9. Cafeteria Qualifying Event

Throughout the year and during the enrollment process, you may need to make changes to
employees “Current Year” benefits. Once a plan is in effect, any changes to an employee’s
current benefit must be done as a “Cafeteria Qualifying Event” within 30 days of the actual event
itself.

The IRS will only allow a change to the original election for certain qualifying events. They are:

Change in the Employee's legal marital status

Change in the number of dependents

Change in employment status that affects benefit eligibility

Dependent satisfies or ceases to satisfy dependent eligibility requirements
A change in residence that affects the Employee's eligibility for coverage
Commencement or termination of adoption proceedings

HIPPA Special Enrollment Rights

Judgments, Decrees or Orders

COBRA Events

Entitlement to Medicare or Medicaid

Significant changes in cost

Significant curtailment of coverage

Significant changes in coverage under the plan of the Employer of a spouse or dependent
Addition or elimination of a benefit package option

Separation from service

FMLA Leave

When a member has a change of status that is qualified under your cafeteria plan, the
administrator can capture this information by clicking on the link labeled ‘New Cafeteria
Qualifying Event’ found at the bottom of the screen on the “Current Benefits” link.

This will take you to a screen labeled “New Qualifying Event for xxxxxxxxx” (Xxxxxxxxxx = the
employees name).Y ou must fill in a brief description of the qualifying event (Think of it as the
‘Subject’ line in an e-mail). Then check the appropriate change reason & the date the change
occurred. (Not the date you are entering the event into the system). In the Additional information
field, enter as much information to explain the reason for the change, in case there are questions
later. The click the “Save” button to save your entry.

See the steps on the next few pages to follow along
1. Once you’ve selected the employee in question (in this case Mark F. Benoit), you need to
click on the ‘Current Benefits’ link.

2. With the employees ‘Current Benefits’ selected, scroll to the bottom of the screen to find
the ‘New Cafeteria Qualifying Event’ link and click on it.

3. This will take you to a blank ‘Cafeteria Qualifying Event’ form (see figure 9.2)
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Figure 9.1 — Starting a Qualifying Event for an employee.




Notice the 1% paragraph of the form: “I have experienced the following change in status (must be
within the last 30 days) and wish to change/revoke my existing cafeteria plan election and make
a new election for the remainder of the current plan year.”

You must complete this form within 30 days of the event!
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Figure 9.2 — Blank Cafeteria Qualifying Event form.



Please notice in the example below, the two fields with the arrows pointing at then. You must
complete both fields, in addition to selecting the ‘Change Reason’, and the date the change
occurred. You cannot future date a Qualifying Event more than 30 days form the date you are
entering it in BeneBridge. Nor can you make a Qualifying Event entry 30 days after the event
has taken place. **Remember, this not the date you are entering the change.**
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Figure 9.3 — Required fields on the Cafeteria Qualifying Event form.



1. Enter a brief description of the qualifying event in the first field.
(In this example, Mark is changing his status to a Part-Time employee.)

2. Check the appropriate box matching the reason for the change.
(In this case Mark has a ‘Job Status’ change to Part-Time.)

3. Enter in the date the Qualifying Event began.
(In this case Mark will become a Part-Time employee on 9/18/2010.)

4. In the ‘Additional Information’ field, fill in as much detail as possible, to justify the
change. This will avoid the need to go back to you later for an explanation or justify the
change)
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Figure 9.4 — Example of a properly completed Cafeteria Qualifying Event form.
5. When finished, click on the “Save” button at the bottom of the screen.

EH



You will be taken back to the ‘Current Benefits’ for the employee. Scroll down to the bottom
of the page and you will notice a new link has appeared in the ‘Cafeteria Qualifying Event’
section, labeled ‘Change Benefit Elections’.
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Figure 9.5 — Example of the ‘Change Benefit Elections’ link on the Cafeteria Qualifying Event form.

Now you are ready to make changes to the employee’s benefits. For the moment, the employees’
enrollment mode has changed to ‘Cafeteria Plan Qualifying Event Enrollment’. Simply put, this
means, you will do a special Enrollment for the employee, just as you would during a regular
Open Enrollment.

All the sections must be completed in order to save your changes. Even if you are only changing
one (1) benefit, you must complete the entire ‘Qualifying Event Enrollment’ before you can
finalize the change(s). Otherwise the change(s) are incomplete and will remain in a ‘Pending’
status.

