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Login and Password Maintenance

My NTCA Benefits Portal URL.:

https://ntcabenefits-admin.ntca.org

NTEA BENEFITS

THE RURAL BROAD D ASSOCIATION
Your Trusted Empluyee Ben,

efits Partner

Username: Welcome to My NTCA Benefits for member company administrators.

Passward: Need Help?

Contact NTCA benefits resource specialists at (828) 281-9000, Monday - Friday, 9a.m. -

“ 8 p.m. ET or by email at benefitsresource@ntca.org

Privacy | Terms of Use |

Log into My NTCA Benefits using your assigned username and password. The home page will present after
successful login.

(v NTCA B Username

ﬂ Group Billing Summary | ;;ngztpasswum

y SeleSrmping Group Health Program Billing / 09876 - Test Company ' I
;;503‘;?;7‘3 :ye Jan 1, 2019 pay

ﬁ Last payment
Adb No data available

View this group's statements

@ Go to Group Billing
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https://ntcabenefits-admin.ntca.org/

Password maintenance can be performed using the down arrow beside your username in the top right corner
of this screen. Select “Change Password.”

s
@ Username will display here —

Change Password

Sign Out

The “Change Password” screen provides self-service access to change your password. Password
maintenance rules are displayed on the screen.

NTCA

Gf Cha nge Password for Username will display here

To change a password, enter the current and new passwords. Enter the new password again in the third field to confirm it.

] E> /D.

A password must follow these rules:

s Size of password must be between 8 and 12 characters.
* Must have at least one lower character.

& Must have at least one upper character.

* Must have at least one number.

* Should have at least one special character.

* Must not re-use your previous 6 passwords.

* Must not be repeated within the past 100 days.

Current password:
MNew password:

New password confirmation:
<7 Submit

Press “Submit” to change your password. You will return to the login screen to input your username and new
password.
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Group Billing Summary

The home page shows the “Group Billing Summary” panel.

Group Billing Summary

Select Grouping;

Group Health Program Billing / 09876 - Test Company ¥

Amount Due m
$2,631.47 by Jan 1, 2019

(]

£, Last payment

M Mo data available

[::ﬁ View this group’s statements
!é.-l Go to Group Billing

Information on this screen includes:

Pay
Use this button for quick access to the One Time Electronic Payment screen. Refer to the “Billing ACH”

section.

Select Grouping
Using this drop-down field, you can select the benefit plan billing for the specific companies you have rights to
access in your member company role. Click the down arrow to see your options.

Amount Due

This shows you the amount due for the billing and company selected, and the due date for payment.

Note: If automatic recurring payment is set up, you will not see the amount due and due date but instead you
will see the words “Automatic Payment is setup.”

Last Payment:
This shows you the last payment made for the selected billing grouping.

View this group’s statements:
This link will take you to the “Invoicing” tab and show the “Billing Invoice” screen. Refer to the “Billing Invoice”
section.
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[ == Billing Invoice

==z
| «Choose Another Entity

Home  Transactions [N Payments  Credits  Adjustments  ACH Forms
View Existing Invoices
Find Invoices
Invoice Date
From To
12/01/2018 B 01/31/2019 B E 9
Search Results
| Invoice Date | Invoice Type | Period Begin Date | Status | Prior Balance |
6 01/01/2019 Scheduled 01/01/2019-01/31/2019 Processed $1,750.00

Go to Group Billing:

Group Health Program Billing
Test Company (09876)
Net Due $2.631.47 ®

Additional Search Options

Invoice Type

Invoiced Ames/Adjustments | Allocated Pmes/Credits | Unallocated Pmts/Credits | Amount Due |

$881.47 $0.00 $0.00 5263147

Tresultfound 10 v

This link will take you to the “Billing Details” screen for the selected billing grouping. You can see the latest
invoice activity and pending billing adjustments. Refer to the “Billing Details” section.

& EIBjlling Details

(€3
| = <« Choose Another Entity

Transactions  Invoicing ~ Payments  Credits  Adjustments ~ ACH  Forms
Latest Activity
Last Invoice 01/01/2019 $881.47
Last Adjustment 11/09/2018 -$875.00

Invoice Preferences

Exclude From Invoicing
Receive Statement

Statement Display Salary
Statement Employee Grouping

Statement Sort

Entity Search

Group Health Program Billing
Test Company (09876)
Net Due 5263147 @

Messages

There are pending adjustments on file that will be picked up on the next invoice.

Currently Billed Participants

Number of Participants 1

Additional Information

Group Entity Status Active
Status Change Date

Paid Through Date

From the home page, select the Billing icon from the navigation bar found on the left side of the screen.

Entity

, Entity, Name, City, and State

Name |

Group D |
Test Company Group Heslth Program Silling,

Test Company. Retirement and Security Program Biling

August 2022

Recently Selected
Entity | Name 1 Location [ Group |
09876 Test Company. Group Health Program Billing
09876 Test Company. Retirement and Security Program Silling
Location | Last Date Invoiced | Balance | status ]
0112019 5263147 Active
10/01/2018 4555556 Active

Zresuts found  10[v]
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The “Find An Entity” screen will be presented.

$ Find An Entity

Search Criteria

Recently Selected

Searches across Group, Entity, Name, City, and State Entity Name | Location |

09876 Test Company.

: 09876

Test Company.

Using “Search Criteria”, you can search by:

e Group - this refers to the billing group. Options include:

Group Health Program
Retirement and Security Program
Member Section 125

Member Section 105

Group |
‘Group Health Program Billing

Retirement and Security Program Billing

and are displayed to the company administrator based on benefit plans adopted by your member company.

e Entity — this is the company # assigned by NTCA.

e Name - this is the member company name recorded in the NTCA benefit plan records.

e City — this is the member company city location recorded in the NTCA benefit plan records.

e State — this is the member company state location recorded in the NTCA benefit plan records.

Input your desired search criteria in the search field, click the search button and the search results will appear.
The following example shows the search results whep a company name was keyed into the search criteria.

g >

Click on the column headings in the Search Results panel to sort the results and display them in a different
order. Use the dropdown arrow to select how many records will be presented on the screen. This feature may
be particularly useful for company administrators that manage benefits for more than one company.

August 2022

& Find An Entity

Search Criteria

Recently Selected

P
g//
me, City, a/n/d/ e

Search Entity | Name [
Test Company 09876 Test Company
09876 Test Company

Search Results

Entity | Name |
09876 Test Company Group Health Program Billing

09876 Test Company Retirement and Security Program Billing

Group ID | Location |

Location | Group |

Group Health Program Billing

Retirement and Security Program Billing

Last Date Invoiced ] Balance ] Status [
01/01/2019 $2,631.47 Active

10/01/2018 $5,555.56 Active

2 results found 1oﬂ

Page 7



Billing Details

The “Billing Details” screen provides detailed information about a selected billing group. There are several
ways to navigate to this screen.

From the home page, select the billing group and click on “Go to Group Billing.”

i 5>

Select Grouping:

Amount Due Pay

$2,631.47 byJan 1, 2019

@ Last payment
No data available

View this group's statements

@ Go to Group Billing

Select the billing icon on the home page, input search criteria to display results for a company or billing group
and click on biI g.

Recently Selected
roup, Entity, Name. City. and State Entity | e ey o
03876 Test Company Group Hesith Frogram Biling,
Name | Group 1D Location Last Date Invoiced | Balance Status
Test Company Group Health Program Billing o209 5263147 active
Test Company Retirement and Securicy Program Billing 1010172018 $5555.56 Acive

The “Billing Details” screen will appear for the selected billing group. The following example shows the
Group Health Program billing details for Test Company #09876.

& Billing Details

"
| g <« Choose Another Entity Group Health Program Billing

Test Company (09876)
Net Due $2,631.47 @

Transactions Invaicing Payments Credits Adjustments ACH Forms

Latest Activity Messages
Last Invoice 01/01/2019 $881.47 There are pending adjustments on file that will be picked up on the next invoice.
Last Adjustment 11/09/2018 -$875.00

Currently Billed Participants

Invoice Preferences Number of Participants 1

Exclude From Invoicing

Receive Statement
Statement Display Salary Additional Information
Statement Employee Grouping

Statement Sort Group Entity Status Active
Status Change Date

Paid Through Date
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This screen includes summary information about the selected benefit plan billing.

Latest Activity
You will see the last monthly invoice and any adjustments issued. If you click on the invoice date, it will take

you to the “Billing Invoice” screen. Refer to “Billing Invoice” section.

Invoice Preferences

You will have options to customize how information is shown on your invoices. This includes options to include
or exclude salary information; group billing data by participant type, such as employees, directors, retirees, and
other options.

Messages:
When NTCA receives reported events or information from your company that initiates a billing adjustment, a

message will display confirming we have processed the transaction. Refer to the “Billing Adjustments” section
for more information.

Currently Billed Participants:
You can see a quick summary of the # of participants included on the billing. Click “View List” to see their
names, alternate |D#s and summary information about coverage effective and end dates.

Additional Information
This shows you basic information about your company status in the selected NTCA benefit plan and the
current paid through date for the selected benefit billing group.

Billing Transactions

The “Billing Transactions” screen provides detailed information about billing transactions for a selected billing
group.

Click on the “Transactions” tab on the “Billing Details” screen to navigate to “Billing Transactions.”

<« Choose Another Ent ¢y

Transactions,

6

Group Health Program Billing
Test Company (09876)
Net Due $2,631.47 ®

Invoicing Payments Credits Adjustments ACH Forms

August 2022 Page 9



The following example shows the Group Health Program billing transactions for Test Company #09876.

& & Billing Transactions

| @ & Choose Another Entity
Home Invoicing Payments Credits

Find Transactions

Date Options
Date Filter

Transaction Date Range

From To
11/09/2018 [ 01/31/2019 & o
Search Results
D ] Date | Transaction Type [ Item |
20315452 11/09/2018 Invoice Medical
20315451 11/09/2018 Invoice Interest Fee
20315450 11/09/2018 Invoice Dental
20228390 11/09/2018 Invoice Medical
20228389 11/09/2018 Invoice Dental
Total

Adjustments. ACH Forms

Coverage |

Medical / Platinum PPO with Platinum Rx / Employee Only

Dental / Platinum Dental / Employee Only

Medical / Platinum PPO with Platinum Rx / Employee Only

Dental / Platinum Dental / Employee Only

Group Health Program Billing
Test Company (09876)
Net Due $2,631.47 ®

Additional Search Options

View/Group By
Employee (Last, First) or Person ID )
Billing Item

Transaction Type

Billing Period | Person ID ] Name | Amount |
01/01/2019 - 003374 sample, John $817.00
01/31/2019
01/01/2019 - - $6.47
01/31/2019
01/01/2019 - 003374 sample, John $58.00
01/31/2019
12/01/2018 - 003374 sample, John $817.00
12/31/2018
12/01/2018 - 003374 sample, John $58.00
12/31/2018

$1,756.47

5 results found 1()

You can easily find billing transactions using search criteria and filters on this screen. You can search by
various date options by expanding the window in the “Date Filter” under “Date Options.” Click the blue arrow

icon to apply the selected date range.

