Benefit Code Setup within FM2000

The Setup of Benefit Codes within FM2000 and the interface to the Payroll System
Deduction screen is coordinated between the Human Resource and Payroll Offices.

The interface to the Payroll Deduction screen is controlled by having a Payroll Deduction
Code associated with a Benefit Code within the Human Resources - Maintenance - Benefit
Code Table.

In order to facilitate the reconciliation of Benefit Processing to the Payroll Deductions, it
is recommended that Payroll Deductions be created with a correspondence to each Benefit
Code category.

For Example, if you have a Benefit for Dental Insurance - Family and a Benefit

Deduction for Dental Insurance - Single, create 2 Payroll Deductions that you
can associate with the appropriate Benefit Code as follows:

Step 1: Create a Payroll Deduction Code for each Benefit as needed.

P Payroll Maintenance Menu [_ (O] x|

Depts | Buildings | Accounts I DedCodes | FavFregs | Eamn Codesl

Code |Description |Tax Type| =] Code: DENTF Descr: |[)ENTA|_ - FAMILY
CRED UM CREDIT UMIOM Before
DEMTF  |DENTAL - FAMILY Anrwity: IND Type: IDeduction From Met After Tax j Flex: IND

DEMTS  |DENTAL-SINGLE After Flesx: IHeimbursement ¥ I Bond: |Mo  Bond Amount; 0.00
ERS EMP'S RETIREMENT St Before
Bank Acct: IND

ERS4R |ERS ARAEARS Aiter
ERSAR414/ERS ARREARS 414H Before DEFAULT SETTINGS

ERSEACK ERS ADJUSTMENT Before F'ayFleq:I QI DedYeal:IE 'I .-’-‘«mh"F'ct:I 0.00
ERSLN ERS LOAN After TimesTaken:lU_ Ded Tepe: |« | Dallar Lina:
FL=+ED  FLEx MEDICAL EBef

=2 ACCOUNTING INFORMATION

SORT STARTING  TYPE alace | Ql
{% oz S| AJP \r"end:IU gl

| Descrptin =) Eefore Tiay

£ After Taw Frint Pos: O Eﬁemptinnsl
THENE | Bre | et | Last | % Save | Reset | S | Qeletel Eancell gt |
Print |

|E nter the Dezcription of thiz Deduction.

Ewclude From Calc: |na M andatary: (Mo
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Step 2 - Create a Benefit that is related to the Deduction Codes.

H; Personnel Manager Maintenance | [O] x|

Aftend Codes I Benefit Codes l Ewal Types | Civ Ser Codes | Certif Types | Cobra Codes

Pravider |Type | =]
BLUE SHIELD-20% HEALTH Tupe: IDEHH ﬂ
COPHP-MO COMTRIE HEALTH Frovider: DELTA DEMTAL
DELTA DEMTAL DEMTAL . I—

- [123456783
WAIVED M&JOR MED Policy#
WwialVED HEALTH Create Payrall Deductions: IYES
WARED LIFE s COVERAGE IMFORMATION sy
WalED DEMTAL Coverage  Ded Code Total Cozt $/%  Emploves Cost Employer Cost

TYRE ) Health Family|DENT-F 3' §,000.00 |$ j| 4,000.00 | 1,000.00
ertal

Flﬁiif:ability Individual [DENT-5  CIff 3, 000,00 [§ =] z,500.00 | snoono

;Edt?jz:Med Spousal| .00 |§ = o.00 | .00

G|

TdErt | P Erew| - Ersth | - L=t Beset Sdnl [elete | Cancel Fwit | %
Frint |

|Enter the Benefit Policy Humber.

Note that the Ded Code fields have now been associated with the 2 payroll
deduction created in the previous step.

*** If you do not want a Payroll Deduction automatically created when a
Benefit Code is Added to Each Employee's Benefit Screen, simply leave
the Ded Code fields blank on the Benefit Code Table setup!
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Step 3 - Add the Benefits to each Employee’s individual Benefit Screen.

f‘k Employee Maintenance M=l E

File  Mawigation

Milllllﬂl Save | Eesetl e |Qelete|§ance|l Ngtesl it |

Emplovee | Infarmatian | Attend | Perzanal | Profeszion |
Eenetits
[Mependents ployee B
Health Ins Type|Provider Cover Type|Emplovee Portion|E mplayer Partion| T otal Cost|Start Date|End Date| =
Health Hates
Eefirement
Emergeney -
Employes: 2 AMMUALIZE, JOSEPH T Emp Tvpe: |DRIVE EI BUS DRIMERS
d444-EE-9935
Prowider: |DELTA DENTAL Ql Dental Type: IFarniI_l,I "I Date Range: |D?,-‘Dl,-’l:ll
Employes Portion: I 4,000.00  Employer Portion: I 1,000.00 Total Cost: Im Face Yalue: 0.00

|E niter the Total Cost,

Note that you can associate Benefits by the appropriate Employee Typel!
The Date Range should reflect the Start and End dates of this particular Benefit.

