Residents and Fellows Enrollment System: Open Enrollment

How does this enrollment process work?

1. Trainee completes Insurance Action Form (IAF), beneficiary form, and if applicable the Domestic
Partner Affidavit.

2. Department coordinator reviews forms for completeness/accuracy (Members selecting Health Net
must have a CA address on record).

3. Department coordinator will enter enrollment into GME Benefits Database and file original forms.
4. HR Benefit coordinator will look over daily entries to ensure accuracy and approve transactions.

5. Once approved, transactions will stay in the cue for a weekly upload to the respective insurance
carriers.

Logging in to the System

Logging in to the Enrollment System. Your username will be your email address and your initial
password is the last 4 digits of your SSN. Login problems? Contact luke.hones@ucsf.edu.

LBSF University of California, San Francisco | About UCSF | Search UCSF | UCSF Medical Center

HR. Home Jobs Compensation Benefits Labor Relations Recruitment Leaming Disability FSAP Interim Staffing

Username Iantthy.Wag Password F--------- Lost password? | Help Subm’t |

Trouble Logging in to At Your Service? Email: custormerservice@ucop.edu

UCSF Human Resources

IUCSF Human Resources provides quality HR services

to attract, develap, motivate and retain a diverse .
workforce within a suooortive work environment,

'Jobs' Search |

OF INTEREST:

Selecting “Residents and Fellows” from the “Systems Available to You” dropdown.

L@F University of California, San Francisco | About UCSF | Search UCSF | UCSF Medical Center

HR Homwe Jobs Compensation Benefits Labor Relations Recruitment Learmning Disability FSAP  Interim Staffing

Logged in = ANTHOMNY WAGHNER > Change Password = Logout ISystems Avsailable to You j

Systemns Available to You
Staff Offer Letters

Caontent Manager

HR Assign Maintenance
HR Dept Rep Maintenance

L . ) ] Leadership Training Program
workforce within a suppartive warlk environrment. ] { =

UCSF Human Resources

IUCSF Human Resources provides quality HR services
ta attract, develop, motivate and retain a diverse

Staff Directory | Org Chart | Find Your HR Rep |
Contact Form | Directions

For Supervisors

Forms
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Residents and Fellows Enrollment System: Open Enrollment

BATCH Enrollment Changes
During the month of June you have a batch enrollment tool available.
NOTE: THE BATCH ENROLLMENT FEATURES ARE ONLY FOR CURRENT ENROLLMENTS.

If you have a number of enrollees who are not changing plans, but are continuing or terminating, you
can use the batch enrollment list. You can navigate through a long list by selecting the first letter of an

enrollee’s name.

Residents and Fellows

User: LORENZO WOO _excel |
Request Form

Show only active recards [

Filter by last name

al| a| Bl C|D|E|F|G|H|I[I|K[JLIM|N|O|P|R|S|T|Y| W[Y]|]2Z]

IRestDre Original\laluesj submit |

. Health . Update
ID 7/ NAME Active plan Start End Coordinator Status r
023383465
ABDCLLAMI-FARD, A H 07/01/2010 |DB;30£2011 WO, L - r
ALIREZA

D27BS6Z38 % A H 07/01/2010 |DB,’3IJf2IJ11 WO, L - -

ABELSCOM, DANIEL ]

ASEnTEnne

Select a row from the list (you can click your mouse anywhere on the row). The row’s checkbox will be
selected and remain selected while you select other rows (TIP: select a row, hold down the [SHIFT] key
and select another row to multiselect rows that are next to each other).

Filter by last name

All| A| B| C|D|E|F|G|H|[I[JI|K|JL|M|N|JO|P|R|S|TIY¥]W]| Y] 2]

|Resture Original\/aluesj subrmit |

. Health . Update
ID / NAME Active -~ Start End Coordinator Status r
023388465
ABDOLLANI-FARD, 4 H 07/01/2010 |DE;SDJED11 WOo,L - v
ALIREZA [%

nars62an A W o7or/zoio  [0B/A0/200T Woo,L - r

ABELSON, DANIEL 1
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Residents and Fellows Enrollment System: Open Enrollment

Select an Action from the dropdown

All| A| B| C| D| E| F|G|H|]I|J|K|JLIM|WN|]O|]P|R|S|T| ¥ W] Y| 2|
ITerminate Insurance j subimit |
Restore Original Yalues
Terminate Insurance active Health Start End coordinator Update r
Continue Insurance Plan Status
0233858465
ABDOLLANI-FARD, & H 07/01/2010 |DE,€30;2EIH Woo,L - I
ALIREZA
027856236

£ H 07/01/2010 |DE,€30;2EIH Woo,L - -
ABELSOM, DANIEL J
DZE‘DZE‘DDE . .. e b I:-nr-L Tl et e i) e Ll

Terminate Insurance will terminate at the end of June (TIP: You can enter a different term date in the
rows “End” text box before submitting).