& & Billing Transactions

| @ < Choose Another Entity
Home Invoicing Payments Credits

Find Transactions

Date Options
Date Filter
TransactionD.
From

11/09/2018 01/31/2019

August 2022

Adjustments ACH Forms

<]

Test G
P& Due $2,631.47 @

Additional Search Options

View/Group By
Employee (Last, First) or Person ID )
Billing Item

Transaction Type



) &) Billing Transactions

| @ < Choose Another Entity
Home Invoicing Payments Credits Adjustments ACH Forms

Find Transactions

Date Options

Current Inveice Period
Prior Invoice Period

Transaction Date Range

Billing Period Date Range

10/01/2018 EEE 01/01/2019 b E D)

Date Options

You can search transactions by:

e Current Invoice Period — this shows all transactions included on the current monthly invoice.
e Prior Invoice Period — this shows all transactions included on past invoices.

e Transaction Date Range — this option allows you to input a specific date range to show only transactions
processed by NTCA personnel in a specific period. Enter the first day of a month in the From field and the
last day of a month in the To field.

¢ Billing Period Date Range — this option allows you to input a specific billing period to narrow the search
criteria for transactions. Enter the first day of a month in the From field and the last day of a month in the
To field.

Additional search options provide more detailed search results.

ﬁ & Billing Transactros

< Choose Another Entity
Home Invoicing Payments Credits Adjustments

Find Transactions

Group Health Program Billing
Test Company (09876)
Net Due $2,631.47 @

Additional Search Options

Date Options
Date Filter View/Group By
Transaction Date Range M E
From To ) Employee (Last, First) or Person ID '>)
11/09/2018 -] 01/31/2019 - | 9
Billing Item
(v
Transaction Type
™
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Additional Search Options
You can search transactions by:

¢ View/Group By — allows you to group by specific selections when 391 expand the window.

Additional Search Options
View/Group By

Grouped By ltem

Grouped By Employee

Grouped By Item,Employee,Billing Pericd
Grouped By Item, Invoice, Billing Period, Employee

e Employee — you can input the name or alternate ID to retrieve billing transactions for a specific person.

¢ Billing Item — allows you to select a specific plan within the billing group. For example, you can search for
transactions specific to the dental plan on your Group Health Program billing by selecting “Dental” from the

dropdown list of options.

Billing Item

24 Hour Accident
Adminstrative Fee

Basic AD&D
Basic Life

idlife
4_Dental

Director 24 Hour Accident
Director AD&D

Director Hi-Limit BTA
Director Life

Employee Hi-Limit BTA
Interest Fee

LTD

Medical

Insufficient Funds Fee
Retiree Dental

Retiree Life

Retiree Medical

Spouse Life

STD

Supplemental AD&D
Supplemental Employee Life
Supplemental Spouse Life
Wellness Incentive

August 2022
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e Transaction Type — this option allows you to search for a specific type of transaction as shown on the
following screen.

Transaction Type

Invoice

Invoice Credit

Adjustment

Adjustment Credit

Backout Invoice

Backout Invoice Credit
Backout Adjustment
Backout Adjustment Credit
Backout Credit

Backout Reallocation Credit
Backout Payment

Credit

Reallocation Credit
Reversed Credit

Write-off Credit

Payment

Reversed Payment

Voided Payment

Backout Write-off Credit

The search options can also be combined to further refine your search results. For example, you can search
for a specific billing item for a specific employee. The following example shows search results for a specific

employee and dental plan billing transactions.

& Billing Transactions

«—Choose Another Entity

Find Transactions

Date Option

Date Filter

S

Transaction Date Range

From To
10/01/2018, ] 01/01/2019 = u 2
Search Results
Item | Billing Period [ Person D |
Medical 11/01/2018 - 11/30/2018 003374
Medical 12/01/2018 - 12/31/2018 003274
Medical 01/01/2019 -01/31/2019 003374
Totals

ACH Forms

Name |
John Sample
John Sample

John Sample

Invoiced Amounts |
$817.00
$817.00
$817.00

$2451.00

Adjustments [

$0.00
5000
$0.00

50.00

Group Health Program Billing
Test Company (09876)
Net Due $2,631.47 @

Additional Search Options

View/Group By
Grouped By Item,Employee,Billing Period l
Employee (Last, First) or Person ID ')
003374
Billing Item
Medical
Payments | Credits | Amount Due [
$0.00 $0.00 $817.00
$0.00 $0.00 $817.00
$0.00 $0.00 $817.00
$0.00 $0.00 $2.451.00
3 results found  10[v/]
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To download the search results to an Excel file, click the gear icon and select “Download Results to Excel.”

The Excel file will open in a separate window.

Find Transactions

Date Options

Date Filter

Transaction Date Range

From

10/01/2018

Search Results

Item [
Medical
Medical
Medical

Totals

To

[ 01/01/2019

Billing Period [
11/01/2018 - 11/302018
12/01/2018-12/31/2018

01/01/2019-01/31/201%

Billing Invoice

The “Billing Invoice” screen can be accessed
statements” link in the Group Billing Summary panel.

Group Billing Summary

Select Grouping:

oW B &

August 2022

003374

003374

003374

Group Health Program Billing / 09876 -

Amount Due

$2,631.47 by Jan 1, 2019

Last payment

Mo data available

ACH Forms

Name |
John Sample
John sample

John sample

Additional Search Options

View/Group By

Grouped By Item EmployeeBilling Period

Employee (Last, First) or Person ID \2l

003374
Billing Item
Medical
Invoiced Amounts ] Adjustments | Payments |
$817.00 $0.00 $0.00
$817.00 $0.00 $0.00
$817.00 $0.00 $0.00
$2,451.00 $0.00 $0.00

Credits

$0.00
$0.00
$0.00

$0.00

o
Downlo sults To Excel
. &

3resultsfound  10[v]

from the home page by clicking on the “View this group’s

View this group's statements

Go to Group Billing
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You can also access the “Billing Invoice” screen from the “Invoicing” tab from the “Billing Details” screen.

& = Billing Details

¢ p——

Group Health Program Billing

Test Company (09876)

Net Due $2,631.47 @)

m Transactions
From the “Billing Invoice” screen, you can enter a specific invoice date or date range in the “Find Invoices”
section to narrow down your search results. ~

Payments Credits Adjustments ACH Forms

& Billing Invoice

v

Group Health Program Billing
Test Company (09876)
Net Due $2.631.47 @

Home  Transactions payments  Credits  Adjustments ~ ACH  Forms

View Existing Invoices

Find Invoices

Additional Search Options

To Invoice Type
08/29/2018 =} 11/29/2018
Search Results % -
14l Invoice Date | Invoice Type | Period Begin Date | Status | Prior Balance | Invoiced Amts/Adjustments | Allocated PmisiCredits | Unallocated Pmts/Credits | Amount Due |
4 11/01/2018 On Demand 11/01/2018- 11/30/2018 Processed $0.00 $875.00 $0.00 $0.00 $875.00
2 10/01/2018 On Demand 10/01/2018- 10/31/2018 Processed 30.00 $0.00 50.00 $0.00 $0.00

. - > | bl Jresuitstound| 10 v

Once you have entered a date or date range, click the arrow and you will see invoices from the selected date
or date range. Under “Search Results”, you can sort invoices by clicking on the column headings which include
Invoice Date, Invoice Type, Status, Period, Prior Balance, Adjustments, Credits and Amount Due.

Search Results

1d | Invoice Date | Invoice Type | Period Begin Date | Status ] Prior Balance ] Invoiced Amis/Adjustments | Allocated Pmts/Credits | Unallocated Pmts/Credits 1 Amount Due |

[ 01/01/2019 Scheduled 01/01/2019- 01/31/2019 Processed $1,750.00 $881.47 $0.00 $0.00 $2,631.47

. - M 1resultfound 10 v
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The “Find Invoices” section of this screen also provides “Additional Search Options” and you can use the
“Invoice Type” window to search for Adjustment Only, On Demand or Scheduled invoices. If you do not select
an invoice type, you will see all invoice types for the selected date or date range.

Find Invoices
Invoice Date Additional Search Options
From To Inveice Type

12/01/2018 B 01/31/2019 ] H 2

Adjustment Only
On Demand
| Scheduled

You can download your results to an Excel file by clicking on the gear {CE} icon.

@.

Download Results to Excel

S T FNMOCOOED TITIOSTCTeEuies Urlﬂ”ﬂ

Billing Payments

The “Billing Payments” screen provides information about your most recent payment details. Click on the
“Payments” tab of the “Billing Details” screen to navigate to “Billing Payments.”

s

G & Billing Details
[==2]
| «Choose Another Entity Group Health Program Billing
Test Company (09876)

Net Due $2,631.47 @

COUCM Transactions  Invoicing ledvs Adjustments  ACH  Forms

&3 Billing Payments

‘ 2 «Choose Another Entity Group Health Program Billing
Test Company (09876)

Net Due $2,631.47 @
Home  Transactions \momng@ Credits  Adjustments ~ ACH  Forms

Find a Payment

2}

Find Payments

Date Posted Additional Search Options

Date Filter Source

Custom Date Range

From To Status

12/01/2018 B 01/31/2019 B E )

&

Search Results

There are no results from the search performed.
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From the “Billing Payments” screen, go to the “Find Payments” section to select the Current Invoice Period, the
Prior Invoice Period or enter a Custom Date Range from the “Date Filter.”

/
Find Payments -

Date Po

Date Filter

‘ Custom Date Range v

Current Invoice Period
Prior Invoice Period
Custom Date Range

From To

12/01/2018 & 01/31/2019 & E 2

Once you select from the Current Invoice, Prior Invoice Period or a Custom Date Range option, click the arrow
to see your payments.

You can also search by payment “Source” and/or payment “Status” from the “Additional Search Options”
section.

Additi Search Options

Source

Check

Due To/From Ghp

Due To/From Ntca

Due To/From R&S

Due To/From 5avings Plan
Due To/From Smc

One Time ACH

Recurring ACH

Wrong Lockbox - Check
Conversion Payment
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Additional Search Options

Source

v
Status

L

Allocated

Pending

Voided

Partially Allocated
Allocated/Partially Refunded
Refunded

— Deleted [
Scheduled

Billing Credits

The “Billing Credits” screen provides detailed information about credits that may be applied to your account by
NTCA’s finance department. Click on the “Credits” tab from the “Billing Details” screen to navigate to “Billing
Credits.”

w @ Billing Details

| @ pu—————

Group Health Program Billing
Test Company (09876)
Net Due $2,631.47 ®

Adjustments  ACH  Forms

& @ Bjlling Credits

| 3 < Choose Another Entity Group Health Program Billing

Test Company (09876)
Net Due $2,631.47 ®

Home  Transactions  Invoicing  Payments Adjustments  ACH  Forms

Find a Credit
Find Credits.
Date Created Additional Search Options
Date Filter Type
Custom Date Range
From To Status:
10/01/2018 & 01/01/2019 & E 5]
Employee (Last, First) or Person ID kMl
Search Results o
There are no results from the search performed.
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You can see details about the credits applied to your billing account by clicking the dropdown list under
“Additional Search Options.”

Additional Search Options
Type

De minimus consideration

Fee Waiver

Interest Write Off

Miscellaneous

Prefunding Notional Account Contribution
Reallocation Credit

Write Off Credit

You can also search for an applied credit using the “Date Filter” under “Date Created.”