As you select the Provider and the Type, the bottom line Employee, Employer, and Total
Cost dollars will fill in. A Waived Benefit should also be recorded!

When you save the screen, if this Benefit has a Payroll Deduction associated with it, a
message will display as follows:

Information Ed |

@ An active deduction faor this employes partion will be created!

Click OK to Create a Payroll Deduction for the Employee’s Share of this Benefit.

Please Note that you will need to Update the Payroll Deduction Screen $ Amount.

If you have not included a Default Pay Frequency on the Payroll Maintenance - Deduction
Code screen or a Default Number of Checks, the System will remind you that you will need
to add that to the Employee’s Payroll Deduction Screen.
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Information

1)

A default pap frequenicy does nat exist far deduction DEMT-F1 Yau must update the
employee's deduction rmanually!

Step 4 - The Payroll Deduction Screen for the Employee is now ready to be finalized by the
Payroll Department for processing on an upcoming payroll. Notice that the Limit field is the
Employee Portion of the Benefit!

[=] E3

P Employee Maintenance
File  MWavigation

Wl > 1 > g

Save | Eesetl Ldd |Qelete|§ancell Ngtesl Exit |

_ Ermployes | Infarmation | Fietirerment | Earnings Deductions _ Direct Dep | Tax ‘w'thd | Analyziz |
lEade T| Amt/Pct|Freq |Stat Lirrut{r'r =
Emplayee; & ANMUALIZE, JOSEPH T
ERS % A00RET At 0.o0C 444-55-9353  DRIVE
Ded Code: BB Q| DENTAL - FMILY
Lz Freq:l_gl Renewable: [
LimitYear:ll:_
Type: |$_ Bank Acct:
Limit [ 4.000.00 YD Amt 0.00
Amaunt: I 0.00 F-T-D Zumt: 0.00
Status: I#’-‘«Cli\-'e Remaining: 4,000.00
Start Date: IT Last Armnt: 0.0o0
- _ILI End Date:l L Last Taken:
1 »

|Enter the Deduction Code.
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Human Resources - Reports provides for a number of listings related to Benefits:

H{ Human Resource Reports =] E3 |
" Report Tyepes:

™ Attendance Reports
o

Civil Service Repaorts

Educational Reportz

~
=

™ Employes Lists
" Ewaluation Feparts
{~ Health Reparts

=

Pazition Repart

" “fear End Reparts

Benefit Reports

Cenzus Reparts

Benefit Liztings

Ermployes Benefit Status
Wwhaived Employes B enefit

|F'Iea$e Select the Type of Report.
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Selection Screen for the Benefit Census Report:

ﬁ; Benefit Census Report =] B3

—Select Deduction Codes —Selection Criteria

I~ Select &l Codes

Cade |Descriptiun Include Salary in Censuz Report: " Yes (¥ Mo
CRED UN CREDIT UNIOM
DEMT-F |DEMTAL - FAMILY
DENT-5 |DENTALSINGLE Include Marital Skatus:
ERS EMP'S RETIREMEMT 5%5
ERSAR ERS ARREARS Additional Heading Description:
ERSAR41.ERS ARREARS-414H
ERSBACK ERS ADJUSTMENT |Dea Dertal Bengiit|
ERSLM  ERS LOAM
FL=-MED FLE: MEDICAL

GARM-ASIGARM-ALBAMNY SCL

* Yez Mo

|E nter Additional Heading Description or Leave Blank.

Sample Benefit Census Report - Note the individual whose Payroll Deduction has not yet
been updated to include the Per Pay Amount!

E diagcenFINAMCE _txt - Hotepad [_ =] %]
File Edit Search Help
au/12/582 DPEMO SCHOOL DISTRICT
CEHSUS IHFORMATION FOR DEDUCTIODNS: DENT-F,DENT-5
Delta Dental Benefit
Cnt  Emp#f Employee Hame Social Sec#t  Date of Birth Sex Har St Hire Date Ho
1 11 AIDE, TEACHER 668-05-5233 82/22/1952 F Sing 83/81/1985
List Code Plan Description Type FPercent Amount Limit  F¥T
1 DENHT-F DENTAL - FAMILY $ 2008.908 4.0880.80
Cnt  Emp#f Employee Hame Social Sec#t  Date of Birth Sex Har St Hire Date Ho
2 9 ANMUALIZE, JOSEPH T 444550000 B2/14/1965 H Sing a7/81/2008
List Code Plan Description Type FPercent Amount Limit  F¥T
1 DENHT-F DENTAL - FAMILY $ 4.0880.80
TOTAL HUMBER OF EWPLOYEES == 2 TOTAL DEDUCTIODNS LISTED ==
[ |
« _>l_I

Page 6 of 10



Selection Screen for Benefit Listing Report.