A row after Terminate Insurance action. “End” date is no longer editable. Active is marked with an “X”.
Update Status is “Completed”. This will terminate enrollee and dependents on the End date.

. Health . Update
ID / NAME Active plan Start End Coordinator Status [
023358465
ABDOLLAMI-FARD, * H 07/01/2010 06/30/2011 i, L COMFLETED Il
ALIREZ A [

A row after Continue Insurance action. “End” date is now 1 year in the future. Update Status is
“Compeleted”.

. Health . Update
ID / NAME Active plan Start End Coordinator Status r
0233858465
ABDOLLAMI-FARD, & H 07/01,/2010 06/30/2012 Woo,L COMPLETED Il
ALIREZ & h

The same row after Restore Original Values action. Row is returned to original state.

. Health . Update
ID / NANME Active plan Start End Coordinator Status I
023388465
ABDOLLANI-FARD, i H 07/01/2010 IDE;SDIEDH Woo,L - -
ALIREZA %
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Residents and Fellows Enrollment System: Open Enrollment

Request Form Changes

The Request Form is available throughout the year, and is used to change enrollment information one
enrollee at a time.

NOTE: THE REQUEST FORM CAN BE USED FOR CURRENT AND ENROLLEES.

During open enrollment, you can find the link at the top of your batch list.

Residents and Fellows
User: LORENZD WOO excel |

equest Fnr
Show only active records r
Filter by last name

all| Al B|C|ID|E|F|G|H[I|[J|K|LIM|N|O|P|R|S|TI|Y¥Y|W]|]Y| Z]

|F’iestnre Original\faluesj submit |

. Health . Update
1D / NANME Active plan Start End Coordinator Status -
023388465
ABDOLLANI-FARD, & H 07/01/2010 IEIE,“SIJ,HEEIH O, L - r
ALIREZA

There are three main menus on the form: Enrollment (new enrollments and opt out), Change
enrollment (Add Dependents, Cancel Dependents and, during open enrollment, Change Plans), and
Terminate.

Request Form
User: LORENZO WOO
Current Enrollee List Request List

Enrollee
Enrollrnent Change Enrollment Terminate
ol e =
Add new enrollee and dependants or opt | Add or subtract dependant to existing Terminate Enrallment (End Date not
out of enrollment enrallee or change plan . captured in E™alue)
a2
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Residents and Fellows Enrollment System: Open Enrollment

When you select the type of form you want to complete, you will see an Enrollee box with a yellow text
box. If you select the yellow textbox and start entering an enrollee’s last name, a dropdown of residents

will appear.
Enraliment Change Enrallment Terminate
= o o
Add new enrollee and dependants or opt | Add or subtract dependant to existing Terminate Enrollment (End Date naot
out of enrollment enrallee ar change plan captured in E™/alug)
Mew Enrallment Opt Out
o o
‘ Enrolles || ||a] 1
BEDALTHAGAFI MALAK (021980081) ﬂ'
‘ Current Program || [ BOIAR MARIAM SOF1A (028171858)
ABREQ ADRIAN PAUL (025969338)
ACHARYABIBHAY (022747485) ;l

Select the enrollee’s last name to begin the form process.
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Residents and Fellows Enrollment System: Open Enrollment