Find Credits

Date Created

Date Filter

Current Invoice Period
Prior Invoice Period
Custom Date Range
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Billing Adjustments

The “Adjustments” screen provides detailed information about adjustments that are in process or completed

and included on your invoices. Click on the “Adjustments” tab from the “Billing Details” screen to navigate to
“Billing Adjustments.” ‘

G & Billing Details

v "

m Transactions. Invoicing Payments Credits

Group Health Program Billing
Test Company (09876)
Net Due $2,631.47 @

ACH Forms

~

W @ Billing Adjustments

« Choose Another Entity Group Health Program Billing

Test Company (09876)
Net Due $2,631.47 @

b é]

Home  Transactions  Invoicing ~ Payments  Credits ACH  Forms

Find an Adjustment

Find Adjustments:

Date Entered

Date Filter

Additional Search Options

Status
Custom Date Range M|

From To

08/28/2018 B 11/28/2018 = E M

Reason

Employee (Last, First) or Person ID P

Billing adjustments are typically issued when there is a change in status or other event for your plan
participants that initiates additional billing charges or billing credits. You can see the reasons billing

adjustments are generated by opening the dropdown list under “Additional Search Options” and selecting
“‘Reason.” .

-

Additional Search Options

Status

Reason

Employee (Last, First) or Person ID )
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The following screen shows a partial list of reasons a billing adjustment may be issued to your company.

R |
415(b) Credit

Address Change

Administrative Fee

Administrative Overrides

Age Band Recalculation

Age Band Recalculation

Annual Enrollment

Attain HCE Status

Beneficiary Change

Beneficiary Change - Non-Spousal Retirement & Security
Beneficiary Change - Non-Spousal Savings
Birth/Adoption/Legal Guardianship

BO Data Update

COBRA Annual Enrollment

COBRA Enrollment

COBRA Term for Non-Payment

COBRA Termination B
Commence Leave of Absence B
Contract Change Eligibility Change
Contract Change Newly Elig m
Contract Change R&S

Contract Change R&S Election Opportunity

Contract Change Savings

Contract Change Savings Election Opportunity

Conversion

Death of a Child

Death of a Spouse/Domestic Partner

Death of Dependent v
Death of Fmolovee

' 1U3%

You can also check the status of a billing adjustment using the “Status” field under “Additional Search Options.”
Just open the dropdown list and select one of these options:

¢ Pending — this option shows you adjustments that have been created and will be included on a future
monthly billing.

e Invoiced — this option shows you adjustments that have been completed and included on a billing.
o Deleted — this option shows you adjustments that were deleted and not included on a billing.

Additional Search Options

Status

Pending
Invoiced
Deleted
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Using the “Date Entered” field, you can search for billing adjustments issued in the current invoice period, in a

prior invoice period or in a specific date range. Just open the dropdown list in the “Date Filter” to access these
search options.

Find Adjustments

Date Entered

Date Filter

Current Invoice Period

Prior Invoice Period
Custom Date Range

Search results are displayed on the screen. It is easy to see the status of the billing adjustment under the
“Status” column.

Search Results

Date Entered |

Description | Reason | Person D ] Name | Amount Adjusted |
11/09/2018 Event Generated Adjustment Ineligible for Benefits Pending
Total

003374 Sample, john -$875.00

-$875.00

1 resultfound 10V

More details about the billing adjustment can be viewed by simply highlighting and clicking the entry. This will
expand the screen and show itemized information about the adjustment.

Search Results

Date Entered | Description | Reason |

Status |
1170972018

Event Generated Adjustment

Person ID |
ineligible for Benefits
Total

Name | Amount Adjusted [

Pending 003374 sample, john -$875.00

-$875.00

Tresultfound 10V
Adjustment Details

8 -
Reason

Ineligible for Benefits Adjustment Amount
Description

Event Generated Adjustment

-$875.00

Date Entered 11/09/2018
Employee (Last, First) or Person ID 003374
Itern Adjustments
Item | Coverage [ Billing Period | Transaction Type [ Basis | ‘Amount Adjusted |
Dental Dental / Platinum Dental / Employee Only 01/01/2019 - 01/31/2019 Adjustment $0.00 -$58.00
Medical Medical / Platinum PPO with Platinum Rx / Employee Only

01/01/2019 - 01/31/2019 Adjustment

$0.00 -$817.00

2results found 1 0
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You can download the information to an Excel report by clicking the gear icon and selecting “Download To
Excel.” The Excel file will open in a new window.

Search Results {"} -

Download To Excel
Date Entered | Description | Reason | Status | Person D [ Name | Amount Adjusted
11/09/2018 Event Generated Adjustment Ineligible for Benefits Pending 003374 Sample, John -$875.00
Total -$875.00

Billing ACH

The “ACH” screen is where you will go to make a one-time electronic payment or set up recurring ACH
payments. Click on the “ACH” tab on the “Billing Details” screen to navigate to “Billing ACH.”

" B Billing Details
=3 -
| CEEL I Group Health Program Blling
Test Company (09876)
Net Due $2.631.47 @
m Transactions Invoicing Payments Credits Adjustments Forms

w8 Billing ACH

s -

¢+ Choose Another Entity Group Health Program Billing

Test Company (09876)
Net Due $2.631.47 @

Home  Transactions  Invoicing  Payments  Credits  Adjustments [Ye:ll Forms

Payment Summary Banking Information /
Current balance $2,631.47 Bank Account Number Bank Account Type

Due date 01/01/2019 Bank Account Nickname Bank Routing Number

Last payment received Account Holder

Auto payment No
Date received

Electronic payment history Make one time electronic payment

Transaction Date | Account Nickname | Amount Paid Bank Account Number Auto payment | Status [ Action

The “Payment Summary” section on this screen provides a snapshot view of your current balance, due date,
last payment amount received and the date it was received.

Payment Summary
Current balance $2.631.47
Due date 01/01/2019

Last payment received
Date received

From the “Billing ACH” screen, click on the “Make one time electronic payment” button to navigate to the “One
Time Electronic Payment” screen. /

Make one time electronic payment
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This will open an input screen where you can verify your current banking information (if previously provided
and saved) or you can enter your banking information. Click the “Save the banking information” box if you want
to save your banking information on the secure My NTCA Benefits portal. After you have completed your input
of banking information, click the “Save” button to initiate your electronic payment. After your electronic payment
is completed, you will receive a confirmation message. Use the “Cancel” button if you do not want to complete

the one-time electronic payment.

One Time Electronic Payment s
Amount:
Source: Provide gther banking information v
Bank Account Number: E|
Bank Routing Number:
r Name 1035_|
r Address
DATE
Y TO THE r_________T
R OF. ls
DOLLARS
Your Bank Name
MEMO
13 123456749 1§ 947654321 * 1035
I = | L T
Routing Number Account Number Check Number

Bank Account Type: Checkmg Account
Bank Account Nicknfame:

Account iffolder:

[[J] Save the banking information

3

Confirmation

One time electronic payment has been made
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To make a recurring ACH payment, click on the pencil 7 icon found in the “Banking Information” section.

Banking Information > /
Bank Account Number Bank Account Type

Bank Account Nickname Bank Routing Number

Account Holder Auto payment No

The “Edit Banking Information” screen will be presented, and you can enter your banking information. Click on
the “Make automatic payments of the amount due from this account” box to set up your monthly automatic
“ACH” payment.

Edit Banking information

Bank Account Num

Bank Routing Nun]

Your Name
Your Address

PAY TO THE
ORDER OF,

Your Bank Name

MEMO

1 123456749 1§ 947654321 * 10351

I I
Routing Number Account Number Cherk Number

Bank Accglint Type:

Bank Account [fickname:

Accoyght Holder:

®=  Make automatic payments of the amount due from this account

Do not make automatic payments from this account

A

Once all the information has been entered, click “Save” to set up your recurring ACH payments. Use the
“Cancel” button if you do not want to complete the setup of recurring ACH payments.
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The “Electronic payment history” section of this screen provides a history of your electronic payments. Click on

the column headings to sort by Transaction Date, Account Name, Amount Paid, Bank Account Number, Auto
Payment, or Source.

Electronic payment history Make one time electronic payment

Auto payment [ Status | Action

Transaction Date | Account Nickname | Amount Paid |

Bank Account Number |

Noresultsfound 10 v

Forms

“Forms” provides a list of your invoices for a selected billing group (e.g., Group Health Program, R&S Program,

Member Section 125, Member Section 105.) Click on the “Forms” tab from “Billing Details” to navigate to the
“Forms” screen.

<

= B Billing Details

< Choose Another Entity

Transactions Invoicing Payments Credits Adjustments ACH

o

Group Health Program Billing
Test Company (09876)
Net Due $2,631.47 @

You will see a list of your invoices along with the associated billing period. The following screen shows an

example of Group Health Program billings for November 2018, December 2018 and January 2019 for Test
Company (09876).

A

® Forms

¥

Group Health Program Billing
Test Company (09876)
Net Due $2,631.47 @

Home Transactions Invoicing Payments Credits Adjustments ACH

Billing Forms

Form Name | Date Created [ Billing Period |
Billing Statement 1140972018 01/01/2019 - 01/31/2019
Billing Statement 11/09/2018 12/01/2018 - 12/31/2018

Billing Statement

11/08/2018 11/01/2018 - 11/30/2018

3resultsfound  10[V/]

Highlight and click on the billing statement to download a PDF version of the invoice. You will have the option

to open and/or save the PDF file. You can also print your invoices. Following are examples of the first page of
an NTCA Group Health Program and Retirement & Security Program invoice.
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NT A

THE RURAL BROADBAND ASSOCIATION

Invoice Date: 01/01/2019

Test Company Billing Period: 01/01/2019 - 01/31/2019
NTCA Group Health Program Billing
Group # Previous Balance Amounts Paid Amounts Invoiced Adjustments Credits Total Due
09876 $1,750.00 50.00 5801.47 50.00 50.00 52,631.47

Enclosed is your 01/01/2019 NTCA Group Health Program billing, which includes an itemization of contributions due per participant.
Please review the detail carefully and notify us of any discrepancies. Notices of additions, coverage changes or terminations received
after the 15th day of the current billing period may be reflected on the following month's billing.

Payment is due on the first day of the month of coverage. Payments will be considered delinguent if not received within 20 days after
this due date. Prorated interest of 1.5% per month will be assessed as of the 15t of the month following the due date. Additionally,
termination proceedings may begin on accounts where contributions are not made in full within 20 days of the invoice date.

If you wish to pay this invoice online, go to hitps./ntcabenefits_nica.org/employer, click on Billing, select the corresponding Group 1D,
and then click on the "ACH" tab. Autopayment elections through the My NTCA Benefits portal will enroll your company in monthly
automatic recurring ACH, to be drafted on the 10th of each month, or the following business day. Any guestions regarding this
process can be directed to Theresa Stevens at tstevens@ntca.org or 703-351-2076.

For questions about the billing, please contact a NTCA benefits resource specialist at benefitsresource@ntca org or 823-221-9000,
Monday - Friday, 9am. -8 pm_ET.

Retain the top parton for your reconds.
Detach bottom porfion and remit with payment.

Invoice Date: 01/01/2018
Due Date: 01/01/2019

Total Due:
Amount Paid:

Please Do Mot Send Correspondence with Payment.

Group #: 09876 Remit payment 10:
NTCA Group Health Program
P.O. Box 418858

Test Company Boston, MA 02241-8858

Proroceasd 44007019
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NT A

THE RURAL BEROADBAND

Test Company

ASSOCIATION

Invoice Date: 10/01/2018
Billing Period: 10/01/2018 - 10/31/2018

NTCA Retirement and Security Program Billing

Group # Previous Balance Amounts Paid Amounts Invoiced Adjustments

Credits

Total Due

09876 £0.00 £0.00 $5,555.58 £0.00

50.00

55,555.56

period may be reflected on the following maonth's billing.