H{ Benefit Listings =] B3

—Selection Criteria

Select by Emphype: QI Select by Insurance QI

Group By: 7 Provider " Insurance Type o

Drizplay Family Coverage Type: Yes
Display Individual Coverage Type: Y'es
Digplay Spouzal Coverage Tope: Yes

Separate Pages far Each Group: " Yes &+ Mo
Include Waived Benefits: " Yes {+ Mo
Include Active Employees in Listing: * Yes " Mo
Include Inactive Employees in Listing: " Yes & Mo

Include On Leave Employees in Listing: T Yes * Mo

o

|S elect & Sorting Method for Thiz Report.

Select the desired Output Destination:

[¥] Report Dutput [_ O] |

~Output Destination

IEL Preview

Default Printer

File

@ Microzoft Excel Export

Cancel

|Er‘|ter data or press ESC to end.
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Sample Benefit Listing Report Output to Excell

X Microsoft Excel - 21506115290
“ﬁ File Edit View Insert Format Tools Data ‘window Help =1=] ﬂ|

DEEHERY sBBS - (@& = 442 @ ®H 0 - @)

Comic 5ans M5 -0 | B I O |§ = __ B %, Wi EiE
A9 | =]
A_] E I O - O =

| 1 | 94712, DEMO SCHOOL DISTRICT 11:00:00 AM

2 |BENEFIT LISTINGS BY COVERAGE TYPE
3

4 |[Emp# HName Emp Type Provider Type Cover Type Emplr Portion Emply Portion

5
6 | ANNUALTZE, TOSEPH DRIVE  DELTA DEMTAL  Dental Family 1000 4000
7| 11| AIDE, TEACHER TAZA DELTA DEMTAL  Dental Family 1000 4000
| 8

9 I

10
11
12
13
14
15
16
17
18| |
19
e T
[/« [» [»[+ DEMO SCHOOL DISTRICT |4 | |
Ready |1 [ B 7 | e B
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Selection Screen for Employee Benefit Status Report

H{ Employee Benefit Status

—Selection Criteria
Select by Emptype: QI Select by Building : @ Select by Department: gl

—Employee Selection Criteria

Employee Start M ame:

Employee End Marme:
Include Active Employees in Listing: o es " Mo
Inzlude Inactive Employees in Listing: &+ Mo " Yes

Inciude Retired Emplovees in Listing: &+ No  Yes

Inzlude On Leave Employees in Listing: Lo T " Yes
Inciude Temporary Emplopees in Listing: = Yes " Mo
Include waived Benefits: ez = Mo

(] 4 LCancel |

|Preas to lookup buildings.

Sample Employee Benefit Status Report:

04/12/02 DEMO SCHOOL DISTRICT PAGE 1

AR AR R A A AR A A A A A A A A A A A A A A A A A A A A A A A A A A A A A AR A AR A AR A AR A AR A A A AR A AR A A A A AR A AR AR A A A A A A kA Ak Ak k kK

EMPLOYEE BENEFIT STATUS

EMP# NAME TYPE (S) PROVIDER INS TYPE COVER TYPE RATE AMOUNT
8 ADMINISTRATOR, JILL ADM12 CDPHP-NO CONTRIB Health Family 6,000.00 0.00
DEPENDENTS: Spouse Administrator, William D 01/15/2040 123-45-6578

Child Administrator, Mary Lou 01/27/1977 321-12-3545
11 AIDE, TEACHER TA26 DELTA DENTAL Dental Family 1,000.00 4,000.00

NO DEPENDENTS ARE AVAILABLE FOR THIS EMPLOYEE.
9 ANNUALIZE, JOSEPH DRIVE DELTA DENTAL Dental Family 1,000.00 4,000.00

NO DEPENDENTS ARE AVAILABLE FOR THIS EMPLOYEE.
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Setup Screen for Waived Benefit Listing Report:

H; Employee's With WAIVED Benefit's Listing [_ (O] x|

Select Emplopes Type Select Insurance Type
[~ Select All Emploves Types [~ Select All Coverage Types

Type IDescriptiDn Frovider ID:u\-'er Tupe | -
ADMI0  ADMIMISTRATOR 10M0 f2JOR MED
ADM1Z2  ADMIMISTRATOR 12M0
CLERE. CLERKS WED LIFE

COMF COMFIDEMTIAL EMPLOYEES WalVED DEMTAL
CSakM - CSEA AMMUALIZED - ICABOD WaVED DISABILITY
C5HR C5E& HRLY - ICABOD WalVED OTHER
DRWE - BUS DRIVERS

F5 FOOD SERVICE WORKER
MANT  MAINTEMANCE WORKERS
HURSE MURSES

SCOCH  5PRIMNG COACH

SUBDR  SUB BUS DRIVERS oK, |

|S elect with Mouze or Use Up/Down keysz.

Sample Waived Benefit Listing Report:

WRepon viewsr |
IR
04,1202 DEMO SCHOOL DISTERICT PAGE 1

LR R e e L

EMPLOYEE'E WITH 'Waiwed' BENEFITS :
Emp ff NAME EMP TYPE COVERAGE TYPE START DT ENDING DT

& ADMINISTRATOR, JILL & ADMLZ Dental 07/01 /00

Beport Completed 11:34 aM

|L| ze armows ahd zoroll bars to browze through repart.
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