Health Benefits Open Enrollment Period is Open

The 2010 Health Benefit Open Enrollment period will open in Core-CT on Monday, May 17, 2010.  Agencies can generate Enrollment Statements for employees and enter elections for those employees wishing to make election changes.  The enrollment statement will have a return date of June 22, 2010 printed on them. This is an error, please remind all employees that all completed Enrollment Statements must be returned to agencies no later than Friday, June 11, 2010.  Agencies will have until close of business Friday, June 18, 2010 to complete data entry of employee elections.
Important information for processing open enrollment changes:

Agencies are responsible for generating enrollment statements, entering employee elections, and providing confirmation statements for all employees who make changes.  Two copies of each Confirmation Statement for all Open Enrollment changes should be generated.  One copy should be provided to the employee and the second copy should be kept on file with the agency.
The Schedule ID defined in Core-CT for Open Enrollment is:

· CTOE10 – Open Enrollment 2010

Generating Enrollment Statements (rev. 5/17/10):
Employees who choose to remain with their existing plans do not have to complete a new health insurance enrollment statement.

Enrollment Statements should only be generated for employees wishing to make a change to their elections.  In order to print an Enrollment Statement for an employee wishing to make a coverage change:

1. Navigate to Event Status Update in On-Demand Event Maintenance
a. Path:  Benefits>Manage Automated Enrollment>Events>On-Demand Event Maintenance

b. Click Event Status Update

2. Set the Process Indicator of the CTOE10 event to “Assign Program” and the Event Status to “Open”

3. Click OK
4. Click the highlighted “Reprocess” button in On-Demand Event Maintenance

5. To generate an Enrollment Statement click on the highlighted  “Enrollment Statement” button
6. You will receive a message indicating the Report has been successfully submitted.  Click “OK” 

7. For those employees that are currently enrolled in coverage with Health Net, you must then click on Election Entry and enter their equivalent Oxford coverage elections and then click “Validate/Finalize” before leaving the On-Demand Event Maintenance screen.  If you do not do so the employee’s health coverage elections will be listed as “Waived”.
8. The Enrollment Statement may be retrieved by:

a. Navigating to the Process Monitor in Core-CT
i. Path:  HRMS PeopleTools>Process Scheduler>Process Monitor
ii. Click the highlighted “Refresh” button until the Run Status is listed as “Success” and the Distribution Status is listed as “Posted”

1. Click on “Details”
2. Click on “View Log/Trace”
3. Click on the ctbn002a .pdf file

4. Print the Enrollment Statement

- Or -
b. Navigate to the Report Manager in Core-CT

i. Path:  HRMS Reporting Tools>Report Manager

ii. Click the highlighted “Refresh” button until CTBN002A is listed under Reports

1. Click on the CTBN002A Report

2. Click on the ctbn002a .pdf file

3. Print the Enrollment Statement
Election Entry:

Confirmation Statements should be generated for each coverage election change made during the Open Enrollment period.  The Confirmation Statements may be retrieved by the same method as Enrollment Statements.
For employees for whom you have requested an Enrollment Statement or for whom you make a coverage change the CTOE10 event must be manually processed by validating/finalizing the event.  To ensure accurate enrollment information is provided to the carriers in the full eligibility file, Open Enrollment events must not remain open/unprocessed beyond Friday, June 18, 2010.  

Event Processing:

Prior to running the annual open enrollment process, all open events were closed centrally.  As a result, manual and/or job data events that would have resulted in an eligibility change did not take effect.  If the timely processing of the event would have caused an eligibility change or allowed an option change prior to 07/01/10, the agency will need to re-open and re-process the events.  Events that are completely processed will reflect a Process Status of Prep None or Enrolled.  Agencies are not able to process events over 60 days old, contact the Central Benefits Unit for processing of such events. 

The CTOE10 event should not be out of sequence in the Event Status Update screen in On-Demand Maintenance

· If manual or job data events affecting health benefits are entered with an event date prior to 07/01/10, agencies must reprocess the OE event by setting the Process Indicator back to “Assign Program” after processing the aforementioned manual or job data event.  This will ensure that the carriers receive accurate enrollment information when the open enrollment event is processed centrally.

· For any employee who terminates with an effective date prior to 07/01/10, agencies must reprocess the OE event by setting the Process Indicator back to Assign Program.  The resulting Process Status of the OE event will be “Prep None” since the employee is no longer eligible for coverage.

Dependent Information:

In the Update Dependent/Beneficiary screen, agencies must use the date that they are processing the CTOE10 event as the dependent’s effective date.  Agencies should not enter 07/01/10 as the dependent’s effective date because the new dependent enrollment information will not be transmitted in the weekly change file to the carriers.

Path:  Benefits>Employee/Dependent Information>Update Dependent/Beneficiary
Payroll Effective Dates
The premium changes announced herein are effective with the following payroll periods: 

	Bi-Weekly   
	 Semi-Monthly

	Pay Period End June 17, 2010   
	Pay Period End June 30, 2010

	Check Issue Date July 2, 2010   
	Check Issue Date June 30, 2010


Questions regarding open enrollment should be directed to the Central Benefits Unit at (860) 702-3535 or osc.benefitcorrections@po.state.ct.us.

For further detailed information regarding benefit plan options refer to the 2010-2011 HealthCare Options Planner located on the Comptroller’s website: www.osc.state.ct.us.