Monday - Friday, 9 a.m. - 8 p.m. ET.

Please Do Mot Send Correspondence with Payment.

Group #: 09876

Test Company

Processed 11/08/2018

Retain the top partion for your records.
Dietsch bottormn portion and remit with payment.

Invoice Date: 10/01/2018
Due Date: 10/01/2018

Total Due:
Amount Paid:

Remit payment 10:
NTCA Retirement & Security Program
P.O. Box 413919

Boston, MA 02241-8919

Enclosed is your 10/01/2018 NTCA Retirement and Security Program Billing invoice, which includes an itemization of contributions due
per participant. Please review the detail carefully and notify us of any discrepancies. We appreciate your completion of the appropriate
form({s) for each type of event. Notices of additions, coverage changes or terminations received after the 15th day of the current billing

Payment is due on the first day of the month of coverage. Payments will be considered delinquent if not received within 30 days of this
due date. Prorated interest of 1.5% per month will be assessed on delinquent payments. Additionally, termination proceedings may
begin on accounts where contributions are not made in full within 30 days of the invoice date.

If you wish to pay this invoice online, go to htips: #ntcabenefiis nica.org/employer, click on Billing, select the comesponding Group 1D,
and then click on the "ACH" tab. Autopayment elections through the My NTCA BEenefits portal will enroll your company in monthly
automatic recurring ACH, to be drafted on the 10th of each month, or the following business day. Any questions regarding this
process can be directed to Theresa Stevens at {stevens@ntca.org or 703-351-2076.

For questions about the billing, please contact a NTCA benefits resource specialist at benefitsresource@ntca.org or 328-231-9000,
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Company Information

You can view details about a company’s elected NTCA benefits in “Company Info”. From the home page,
select the “Company Info” icon from the left side of the screen.

(¥ NTCA

Home

B

Search

| fo

Billing

Reporting

i E

Company Info

If you administer NTCA benefits for more than one company, “Select Company” panel will display.

Select Company

You have access to more than one company. Select One:

Using the drop-down navigation menu, select a company from the list presented.
Select Company

You have access to more than one cogfpany. Select One:

I v |

09875 / Test Company

09877 / Sample Company

Company Details

Information on this screen includes:

Basic
Shows the company name, NTCA member number (organization ID) and controlled group information.

4% Company Information

Company Details | Adoption Agreements  Users  Participants
. Test Company

28 Basic
F-4

Parent
Active

NTCA

iption:  Test Company
09875 B

= Test Company

wsDate:  Jan 1, 2019
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Quick Tip: Use the “Choose Another Company” toggle to quickly access another company (if applicable.)
Organization ID 098?

Additional
Data in this section is most frequently used by NTCA benefits administration personnel.

Additional

Navigate timeline or select date: 01/01/2019 B

SEE Certification Count for CMS Payroll Pay Periods Employer Identification Number Union UHC Company Location Code
- 24 11-1234567 No 987

Merger Benefit Plan Ticker Symbol Exchange Small Employer MRM Code

No s No - Janet Cloyde

Region Code Member Trustee Indicator AE Close Flag Member Type S Corporation

Southeast No No Commercial No

Publicly Traded

Company Address

This is the address used by NTCA for mailing benefits communications and other materials to the company
location.

Company Address
Type Address 1 Address 2 City State Zip Code Country
Physical Mailing Address 30 Town Square Blvd, Suite 300 - Asheville NC 28803 United States

Ownership/Related Companies
Much of this data is maintained by NTCA benefits administration personnel and used for compliance testing.

Quick Tip: You will see the wording “Organizational Structure” under the column “Organization Type” in the
Related Companies panel. All company records will show this wording so NTCA can accurately maintain
control group information.

¥ NTCA 8wt L
~
()
. 01/01/2019 =
B3 | SEE Certification Count for CMS Payroll Pay Periods Employer Identification Number Union UHC Company Location Code
= - 2 111234567 No 987
il | perger Benefit Plan S e Tl EE M Co
Merger Benefit Plai Ticker Symbol Exchange Small Employer MRM Code
as | No - No - Janet Cloyde
Region Code Member Trustee Indicator AE Close Flag Member Type S Corporation
Southeast No No Commercial No
Publicly Traded
Company Address
Type Address 1 s Zip Cod Country Action
Physical Mailing Address 30 Town Square Bivd, Suite 300 NC 28803 United States
Ownership
Related Companies
d Status Action
(]

K Field History

The arrow(s) under Action allows you to navigate between company records.
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Adoption Agreements

This area shows details about the benefit plans currently offered by your company. If your company previously
offered a plan(s), you can also see information about those plans by selecting “Yes” from “Show Terminated
Contracts”. ’

4# Company Information
=] Company Details | Adoption Agreements | Users  Participants
w  TestCompany

Products

Products
If you want to view more details about the benefit plan, click on the name under the “Program (Amendments)”

column. -

42 Company Information

= Company Details Adoption Agreements Users Participants

a  Test Company

22 Products Show T tod Contracts: Yes | No
1 Ref: Last Update Date [ Last Update Type | End 1 Actions
- 03/13/2019 09:50 AM < [
01/01/2018 B
01/0172019 I}
01/0172019 I}
010172019 [

Benefit Groups
This will expand the screen to show detailed information about the groups eligible for the specific plan.

Fal
in

Creation Date [ Reference no. Last Update Date | Last Update Type | End 1 Actions

£

03/13/2019 08:58 AM c

Ll

W B mg o o

Contract Details:

jhouston@ntca.org Signatories

jhouston@ntca.org

Feature Amendments
Creation Date Reference no. Effective Changes
031312019 Edited: Active Full time, Part ime or Manager
03/1212019 Added: Retired
0311212019 010172019 Added: Active Director or Retained Atorne

Benefit Groups:

Benefit Group
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Benefit Groups can be linked back to the elections on your NTCA Adoption Agreement for:
e Active Full time, Part time or Manager

e Active Director or Retained Attorney

e Retired

e Surviving Spouse of Active Full time, Part time or Manager

To view more information about the specific benefits offered to one of these groups, just highlight and
click on that specific group shown on the screen.

Quick Tip: If you see a benefit group “FMLA Leave”, “Active Short-Term Disability” or “Active Long-Term
Disability”; NTCA benefits administration personnel may use these groups to administer benefits for an
individual. It does not necessarily mean your company has elected benefits for the group(s). Also, there may
not be any participants at your company in these groups.

Group Plans
After you select the Benefit Group, an expanded panel appears with a detailed list of NTCA benefit plan

options adopted by your company. You can view details such as your elected medical plan(s), group life
benefit volume, waiting periods and other information included on your Adoption Agreement.

24 Hour Accident 24 Hour Accident $50,000

Hi-Limiz BTA BTA $50,000 Coy

Medical AAAPPO with Platinum Rx

pouse Life 525,000 Spouse Lifs
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Users

This tab provides a list of individuals who currently have or previously had access to your company, participant,
and billing records from the My NTCA Benefits portal. Users can be assigned different levels of access

(i.e., security roles) to your company and participant information. Any updates that are needed to this
information should be sent to NTCA.

&2 Company Information

= Company Details Adoption Agreement Participants

Test Company v showfitters

Users

Contact Last Name | First Name [ UserID [ Position | Created | LastLogin | Status Actions

Test John NTCAUATTEST100@N... - 01/08/2019 04/08/2019 Active

Status
This shows the current status of the user.

e Active — the person is a current authorized user.
e Disabled — the person is not authorized for access to the portal.

e Locked — the person is locked from access to the portal and may need a password reset. Users showing a
locked status can contact NTCA for assistance.

Participants

Information found in this tab includes employment records for individuals reported to NTCA and are either
currently participating in the NTCA benefit plans or previously participated in the plan(s). You can sort the list
by clicking on any of the column headings.

I 4% Company Information

LT: Company Details  Adoption Agreements Us

a1 Test Company

Participants

Last Name 1 First Name [ DOB ] SSN ] Employee ID | Status 1

ames w4123 001131

ek D874 001141 Retired

Expand the results by using the “Results Found” box. ~

Employee ID
This is the NTCA assigned Alternate ID, also known as the Member ID. It is the number found on the NTCA

GHP ID card if the individual participates in medical and/or dental coverage.
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Status
Identifies if the participant is currently an Active Employee, Director or Retired/Surviving Spouse (with a lifetime
extension of coverage).

Eligibility
Shows if the individual is eligible for coverage in the listed benefit group (refer to Adoption Agreements).

Actions
Click on this icon to navigate to the participant’s record.
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Participant Search

Detailed information about your participants’ NTCA benefit plan elections and coverages is available using My
NTCA Benefits. From the home page, select the Search icon from the left side of the screen.

(¥ NTCA

5»

Home

Search

o

Billing

Reporting

Bk

Company Info

You can use search by the person’s name, NTCA assigned ID number or Social Security number. You can
locate the NTCA assigned ID number on your company's benefit plan bills. Input the information in the search
box.

NTCA

& Search [ v showfiiers

test, john

el

[0

Use the filters to narrow your search. For example, if you want to search for a participant and no dependents,
select “Participant” from the filters list. Select “Employee ID” if you want to search for a specific individual and
input the person’s employee ID number to complete the search.

(¥ NTCA
VAN
W &, Search

Y Entity ype of: Y Participant / Dependent with: Y Employer with: Y Entity with:

Last name Legal name Employee ID
First name Operating name Entity ID
Tax ID

Employer
[ Participant
Dependent

Press enter or select the blue “Search” button, and the record or a list of records matching the specific criteria
will be displayed on the screen.

Ay
(L1
S Search v showfiters
| LLI:

Test, john Q search $% Clear Results Y
= Action Name (Tax ID) T D I Status 1 Related

L profile Test, John (+++++4987) Participant 001111 Active Employer: Test Company, 03875
28
Y L profile Test, Ir, John (<<+**3147) Participant 001121 Active Employer: Test Company, 09875
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Select the “Reset Form” or “Reset Filters” button to clear the selected filters and information keyed into the

search box.

Fas
o BQ Sea rCh A Hide filters
iy
e | James Sample x C Search
(=]
- Y Entity type of: “( Participant / Dependent with: %Y Employer with:
allall
[0 Employer [ Last name [ Legal name
a8
& [J Participant [J First name [J Operating name

[J Dependent

] Employee ID
] Entity ID
[ TaxID

3% Clear Results

% Status of:

Participant:

[ Active

[ Leave of Absence

[ Tarminatad

The red “Clear Results” button will remove the record results and you can start a new search.

(¥ NTCA

B

A:QQ Search v snowfiters

&

T
. |
ol
a8

[ cor o

B n1ea

@ nic

A “Profile” icon with a heart symbol reflects a dependent record. You can also identify dependents using the

description listed in the “Type” column.

& Search v showfiters

pe |

Action Name (Tax ID) T

o 5

Ny
£

g

g Profile Test, Baby (++**+6741)

i)

L profile

o
2o

= Profile

S profile

‘ $3 Clear Results

D1

001111

001121

Status [
Eligible Dependent

Eligible Dependent

Ineligible Dependent

Additional

The information shown in the “Related” column provides the employer information associated with a participant

and includes a quick link to the company record.

Participant Profile

Click on the “Profile” icon to access a specific record.