1. Click on the ‘Change Benefit Elections’ link.

Notice the Enrollment Mode toward the top of the page (see figure 9.6 below). Although
you are in a ‘Cafeteria Plan Qualifying Event Enrollment’ mode, this is the Standard
enrollment screen. Complete sections 1, 2, 3 & 4 (if necessary). Even if certain benefits
will not be changed, you still must complete all sections.




SMART |SD BENEFITS ADMINISTRATION

ok ars ik T Bl 3ol Alia Th

— —_—

Smart 120 Enreliment Assistant r#cde:(agﬁatera Flan Gualifiedd Event Er'mtzulIm.edr;LL,;I
o Sooend ey
n ||]“|1’ .1

"
o

emi men mmralling foe Curmnt Yanr Mensdiis

Lem _—
Serze apdevn
daw

R

Iul-lu 1 ks il U balew vhera, ol ok on b ppivcnile ks mlls B |u|
LH

spmplete yoa codlment I g

» Gy
wl

|.|'|nu||| P rrant conplicd

S71=F 1 - RevievrUroate PERSONAL RFORMATION

wolo ulzudd s

@ Somwrltens TRA

Tul Sy o ) Sy By sl iy Liaul, dark -

—_—

kBunics ey

Bt cwaba Bk bzl o
Laed wam i wnad addng
!S-uul

ATEP 2 - HEVIEWLIFDATE CURREMT LAShEFITS

Hi:l Sila iy [y ST I Hellihrs sim e TTRE A ineie F & £URT AN A

. o Korp Cohance nng

Tezlal Az o” Cu renl Jedoions. [T |

STCZP 3 - Wiow OT ICR AvAILAS_C BCMCTIT w0 THCK EMRCL. FoR or DZCLME BEMIOT

s ek gHaer theClhacdine” ar "Tnmdl s Inks o aach 2brha BaocHie Bcdar Ie Sap 3

il Sla xl.;||| Yiew e Cedne Tirambs [ lirzonenie
' =nia o Anrhee T san ey
il e [Viewh's Dedne Tenr L irsoance
'Sl ROA e
uldh o ey e L oy AR e
A ITw &SRR
iEe ey e ey wanl ok Ingaanee
SumITe A057A004
i e My Lvdne el Fin
Znnu | T e Acduenl s
=nin 1o Hiram Acacant
il ke Wiewho Cedne Jedn Tlar
=nin 1 1or | Hafs Nania|
il Sy e Al MR T sl U A Hue e e
II|' =nin |97 CFIA L ara Rairfirsa e
et

: 4 il Lesonse Honmbuncm e
ol T Bl Seind anepmaa |
lII Dplena |'I].'_'|"'.' oLy i ks o il L
|‘I ! IToleacle sl il Pa mien i

5 * e o Ul ey

b vl e o Pemctigs ol
\_.-r"f Zmiu | T Lesde s Lile Teom o t00LIMK
-I1I|'||1"'I""'HI'A
. i o .
|||u|fJ| S Huzgial Fdals! _a.ln:hwll..l
-nlnlﬁ'ﬁmu‘r‘f Fenreist on

STCP 4 - GOMZ_CTC ACKMOWLICGCMENTS AMD STATCMONTS

iy mes caoned s enmalaie ok Bam Bk b brae

M!Sl keu ] Su-plele Muloe ol Jnkmres Saailabiiy nlicw o Urew sal Avakebilly
Ful S o Ay W oTH i Sl S el b s Bl

e —

STCP 5 - RCVIDW CCMPLCTCD T IWNGES

Taln Srrwun.Te Al & Changes,
TRl Areut i 8 TadoiatE ater Frlren

LLAE L)

Copmphl 42 S 1 aens Seimn sTabens

Figure 9.6 — Example of the ‘Cafeteria Plan Qualifying Event Enrollment’ form.



For this example, we will be dropping his Health Insurance since he will only be working part-
time. Because of his employment status change, we will need to also update his personal
information to reflect his new salary & remove him from ‘Full Time’ status.

2. Click on the ‘Review Personal Info’ link, under Step 1.
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Figure 9.7 — Example of the ‘Review Personal Info’ form.



3. Click the ‘Update Member Info’ link.
a. We will need to remove the check mark for ‘Full Time?” Status.
b. We will need to update the ‘Annual Income’ amount.
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Figure 9.8 — Example of the ‘Update Member Info’ form.



4. Click the checkbox for Full Time?’ to remove the checkmark from the checkbox
Change the Salary to reflect the Part-Time rate
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Figure 9.9 — Changes applied to the ‘Update Member Info’ form.

