from the left menu. 
6. Incoming Documents will open and display all documents 

uploaded through the Member Portal or scanned into the 
member’s fie by EUTF. Click on the page icon to open a 
PDF of the document. 

7. Select Outgoing Documents to view documents 
generated by the system.  Click on the dropdown arrow to 
display all document versions associated with an event. 
Click on the page icon to open a PDF of the document. 
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