Ay
i

&, Search v showfiters
2 S

& T

5 [ Name (Tax ID) T Type 1

& profile Dependent
42 8, profile T +++3789) Dependent

Test, John (+++++487) Participant
S, profile Test, Sally (=++++2147) Dependent
L profile Test, Jr, John (+++**3147) Rarticipant

‘ $3 Clear Results

DI

001111

001121

Status [
Eligible Dependent
Eligible Dependent

Active

ineligible Dependent

Participant: John Test, 001111

Employer: Test Company, 09875

Additional

Active Full time, Part time or

Activ

Man=:

e Full time, Parttime or

The “Personal” tab includes basic data such as individual’s name, date of birth, marital status and NTCA

assigned |D number.
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The “Additional Information” panel that displays on this screen includes data that is used by NTCA benefits
administration personnel.

O NTCA L soricpont test o« @ Urstecs Binrca @ NTCAUATTESTIObGNTCAORG -
G\ ® Participant Profile

L,T; personal | Contact  Dependents

il Basic Information

£ © Male N wwerxggg7

te of Birth:  OCt 26, 1982 Employee ID: 001111

Date of Marital Status:  Married
Age: 36 Years 5 Months
uffio -
= Additional Information,
Province of Residence Bad Email Indicator 1D Card Status Indicator Qriginating Person ID

Bad AQUTESSTITICator

The “Contacts” tab shows current address, email and/or phone number information for the participant. NTCA
benefits administration personnel use this contact information when sending benefits information directly to the

participant.

r (0 oo Tact 1n (62) | 1mcalort . [ .
(O NTCA A participant: Test, john + (@) unselect B @
S
) © Participant Profile
= Pefsonal Contact Deppndents
ol Address
X3 Indicators Address Type Effective Date Address 2 City State ZIP Code Country Action
Permanent 01/01/2019 Asheville NC 28803 United States
Email
Indicators Email Type Start Date Address Action
Persanal 01/01/2019 test@home.com
Work 01/01/2019
Phone
Indicators Phone Type Start Date End Date Number Action
Mobile 01/01/2019
Work 01/01/2019

method of communication.

Ll Q . .
© Participant Profile

= Personal Contact Dependents

Ll Address

a8 Indicators  Address Type Effective Date

Permanent 01/01/2019

Email

Preferred method
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The “Dependents” tab lists the participant’s dependents reported to NTCA benefits. This includes both eligible
and ineligible dependents for benefits coverage. It's easy to see the status of the dependent under the “Status’
and “Status Effective Date” columns. If the dependent is enrolled in a benefit plan(s), you will see a “Yes”
under the “Enrolled” column.

ey
" § Participant Prafile
i atus i ate Enrolled

0 Name Relationship DOB T Status
ol
i Spouse 05/18/1984 Eligible Dependent Yes
28
= Child 02/12/1992 Ineligi No
Child 09/2612017 Eligible Dependent ¥
Yes | N

The “Basic Information” panel shows indicative data about the dependent. The data shown in the “Additional
Information” panel is generally used by NTCA benefits administration personnel to administer your company
benefits.

Test, Jane

Depen-:len[ Information Contact Coverage
Basic Information
Last Mame: Test Sex: Female SS5N: wikkdgq23
Middle Name: - Date of Birth: May 1, 1967 -
First Name: Jane Date of Death: -
Suffic: - Age: 51 Years 11 Months

Additional Information

QDRO Award Date

Dependent Disabled
No

Tobacco/Smoke Status

HAX effective date

Dependent Student Status
No

Working Spouse (for prem
surcharge)

Dependent Relationship History
Spouse

Dependent Marital Status

Dependent Status History
Eligible
Dependent

Dependent Medicare Eligible

The “Contact” for dependents will automatically default to the participant’s contact information.

® Participant Profile

= Personal  Contact | Dependents

e Relationship

Jane

Nam
Test,
I

i

Test, Jane

Dependent Information

Participant's preferred address.
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A summary of the dependent’s benefits is provided in the “Coverage” tab. To view information about another
dependent, click on the name of the dependent from the list shown at the top of the screen in the “Dependents”

,_..
O
=4

NTCA L Participant: Test, John ~ ) Unselect B nTca (@) NTCAUATTESTI00@NTCA.ORG ~

)
&

o
u 9 .
) ¢ Participant Prof]
i1
Personal Contact endents
=
ul Name Relationship DOB 1 Status Status Effective Date Enrolled
e Test, Jane Spouse 05/18/1084 Eligible Dependent 01/01/2019 Yes
= Test, Sally Child 02/12/1092 Ineligible Dependent 01/01/2019 No
Test, Baby Child 00/26/2017 Eligible Dependent 01/01/2019 Ves
Show inactive dependents:| Yes | N
Test, Jane
Dependent Information Contac(
Benefit Plan Start Date End Date
fedica AAAPPO with Platinum Rx 01/01/2019
Vision 010172019
Platinum Dental 01/01/2019

You can also access the “Participant Profile” screen from the navigation menu when you click the arrow beside
the participant’s name.

LQ Employment Profile

=
Persona LJ Coverage s

8 Enroliment History I
Basic Inf
1 g Employee Billing
Salug
43 CoBRA
Last b

Middle § {r{_fﬁ’ Beneficiaries

First Name: _John

Updating Participant Information

Log in to the My NTCA Benefits member portal.

Click on the Company Info tab.

Use the dropdown menu to select the company of the participant whose information you’re updating.
Click on the Participants tab.

Click on the participant’s profile icon under the Actions column.

ok wbd-~

Eligibility | Actions
Not eligible &

No eligible A

Active Full time, Pait time or @

Active Full time, Part time or Ma... [1]

6. Inthe participant's profile, click the blue Edit Participant button.
7. Enter the estimated date of the participant’s information change in the Transaction Date field.
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8. Enter the updated information in the appropriate field(s).

Demographic
Empioyeold 009545
First Name” [ 401
vicio Namo
Last Name*  [ESE
-
SON' =78
Birth Date” 0 80
Date O1 Doath
Marial Status
Sufk
Address
Address  Praferred
Addross 1 Addres:
Tiwe Addvss
Purmanart . wroe |
Tompora
Email
EmaiType Emall Address Primary indcator
Viork Yes
Personal Yo
omer Yes
Telephone
Teleghona Typa Number Primary Indicator
o

B2 (MMDDYYYY)

et

9. When done, click the blue Next button.
10. Your participant’s information has been updated!

You will now see that the participant’s profile information reflects the changes you just made. In addition, the
participant will be able to see that these updates have been made to their account in the My NTCA Benefits

participant portal.

Employment Profile

Select the “Employment Profile” icon from the participant navigation menu to view employment history and

additional details.

= Enrcliment History

‘W’ Employee Billing

" COBRA
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The “Employment History” panel shows the participant’s periods of employment at the company listed under
the “Company” column, and an employment status associated with each company.

Employment Status Key

A = Active ﬁ £ Employment Profile
R = Retired e — . -
T = Terminated TGy s ;

D = Deceased

S = Surviving Spouse
L = Leave of Absence
C = COBRA

The “Employment Details” section is generally only used by NTCA benefits administration personnel.

Employment Profile

4 Employment History

Company Company ID Start Date End Date Status

Test Company 09875 Jan1, 2018 - A

[l Employment Details: Test Company

Information on this screen includes:

Employment status data

The field names in blue include hyperlinks to view historical information specific to that data.
[ Employment Details: Test Company

Navigate timeline or select date: 01/01/2019 |

Lifetime MNon NTCA LTD NTCALTD Cobra Last HAX Group Code
No No No No =

R&S Ineligible Due to Soft Sec 105 Elig Flag EE Status Group Code Relationship

Freeze Yes Active Full Time Employee

- Employee

Date of Employment
Jan 1, 2019

Qualify for LTE Company
Policy

Estimated Salary

Scheduled Hours

Scheduled to Reach 1000
Hours
Yes

GHP Part-time Policy
No

Signature Date
Jan1,2019

Meet GHP Part-Time Policy

Mo

Duty Station
North Carolina

LTE Company Paolicy Indicator

Estimated Salary Amount
5$45,632.00

This is the amount used for billing benefit plan contributions.
Qualify for LTE Company Scheduled to Reach 1000 Signature Date Duty Station

Estimated Salary Amount
Palicy Hours $45,632.00
= Yes

Jan 1, 2019 MNorth Carolina

Part-time Policy
Shows information if your company has a part-time policy for benefits eligibility, and the individual meets the

company and NTCA benefit plan requirements.

Meet GHP Part-Time Policy
No

GHP Part-time Policy
No

Date of Employment Scheduled Hours

LTE Company Policy Indicator
Jan 1, 2019 =

STton

oty Estimated Salary Amount
North Carolina

$45,632.00

Qualify for LTE Company Scheduled to Reach 1000
Palicy Hours
= Yes

Signature D&
Jan 1, 2019
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Lifetime Extension of Coverage

If the participant is eligible and covered under a lifetime extension of GHP coverage (medical, dental and/or
life), details about the extension and coverage billing (i.e., directly to the individual or through the company) is
shown on this panel.

G0
g

Navigate timeline or select date:

R&S Ineligible Due to Soft
Freeze

Date of Employment
Jan 1,2019

Qualify for LTE Company
Policy

Term Date

[ Employment Details: Test Company

01/01/2018 i

Non NTCALTD
No

Sec 105 Elig Flag
Yes

Scheduled Hours

Scheduled to Reach 1000

NTCALTD
No

EE Status
Active

GHP Part-time Pelicy
No

Signature Date

Cobra
No

Group Code

Full Time

Employee

Meet GHP Part-Time Policy
No

Duty Station
Noxcth Carplina

Hours

ifetime Medical Bill Method

Lifetime Dental Bill Method

Lifetime Life Bill Method

GHP Wellness Connections Plan Incentives

Last HAX Group Code

Relationship
Employee

LTE Company Policy Indicator

Estimated Salary Amount
$45,632.00

Tob Title

Wellness plan incentive earnings and medical plan rate reductions are displayed in this area.

EE Wellness Discount
0.00

Health Risk Assessment
Employee Billed Date

Health Provider Scresning
(biometric) Spouse Award
0.00

Online or Telephonic
Coaching Programs Spouse
Billed Date

EE Bill Date

Health Risk Assessment
Spouse Award
0.00

Health Provider Screening
(biometric) Spouse Billed
Date

5TD Approval Date

Disability Approval Data

SP Wellness Discount
0.00

Health Risk Assessment
Spouse Billed Date

Online or Telephanic
Coaching Programs
Employee Award
0.00

Non-NTCA Disability Indicator

SP Bill Date

Health Provider Screening
(biometric) Employee Award
0.00

Online or Telephonic
Coaching Programs
Employee Billed Date

NTCA Disability Indicator

Health Risk Assessment
Employee Award
0.00

Health Provider Screening
(biometric) Employee Billed
Date

Online or Telephonic
Coaching Programs Spouse
Award

0.00

Frozen Estimated Salary as of

Disability Date of Loss
0.00

Information regarding current or prior long-term disability (LTD) for the participant can be viewed on this

screen.