Enrollee
Enraliment Change Enrollment Terminate
a & &
Add new enrollee and dependants or opt | Add ar subtract dependant to existing Terminate Enrollment (End Date not
out af enrallment enrallee ar change plan captured in E™alue)
Mew Enrollment Dpt Out
o e
| Enrollee [n21880081  ||ABEDALTHAGAFL MALAK
| Current Program [FTsUR [PATH: SURGICAL INDEP
| Sendear ‘ Age | Eirth ‘ Frog Year ‘ Start | End
| Female ‘ 3o | 07rangs ‘ 2010 [} ‘ avinizo10 | 0673072011
| Enrollment
| fnsurer ‘ Healthnet FUP "Enraliment” 10 | Wember Level | Member Rate
| |Se|eu:t j ‘ | | |
| Add Dependents to Enrollment
‘First Marme |La5t Mame ‘F‘CF‘ 1D ‘Gender ‘Relatinnship |Date of Birth | Delete |
I I I [Setect o] [Selet I | T
Add Dependent Row |
Enroliment Effective Date Termination Effective Date
June 2011 June 2011

If you select an Enrollee who you do not have system access to, a message will appear. Access is based
on EValue program codes and the Benefits desk’s assignment of coordinators to program codes. If you
select the link “Give me access to change this enrollee” you will have short term access to change the
enrollee’s record.
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Residents and Fellows Enrollment System: Open Enrollment

Enrollee 028171858 [|ABOIAN MARIAM SOFIA

No Access to Enrollee Detail

\ Current Program [FORUC  ||RAD DIAG UC ACGME
|

You do not have access to change or view this enrollment.

The Program Code for ABOIAN MARIAM SOFIA is:
RDRUC - RAD DIAG UC: ACGME

You are assigned access to these Program Codes:

ANAN - ANESTHESIA ACGME

ANPM - ANES: PAIN MGMWT

AMCRT - CRIT CARE: ANES %
AMPED - AMES: PEDIATRIC ANES

Give me access to change this enrollee (24 hours access)

After you have changed the enrollment record for the enrollee, you can enter a further instructions in
the Comment section. You must then select the “l agree to these terms” checkbox, and submit your
request. If you want to test these features out before submitting, select the [Just Testing!] button.

Additional Comments

Confirmation:
| am authorized to request the changes on this form for the enrollee listed. | understand that | am subject to
discipline, up to and including termination, if | request unauthorized changes to henifits for an enrollee in this

system.

| r[\laagree to these terms.

| Submit F’iﬁgquest | Just Testing!
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Residents and Fellows Enrollment System: Open Enrollment

Once you’ve submitted, you can view your submission by selecting the “Request List” at the top of the

form.

Pequest Form

User: LORENIO
Current Enrollee List] Request List

out of enrollment

enrollee or change plan

Enrollee |
Enraliment Change Enmaliment Terminate
C T «
Add new enrollee and dependants or opt | Add or subtract dependant to existing Terminate Enroliment (End Date not

captured in E™alue)

I
4]

The Request List will display all of your requests (filter checkboxes also allow you to view test requests).

Residents and Fellows

Request List
User: LORENZO WOO

Return to Form

Test Transactions

LORENZO WO Logout

Check Tranaction Types to Show
Submitted Completed T canceled T
™ Show only my transactions

V¥ show only test transactions

filker | [%
Update Status ICDmpleted 'I subimit |

EMPLOYEE TYPE STATUS ASSIGNED TO AGING
APDSTOLD,KERRY ELISE Mew Enrollment Subrmitted WO, LORENZO 3024 hours
ABELSOM,DAMNIEL 1. Zhange Flan Submitted WO, LORENZO 301.9 hours

Page 8 of 9



Residents and Fellows Enrollment System: Open Enrollment

By selecting a name link from this list you can look at the details of a specific request.

Residents Benefits Case Detail

Request Form Request Cases

LORENZD WO Logout

|Tran5acti0n Detail

[Transaction 1D |[nzzsz1819-11150974test

|Transactiun Type |Terrn Dependent

|sent To [Tony Wagner (415) 476-8093

|Status |Su|:|rnitted

|Last Action Date |5.r"19.-"'2lilll 07:31 PM

|Last action By [Lorenzo Woo (415) 476-3235

|Origina| Submitter |Lurenzu Woo (415) 476-3235 [&

[Employee Name  |[CARRA,SCOTT & (025689571)

|DE|:| Marne |Gender |Re|atiu:unshi|:u |E-ir'th
Term Dependent

[WILL, CLAIRE IF v [10/10/1572
End Date |Eu,-"3lj.-"2lilll {no end date entered, assumed end of this month)

Transaction .
LORENZ0 WOD (022521819) submitted on 2011-05-1919:31:15

Comrments/Activity
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