Notice the check mark has been removed from the ‘Full Time?’ checkbox and the Salary has
been reduced as well. Now you need to save your changes.

5. Click on the ‘Save’ button.

You will be taken back to the ‘Review Member Info’ page.
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Figure 9.10 — Finishing changes to the ‘Update Member Info’ form.

6. Review the information for accuracy & click the ‘Finished’ button.

This will take you back to the Enrollment screen for the ‘Cafeteria Plan Qualifying Event
Enrollment’. Notice the status has changed for Step 1 — Review/Update Personal Information, to
‘Complete’.
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Figure 9.11 — Example of the ‘Review/Update Personal Information’ update.

Now we need to drop the current Health Insurance benefit for the employee.

7. Click the ‘Drop’ link under Step 2 for the Health Benefit.
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Figure 9.12 — Example of the ‘Review/Update Current Benefits’ update.

The status has changed to ‘Complete’ and the Enrollment Result has changed to Dropped.
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Figure 9.13 — Example of the ‘Review/Update Current Benefits’ update.

Even though the employee has no more benefits he needs to change, you still need to finish

Step 3 (View Other Available Benefit Info then Enroll For or Decline Benefit) by declining the

remaining benefits. You have a choice of either declining each benefit one-at-a-time, or

declining them all in one entry. Since declining all the remaining benefits at one time is easier,

we will use this method.



8. Click the ‘Decline Remaining Benefits’ link at the bottom of Step 3.
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Figure 9.14 — Using the Declining Remaining Benefits’ link.




You will notice that status of each remaining benefit in Step 3 has been changed to ‘Complete’,
and the Enrollment Results have all been change to ‘Declined’. (This was faster than declining
each benefit one-at-a-time.)
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Figure 9.15 — Example of Declining Remaining Benefits’.

This employee has to also complete ‘Step 4 - Complete Acknowledgements and Statements’ in
order to finish the ‘Cafeteria Plan Qualified Event Enrollment’. Once this is done, the
‘Finish Enrolling’ button will appear allowing you to complete the changes.



STEF 4 - COMPLETE ACHNOWLEDGEMEMTS AMD STATEMEMTS

Hataz yen mnat sslant and e mplata fach lam s ha o,

—
o Skated  tComplete Hotice of Uriversal Availability
Mot Skated = Camplete Inceraniing o Supplemenal insirEnce ot

Hotice of Unieersal Svai abilife
| resen nting ot SUppiermeatal Insurnee: Mot

Tulal Ameun| for Adds & Changes. E1H]
Telal Armcurd T &) Deduclions ale Emolinsnl M
[ =ish Later

Figure 9.16 — Complete Acknowledgements and Statements.

You will need to click the ‘Enrollment Actions’ link for each item to complete this step.

9. Click the first link under ‘Enrollment Actions’
(in this case: ‘Complete Notice of Universal Availability’).
a. Choose the appropriate Radio button (if available).
b. Enter the Employees PIN number in the agreement field
10. Click on the ‘Save’ button
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Figure 9.17 — Example of completing an Acknowledgements and Statements form.

This employee has an additional acknowledgement to complete before the ‘ Cafeteria Plan
Qualified Event Enrollment’ is completed.

11. Click the ‘Complete Underwriting of Supplemental Insurance Notice’ link.




This screen just requires the employees PIN number to indicate agreement, and that they have
read this screen.

12. Enter the Employees PIN number in the agreement field
13. Click on the ‘Save’ button.
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Figure 9.18 — Example of completing an additional Acknowledgements and Statements form.

Because you have completed the entire enrollment form, there are no more Acknowledgements
and/or Statements to complete & Step 5 shows the acknowledgements from step 4 that are now
completed. Additionally, the ‘Finished Enrolling’ button has appeared, along with the

‘Salary Reduction Agreement’ link is now available.

It is suggested that you print a new copy of the employees ‘Salary Reduction Agreement so that
the employee may file it with their records. Now finish the enrollment!

14. Click on ‘Finished Enrolling’ button
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Figure 9.19 — Example of completed ‘Cafeteria Plan Qualified Event Enrollment’ form.




This will take you to a screen that indicates you have successfully completed your cafeteria plan
qualified event enrollment for current benefits. If there is a valid e-mail address entered in their
‘Personal Information’ the employee will receive a link to their updated Salary Reduction
Agreement in their InBox.
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Figure 9.20 — Example of completing an Acknowledgements and Statements form.

You have successfully completed a ‘Cafeteria Plan Qualified Event for the employee!
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