Online or Telephonic
Ceaching Programs Spouse
Billed Date

Disability Date of Loss

Max Duration Date

Frozen Uplifted Employer
Contribution Rate from
Disability Date of Loss

Premium Waiver Vision

Premium Waiver Supp Life

Premium Waiver R&S

5TD Approval Date

Disability Payment Begin
Date

Group Life Waiver of
Premium Status

LTD Rule of 85

Premium Waiver Dental

Premium Waiver Spouse
Supp Life

Premium Waiver Savings

Non-NTCA Disability Indicator

Disability Application
Approval Date

Frozen Employer Paid
Surchargs Rate

Disability Employee After Tax
MP Contribution

Premium Waiver Life

Premium Waiver AD&D

NTCA Disability Indicator

Disability Waiver Effective
Date

Frozen Upcharge Rate

Disability Employee After Tax
PS Contribution

Premium Waiver Spouse Life

Premium Waiver
Supplemental AD&D

Frozen Estimated Salary as of
Disability Date of Loss
0.00

Disability End Date

Frozen Uplifted Employee
Contribution Rate from
Disability Date of Loss

Premium Waiver Medical

Premium Waiver Child Life

Premium Waiver 24Hour

To review a history of when data on the “Employment Profile” was updated, just click on the field name and the
history will be shown at the bottom of the page.

= Field History: Relationship

Value [

EE

August 2022

Effective Date |

Jan1,2019

Entry Date |

Mar 13,2019

MemberAddUpdateTool. AddMember
( User: MS Administ
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Coverage

Select the “Coverage” icon from the participant navigation menu to view current and historical coverage
information for the participant and their dependent(s).

NTCA | 2%

& Pz

Coverage
Persond -

% Enrollment History
Basic Inf

g Employee Billing

™ COBRA

Beneficiaries

lehn

The “Current” tab provides a detailed list of all the current coverages for the participant and shows details such
as the elected medical plan and tier level, coverage effective date and the total cost of the coverage(s).

~
e Coverage
ca current | History
2 £ Employee Set  Active Full time, Par: time or Manager
sl Org Elected Approved
Iy Alert  Benefit Id Plan Option/Tier Volume Volume Event (Effective Date) Coverage Start Date  Coverage End Date  Total Cost per Month  EE Cost  ER Cost
- Medical Emplayee & Family New Hire ) 01/01/2019 $2,943.00 $0.00  $2943.00
Vision Employee & Family New Hire $0.00 5000 5000
Wel Eligible New Hire, $0.00 $0.00 $0.00
Employee & Family New Hirel $0.00 5162
1 x Annual Salary $46,000.00 $46,000.00 New $0.00 5620
Spouse Life Spouse Life $25,000 Spouse Life Coverage $25, 00 $25,000.00 New Hire, $0.00 $3.75
Child Life - $2500 Child Life C 3 Child(ren) Only - - New Hire, $0.00 $0.15
(D) supplementa Life Insurance Supplemental Life Insurance Supplemental Life Insurance Adm 50.00 5000 50.00
Basic ADBD Basic ADED 1 x Annual Salary AD&D $46,000.00 $46,000.00 New Hire: o) 0170172019 $2.76 $0.00 5276
Disability Long-Term Disability LTD Platinum - 13 Wk Wait then 70% of Salary paid $2,6 00 $2,661.00 New Hire, 9) 01/01/2019 $174. $0.00 $174.
hly
24 Hour Accident §50,000 Employee Only New Hi ible (01/01/2018)  01/01/2019 $5.4 50,00 554
New Hi ible (01/01/2019)  03/13/2019 $0.00 $0.00 $0.00
New 50.00
b $0.00 $0.00  $0.00
New $0.00 $0.00 $0.00
New $0.00 5000 $0.00
New $0.00 $0.00 $0.00
New $0.00 $0.00 $0.00
& d Security Ret d Security N $0.00 5000 $0.00
Totals
&, Dependents

If a participant’s coverage is not yet effective, a red alert icon will appear beside the benefit plan.

Al
in

Coverage

Current History

g o

£ Employee Set Actv

Orgld  Plan

Retirem¢

BB Rer& Sec
Ret & Security

This benefit iz p#fet in effect. History tab shows details. 1

) Bk

The red circle with an “i” indicates the coverage requires NTCA review/approval. You will usually see this with
life and/or disability coverages when the participant is considered a late enrollee or for supplemental life
enrollments that require additional approval.

N e = e
{3} Supplemental Life Insurance
‘»._J_-_)'l P
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Coverage Volume

If the company offers benefit plans with coverage volumes such as the NTCA Group Life plan, the volume of
coverage elected and approved can be viewed from this tab.

VA

o Coverage

.

= Current History

[ -

- £ Em F:'C"‘."‘Z‘? Set  Active Full ime, Part time or Manager

olnl org

a8 Alert Benefit Id  Plan

- Medical = AAA PPO with Platinum Rx
Vision - Vision
Wellness = GHP Wellness Connections
Dental = Platinum Dental
Basic Life - Basic Life
Spouse Life Spouse Life
Child Life - $2500 Child Life Coverage

(j_) Supplemental Life Insurance Supplemental Life Insurance

Elected
Volume

Approved

Option/Tier Volume

Employee & Family
Employes & Famnily
Eligible

Employes & Family

1 x Annual Salary

525,000 Spouse Life Coverage
Child(ren) Only

Supplemental Life Insurance

Coverage volume is also used to display contribution percentage elections for Savings Plan participants. This
example shows $3.00 (which represents a 3% contribution.)

Savings Plan Profit Sharing Savings  Profit Sharing Savings
Eefore Tax Eefore Tax

Savings Plan Profit Sharing Savings  Waived
After Tax

Savings Plan Savingz Plan Eligible

Benefit Cost

Total Cost per Month EE Cost ER Cost

=}
[}
(=}

$2,943.00 3 52,94

$0.00 30.

[

] $0.00

Mew HiredMewly g1on2me - $0.00
Eligible

0/o1/2019 - §0.00

01/01/2019 - §0.00

Here’s some quick tips when you view the cost information from the “Coverage” tab:

e Costs are shown in monthly amounts.

$0.00

$0.00

$0.00

50.00

50.00

50.00

e Most coverages will show a dollar amount under the “ER Cost” (“Employer Cost”) column because NTCA
bills the member company for the monthly contributions.

e Sometimes a dollar amount is shown under “EE Cost” (“‘Employee Cost”). This typically occurs when the

participant enrolls in additional coverage such as Supplemental Life and AD&D coverages.

e Retirement & Security (R&S) Program costs are not included in the “Coverage” tab because NTCA uses an
8-month billing structure for this program. The My NTCA Benefits portal is designed to present coverage
costs for a 12-month billing structure. R&S Program billing information is in the “Company Billing” area of
the portal and from the Employee Billing icon.
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Event (Effective Date)

Event (Effective Date) Coverage Start Date

MNew Hire/Newly Eligible (01/01/2019)  01/01/2019

The “Event” column provides a description of changes processed for the participant. These changes may result
in an update or change to benefit plan coverage(s). Events include:

e New Hire/Newly Eligible

e Birth/Adoption/Legal Guardianship
e Marriage

e Divorce

e Beneficiary Change

e Voluntary Waiver

An “Administrative Override” event is used by NTCA benefits administration personnel when appropriate to
apply certain approved changes to a participant’s coverage record.

Event History
Click on the “Event”.

Coverage
Current History

__k;_ ETT"[:'CJ"-;E‘? Set  Active Full time, Part time or Manager

Org Elected Approved

Alert Benefit Id Plan Option/Tier Volume Velume Event (Effective Date) Coverage Start Date

Dependent Coverage Information
A summary of each dependent’s coverage is found at the bottom of the “Coverage” screen. Use the “View By”
buttons to sort the records by covered dependent or by benefit plan. If a dependent’s coverage is not yet

effective, a red alert icon will appear beside the benefit plan.

Pl
b $0.00  $2.71

$0.00  $174.98

5000 §5.4

N 50.00 5000 $0.00
otall

a8 $0.00

50.00 000 $0.00

50.00 5000 $0.00

50.00 5000 $0.00

50.00 5000 $0.00

$0.00 $0.00  $0.00

50.00 5000 $0.00

£ Dependents

View By: @Dependent CBenefit

Test, Jane

Pla End Date
A4 PPO with Pla R

Vision vi

Dental P

Test, Baby

Benefit Plan Start Date End Date

Medica AAA PPQ with Platinum Rx 01/01/2019

Vision Vision

Dental Platinum Dental

Child Life $2500 Child Life Coverage
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Coverage History
The “History” tab provides a summary of changes to the participant’s active coverage(s), including annual open
enrolliment and family tier level changes. Dependents impacted by these changes are shown by name under
the “Dependents” column.

This screen will also show coverage(s) that have an effective date other than the current date you are viewing
the record. For example, if the participant has a coverage effective next month, the history tab will show the
date their current coverage will end and the date when the new coverage will begin.

O NTCA S raricpant st jorm = ) unsee Boven @ wrcaarresT

ASI-DY

Coverage

Current Histor

@ Complete History ) Specific Date

ol
29
Option/Tier Elected Volume  ApprovedVolume  Dependents  Even ive Date) CoverageEndDate  Total Cost  EECost  ER Cost
AAA PPO with Platinum Rx Employee & Family New Hire/Newly Eligible (01/01/2019) $0.00
vision
Alert  Plan Option/Tier Elected Volume  ApprovedVolume  Dependents  Event (Effective Date) CoverageStartDate  CoverageEndDate  Total Cost EECost ERCost
Vision Employee & Family Test Ja New Hire/Newly Eligible (01/01/2019) o1/01/2019 50.00 5000 50.00
Test, Bab
Wellness
Alert  Plan Option/Tier Elected Volume Approved Volume Dependents Event (Effective Date) Coverage Start Date Coverage End Date Total Cost EECost  ER Cost
GHP Wellness Connections Eligible - New Hire/Newly Eligible (01/01/2019) 01/01/2019 $0.00 $0.00 30.00
Dental

Alert  Plan Elected Volume  Approved Volume. Coverage EndDate  Total Cost  EECost ERCost

Platinum Dental ible (01/01/2019) 5000

Basic Life

Alert  Plan Option/Tier Elected Volume  Approved Volume  Dependents  Event (Effective Date) Coverage StartDate  Coverage EndDate  Total Cost  EECost  ER Cost
Basic Life 1% Annual Salary $46,0 $46,0 New Hire/Newly Eligible (01/01/2019) 01/01/2019 s 50.00

Spouse Life

Alert  Plan Elected Volume  Approved Volume  Dependents Coverage EndDate  Total Cost EECost  ER Cost
Spouse Life use Life Coverage 01 50.00

Child Life

Alert  Plan Option/Tier Elected Volume ~ Approved Volume  Dependents  Event (Effective Date) Coverage Start Date CoverageEndDate  Total Cost EECost ERCest

Coverage history can be viewed in its entirety or by a specific date. Select the desired option using the
“Complete History” or “Specific Date” buttons.

Select the “Enroliment History” icon from the participant navigation menu to view events processed for the
participant.

NTCA

COBRA

" Beneficiaries

lshn

A summary list of events will be displayed with an effective date and status. Some events will show “In
Progress” until a later activity closes the event, such as the annual open enrollment for GHP elections.
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5y

& Enrollment History

Status | Event |

l:iﬂ Do

Effective Date |

Processed Administrative Overrides

oll]

Processed New Hire/Newly Eligible

a8

Most history records for benefit plan participants enrolled in the NTCA benefit plan(s) prior to January 2019 will
show events called “Conversion” or “Recalc”. These records result from NTCA’s conversion from our former
billing and enrollment system to the My NTCA Benefits portal.

Enrollment History Status

Details of an event can be viewed by selecting the specific event. This is a quick way to see if the event is in
process or has been completed (i.e., processed.)

~
n

Z® Enrollment History

= Status |

Status | Coverage

Employee Set: active

Enrollment History Coverage

The “Coverage” tab shows the coverage options available, elected or waived by the participant. This is the
same information available from the “Coverage” icon.

Select the “Employee Billing” icon from the participant navigation menu to access participant billing data. This
provides access to the same participant-level billing information available in “Group Billing”.

NTCA

& Pz

" Beneficiaries

= __John

Quick Tip: Pending adjustments to be processed in the next monthly billing are shown in the “Messages”
panel.

Transactions Credits

Adjustments

Group/Entity

Group Health Program Billing / 09875 - Test Comparny v

Latest Activity Messages

]
]
d
=1

o

Last Adjustment $3,298.95 There are pending adjustments on file that will be picked up on the next
invoice
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Choose the billing group from the dropdown menu and search in the “Transactions”, “Credits” and

“Adjustments” tabs as found in the “Group Billing” screens.

@ Unselect

(E Participant: Test, John ~

NTCA

Credits Adjustments

o o 52 D

Group/Entity
ol - , - - _
roup Health Pragram Billing /£ 09875 - Test Company v
Elé Group Health Program Billing / 08875 - Test Company

IMember Section 125 Plan Billing / 09575 - Test Company

Retirement and Security Program Billing / 09875 - Test Company

La=t Adjustment 03132019 $£3,288.92

B nica

() NTCAUATTEST100@NTCA.ORG ~

There are pending adjustments on file that will be picked up on the next
invoice.

Download your search results by clicking the gear icon and select “Download Results to Excel.” The file will

open in a separate window.

£
™ e . .
& Employee Billing Admin - Adjustments
“ Home Transactions Credits Adjustments
Find an Adjustment
allnl
48
-
Find Adjustments
Date Entered Additional Search Options
From To Status
12¢13/2018 = 03/13/2019 = E 9 v
Reason
Group/Entity
v
v
Search Results {_6}_.\
Download To Excel
Group/Entity | Date Entered | Description | Reason | Status | PersonID | Nai 74
Retirement and Security Program Billing / 03875 - Test 03132019 Event Gensratsd Administrative Pending 001111 Test, m
Company Adjustment Orvarrides John
Member Secton 125 Plan Billing £ 09875 - Test Company 03M13/2019 Event Gensratad Administrative Pending 001111 Test, £7.00
Adjustment Qverrides John
Group Health Program Billing / 09875 - Test Company 03r13/2019 Event Gensrated Administrative Pending 001111 Test, £3298.95
Adjustment Orvarrides John
Retirement and Security Program Billing / 03875 - Test 03M13/2019 Event Gensratad New Hire/Mewly Eligible  Daleted 001111 Test, £0.00
Company Adjustment John
Member Secton 125 Plan Billing £ 09875 - Test Company 03r13/2019 Event Gensrated New Hire/Mewly Eligible  Pending 001111 Test, £14.00
Adjustment John
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COBRA

Select the COBRA icon from the participant navigation menu to view a summary of COBRA qualifying events
for the participant and their dependent(s).

v NTCA SL participant: Test, John = &2) nselect

fl\ a “j Participant Profile
.  uPhe
2 éi Employment Profile
n
4 Coverage
E Persona i 8 s
J .
oall £ Enrollment History
) Basic Inf
& B Employee Billing
£ COBRA
Mit {(_fj? Beneficiaries
T {1 particinant Tecr lohn B2 | 1l = e, L i i
(> NTCA A raricpancTestjonn~ @ Unselec Bnrca () NTCAUATTESTI00@NTCA ORG -
/I‘g o
= 7 COBRA Summary
= Qualifying Event Date Status Qualifying Event Reason Name Type HenEh L
(a-! Jan 1, 2019 Split Dependent Lesz of Dependent Eligibility John Test Participant
F | 1 | lresultfound 10 7

This screen includes:

Qualifying Event Date
The effective date of COBRA coverage if elected by the beneficiary.

Status
The current status of COBRA coverage and reflects one of these status descriptions.

Actively Enrolled

COBRA Coverage Exhausted
COBRA Event Started
Elections Made Without Payment
Election Period Expired
Extension Due to Disability
Initiated

Notified

Eligible

COBRA Coverage Terminated
Split Dependent

COBRA Coverage Waived

Quick Tip: “Split Dependent” means the COBRA event is due to a dependent losing eligibility for coverage.
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Qualifying Event Reason
The reason(s) a COBRA extension of NTCA coverage is being offered and will show one of these reasons.

Loss of Dependent Eligibility
Loss of Eligibility

neligible Dependent

Death of Employee
Reduction in Hours
Divorce

Employee Medicare Eligible
Employee Qualified Event
Dependent Qualified Event
New Qualified Beneficiary
Layoff

Leave of Absence
Separation

If COBRA is elected by a dependent, NTCA benefits administration personnel will establish a separate record
for the dependent so COBRA continuation coverage is shown under that person’s ID number.

Select the “Beneficiaries” icon from the participant navigation menu to view beneficiary designations made by
the participant for NTCA benefit plans/coverages that provide a benefit at death or dismemberment. These
coverages include Group Life, Supplemental Life, Accidental Death & Dismemberment (AD&D), Supplemental
AD&D, 24-hour Accident, Hi-Limit Business Travel, Retirement & Security Program and Savings Plan.

v NTCA JSL participant: Test. John = (%) Unselect
/;E o 1 ‘L? Participant Profile
VR
cq &L Employment Profile
1= i C
g‘ Persona E overage 5
i)
ollall & Enroliment History
- Basic Inf
L'f l'; Employee Billing

" COBRA
& e >

The Beneficiaries screen includes:

Beneficiary Information:
Shows a list of the beneficiary name(s), birthdates, relationship to the participant and the status of the
beneficiary designation.
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Beneficiary Associations
Lists the beneficiary designations by benefit plan, the effective date of the designation, whether the named
beneficiary is a primary of contingent designation and the beneficiary designation percentage.

Quick Tip: The information found on this screen does not represent any benefit payments that may have been
distributed or will be distributed. It is a record of the beneficiary designation made by the participant.

v NTCA L participant: Test.John = () Unselect £ (@ NTCAUATTEST100@NTCAORG ~
-~
[5;1) H
M Beneficiaries

.
o Beneficiary Information
@

Name Birthdate Relationship Status
ol Test, Jane 05/18/1954 Spouse Active

Py
]

Beneficiary Associations

24-Hour Accident - 24 Hour Accident $50,000

Name Effective Date End Date Contingent percent Revocable pending
Jane Test 03/0172019 B No 100 ves No
Basic AD&D - Basic AD&D

Name Effective Date End Date Contingent Percent Revocable Pending
Jane Test 03/01/2019 - No 100 Ves No
Hi-Limit Business Travel Accident - Hi-Limit BTA

Name Effective Date End Date Contingent percent Revocable pending
Jane Test 03/0172019 B No 100 ves No
Basic Life - Basic Life

Name Effective Date End Date Contingent Percent Revocable Pending
Jane Test 03/01/2019 - No 100 Ves No

Ret & Security - Retirement and Security

Name Effective Date End Date Contingent Percent Revocable Pending
Jane Test 03/01/2019 - No 100 Ves No
Savings Plan - Savings Plan

Name Effective Date End Date Contingent Percent Revocable Pending
Jane Test 03/01/2019 B No 100 Ves No
Supplemental Life Insurance - Supplemental Life

Name Effective Date End Date Contingent Percent Revocable Pending

Jane Test 03/01/2018 - Ne 100 Ves Ne
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Add a New Employee or Director

This section will explain the steps to add a newly hired employee or newly appointed board member. From the
home page, select the “Company Info” icon from the left side of the screen.

(¥ NTCA

lnf Home

0 y
ca  Search

e Billing _
o Reporting N p
3‘; Company Info

This panel will appear if you manage benefits for multiple companies. Select the company associated with the
new employee or director. If you manage benefits for only one company then the Company Info page will

automatically open.

The following example shows how to add a participant to Sample Company #09877.

Select Company

You have access to more than one company. Select One:

09877 / Sample Company

Select the “Participants” tab.

(¥ NTCA

P
Lrd

£# Company Information

¥4
]
=0

Company Details Documents Adoption Agreements

a Sample Company

a8 Basic
.a.

February 2021

Users Participants
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The “Participants” tab will display all your current and former employees as well as board members if your
company provides board coverage.

Participants can easily be sorted by clicking on any of the column headings — Last Name, First Name, DOB,
SSN, Employee ID, Status or Eligibility.

4% Company Information

Company Details Documents Adoption Agreements Users Participants

Sample Company

Last Name T First Name [ DOB | SSMN | Employee ID | Status | Eligibility | Actions
Director Termed - Ry (1 009276 Cobra Not eligible [ \
Employee Termed - i 2 009236 Deceased Mot eligible [ i
only Savings - *EEEERTTT 009296 Active Active Full time, Part time or Ma... [ \
Test Test - EETEN TR 009219 Agtive Nor eligible [ \
Test2 Test2 - *=x+*0BEE 009255 Active Active Full time, Part time or Ma... [ \
Te=t3 Test3 - *&&%%0000 009265 Agtive Active Director or Retained Atto... [ \
Tester Test - e F T 009245 Active Active Full time, Part time or Ma... [ \
Tester5 Test3 - RN 009285 Acrive Active Full time, Part time or Ma... [ \

Testerb Testh - i S B R L 009293 Active Active Full ime, Parttime or Ma... [ 4|

To begin the process of adding a new employee or board member, click the “Add Participant” button.

y | Actions
ible [‘\
ible [‘\

The first screen to appear will request the “Transaction Date” and “SSN”. Member Company will auto populate.
The “Transaction Date” is the new employee’s hire date or the new board member’s appointment date. Use
the calendar to select the appropriate date. Then click Next.

In this example, Jeannie Smith’s hire date is January 25, 2021, and her SSN is 234-56-7890.

Employee

Transaction Date* [| _]5;; (MM/DDAYYY)

= o °

Member Company” | o\ Mg Tu we Th Fr sa

[ 2

3 4 5 6 8 k]

10| 11| 12| 13]] 14/] 15][ 16

17 18 19 20 21 22 23

«Cancel 24|| 25|| 26/ 27| 28 29| 30

Done
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The “Participant Identifier” screen will then open. All required fields are shown with a red asterisk. The

“Employee ID” number is assigned by NTCA benefits and is automatically populated.

August 2022
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“Demographic” Section

In this section you will enter the employee’s or board member’s “First Name”, “Last Name”, “Sex”, “SSN” and
“Birth Date”. Middle name is important to differentiate employees who may share the same name (i.e., John
Smith). It is best to enter “Marital Status” if the information is available. A drop-down menu provides input
options of Single, Married, Widowed, Divorced or Separated.

“Address” Section

Although these fields are not required, it is important that the new employee or board member has a
“Permanent Address” entered and the “Preferred Address” button selected. This ensures the address record is
processed correctly in our enrollment records.

Demographic
Employee Id 001354
First Name” | Jeannie
Middle Name
LastName” | Smith
Sex” | Female v
SSN" | 234567290
Birth Date® | 01/21/1977 B} (MMW/DD/YYYY)
Date Of Death B} (MMW/DD/YYYY)
Marital Status | Married v
Suffix
Address
Addreh Preferred
Type dress Address 1 Address 2 Address 3 City Country State Zip Code
Permanent (O] 675 Main Street Somewhere United States ~ || Morth Caralina  w || 28704
Temporary

v v

“Email” and “Telephone” Sections

Email and telephone information does not need to be completed at this time. Your new participant will provide

this information when they enroll in your company-provided benefit plans using the My NTCA Benefits
participant portal.

Note: The preferred email address is part of the participant’s registration process and will be used as part of a
password reset function, if needed.

Email
Email Type Email Address Primary Indicator
Wark jsmith@samplecompany con| () Mo (@) Yes
Personal
Other
Telephone
Telephone Type Number Primary Indicator
Home 828-555-5678 (O No(O)Yes
Work 828-555-2345
Mobile 828-555-6543
Fax (O No () Yes
Cther ()Mo (D) Yes
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“Employment” and “Salary” Sections

Employment

Member Company  Sample Company

Employment Status” | Active v
Group Code” | Full Time Employee w
Offers GHP Part-time Policy v
Meet GHP Part-Time Policy v
Scheduled to Reach 1000 Hours v
LTE Company Policy Indicator w
Qualify for LTE Company Policy v
Duty Station” | North Carolina v

Date of Employment” | 01/25/2021 B3 (MM/DDIYYYY)
Relationship® | Employes v
Lifetime Medical Bill Method v
Lifetime Dental Bill Method v
Lifetime Life Bill Mathod v

# of FSA Pay Periods Remaining

Sec 105 Elig Flag v

Salary

Estimated Salary* | 45,000

FSA ER Contributions

HSA ER Contributions

Required Fields

Employment Status: Select “Active”.

Group Code: Choose one of the following four options. The remaining choices are for internal use by NTCA
benefits.

e Full-time Employee

e Manager — Choose this selection if the manager will have the option to enroll in 24-Hour Accident
and/or Hi-Limit Business Travel Accident coverage. The schedule of benefits for the General Manager
is different than for other employees.

e Director/Attorney

e Part-time Employee

Duty Station: Select the state of the primary work location for the new participant. Typically, this is your
company’s main office location unless your company has either multiple office locations or satellite offices.

Date of Employment: This must be the same date as the “Transaction Date” entered on the previous screen. In
our example, Jeannie Smith’s new hire date is January 25, 2021.

Relationship: Select either “Director or Attorney” or “Employee”

Estimated Salary: Enter the annualized salary for the new participant based on a full 12-month period — do not
prorate it based on hire date. It is a good practice to enter $1 for newly hired Directors instead of $0.
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Other Fields

Offers GHP Part-Time Policy: Select “Yes” or “No” depending upon whether your company offers the NTCA
Group Health Program and has a part-time policy that applies to eligibility for that benefit plan.

Meet GHP Part-Time Policy: Select “Yes” only if the part-time employee meets your company’s established
policy.

Scheduled to Reach 1000 Hours: Select “Yes” and also select “Yes” for “Offers GHP Part-Time Policy” if the
new participant is scheduled to reach 1,000 hours. Participants who are scheduled to reach 1,000 hours are
eligible for the R&S Program and/or Savings Plan and this ensures the record is processed correctly in the
eligibility and enrollment system.

LTE Company Policy Indicator: Leave blank — this field is used for retirees only.

Qualify for LTE Company Policy: Leave blank — this field is used for retirees only.

Lifetime Medical Bill Method: Leave blank — this field is used for retirees only.

Lifetime Dental Bill Method: Leave blank — this field is used for retirees only.

Lifetime Life Bill Method: Leave blank — this field is used for retirees only.

# of FSA Pay Periods Remaining: Calculate by the number of pay periods remaining in the year. For example,
if Jeannie Smith’s hire date is January 25, 2021, and payroll is processed monthly, 11 is entered since there
are 11 pay periods remaining in the year.

Sec 105 Elig Flag: “Not Eligible” should be selected unless your new hire is an exception. For example, if a
company offers Section 105 for the Single A High-Deductible Health Plan, but the participant has an HSA plan
then they are no longer eligible for the Section 105 plan. Any other plan options your company may offer that
are eligible for Section 105 will automatically be recognized by the system.

FSA ER Contributions: If your company makes contributions to the Flexible Spending Account for employees,
then you will enter the prorated annualized amount in this field. Using an example of Jeannie Smith, with 11
pay periods remaining in the year and a company contribution of $20 per pay period, $220 would be entered
into this field.

HSA ER Contributions: If your company makes contributions to an Healthcare Savings Account for employees,
you will enter the prorated annualized amount in this field.
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Once you have entered all the information into the “Participant Identifier” screen, click “Next”. The following
message will appear on your screen as confirmation that you have completed all the steps to add the new
participant to NTCA’s benefits records. This also serves as a reminder that your new participant will need to
complete their enroliment online using the My NTCA Benefits portal.

Click the “Continue” button.

Please review the following information

Plan rules require elections for this event to be completed by the participant in
the My NTCA Benefits portal.

N, A

The new participant will now show in your list of participants.
NTCA UAT-SBC B ntea (@) NTCAUATTEST37@NTCA

£ Company Information

Company Details Documents  Adoption Agreements Users Participants

Sample Company

Participants
Last Name | DOB | SSN | Employee ID | Status | Eligibility | Actions
Adams Bob 5 *kkHA3A56 001390 Deceased Not eligible o
Bennet: Doug g - EEes 8888 001365 Active Active Full time, Part time or Ma... ‘ i
Franklin James - #*+5%0000 001355 Retired Retired i

Smith Jeannie - *HEERTR00 001354 Active Not eligible @

Quick Tip: It is a good practice to review the newly added participant’s record to ensure all i
accurate.
To review the participant’s record, click the “Actions” icon to open their record.

After you have reviewed the new participant’s record, please remember to sign out of the portal. Also, notify
your new participant that they will need to complete their enroliment online and can input their selections as
early as the next day after you complete your piece of the process.
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Reporting Employment Changes

This section will show you how to report employment changes using the My NTCA Benefits portal.
Employment changes include changing from full-time or part-time status, terminations, retirements, and death.

Regardless of the employment change, the steps to begin the process are the same. From the home page,
select the “Company Info” icon from the left side of the screen.

(v NTCA

.
iy Home
] y
c'q Search
” D

Billing
(n] Reporting n p
’ﬁf‘ Company Info

This panel will appear if you manage benefits for multiple companies. If you manage benefits for only one
company, then the “Company Info” page will automatically open.

To illustrate the various employment changes covered in this section, we will use Sample Company #09877.

a5
48]
La
[y

You have access to more than one company. Select One:

09877 / Sample Company -
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Select the “Participants” tab

(¥ NTCA

& Company Information

Company Details Documents Adoption Agreements Users Participants

a  Sample Company

a8 Basic

3
The “Participants” tab will display all your current and former employees as well as board members if your
company provides board coverage.

Participants can easily be sorted by clicking on any of the column headings — Last Name, First Name, DOB,
SSN, Employee ID, Status or Eligibility.

&% Company Information

Company Details Documents Adoption Agreements Users Participants

Sample Company

Last Name T First Name [ DOB | SSN 1 Employee ID [ Status [ Eligibility [ Actions
Director Termed - Faska()] (] 009276 Cobra Net eligible E
Employee Termed = bt £ N 009236 Deceased Not eligible E
only Savings - R v 009296 Active Active Full iime, Part time or Ma... E
Test Test = *A%*+1333 009219 Active Not eligible E
Test2 Test2 - #*EEAE0888 009255 Active Active Full iime, Part time or Ma... E
Test3 Test3 - *%%++0000 009265 Active Active Director or Retained Atto... E
Tester Test - ST 009245 Agtive Active Full time, Part time or Ma... E
TesterS TestS - i b WA 009285 Active Active Full time, Part time or Ma... E

®

Testerf Testd - e 009295 Acrive Active Full time, Part time or Ma...

Select the “Actions” icon beside the employee’s or director’'s name to open the “Participant Profile” screen.

NTCA UAT-SBC B

£ Company Information

Company Details Documents Adoption Agreements Users Participants

Sample Company

Participants

Last Name | DOB | SSN | Employee ID | Status | Eligibility Actions
Adams Bob - #+43456 001390 Deceased Not eligible 0]
Bennett Doug - **EFEORR8 001363 Active Active Full time, Part time or Ma... [\
Franklin James - FREFE0000 001355 Retired Retired

Smith Jeannie - b 1] 001334 Active Not eligible
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To begin the employment change process, click the “Edit Participant” button.

Employee ID:

S5N:

*****?890

001354

Enter the “Transaction Date” by selecting the date from the drop-down calendar. This is the date the employee
changes from full-time or part-time status, date of death, or the last day of active employment for retirements

and terminations.

o Participant Identifier

Employee

Transaction Date" [p1.-‘29;2021

0 viwm v

‘ 4« Cancel ‘

@ Participant Data

Su

Mo Tu We Th

ul

12

19

26

13

20

14

21

28

Fr

22

ras)

Sa

16

23

Done

Note: It is a good practice to review the participant’s employment details to ensure the information regarding
the employment change is accurate. Click the arrow next to the participant’s name at the top of the screen and
select “Employment Profile” to open the record and then review the section title “Employment Details”. Confirm

all fields are correct.

1

. Participant: Tester, TestL ~
[+]
§? Participant Profile

1
&L Employment Profile

@ Coverage

) .
&y Enrollment History

Employee Billing

£y

L COBRA

Final Term Pay Received

\ {f_r? Beneficiaries

5 [l Retirement & Security Program
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Changing to Full-Time Status
Update the following fields:

Group Code: Choose “Full-time Employee”.

Offers GHP Part-Time Policy: Clear the selection in this field.

Meet GHP Part-Time Policy: Clear the selection in this field.

Scheduled to Reach 1000 Hours: Clear the selection in this field.

Note: The “Date of Employment” does not change.
Click the “Next” button.

Changing to Part-Time Status
Update the following fields:

Group Code: Choose “Part-time Employee”.

Offers GHP Part-Time Policy: Select “Yes” or “No” depending upon whether your company offers the NTCA

Group Health Program and has a part-time policy that applies to eligibility for that benefit plan.

Meet GHP Part-Time Policy: Select “Yes” only if the part-time employee meets your company’s established

policy.

Scheduled to Reach 1000 Hours: Select “Yes” and also select “Yes” for “Offers GHP Part-Time Policy” if the
new participant is scheduled to reach 1,000 hours. Participants who are scheduled to reach 1,000 hours are
eligible for the R&S Program and/or Savings Plan and this ensures the record is processed correctly in the

system.

Note: The “Date of Employment” does not change.
Click the “Next” button.

Terminating an Employee

The “Transaction Date” is the last day the employee worked.

Required Fields

Employment Status: Select “Terminated”

Click “Next”. There are no further action steps needed.
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Retirement of an Employee or Director

Once you have entered the “Transaction Date”, the employee’s last day of active employment, click “Next” and

the “Participant Identifier” screen will open.

Note: Employees or directors age 55 or older should be reported as retired if the individual terminates
employment or leaves the board. Questions regarding a written policy that defines retirement eligibility
differently are shown on the screen and should be completed to ensure correct retiree benefits are offered.
Please contact the NTCA Benefits Enroliment Unit at either BE-East@ntca.org or BE-West@ntca.org if you

need assistance in determining the employment status.

Demographic
Employee Id
First Nama*
Middle Name
Last Name*
Sex*
SsN*
Birth Date ™
Date Of Death
Marital Status

Suffix
Employment

Member Company

Employment Status*

Group Code”

Ofters GHP Part-time Policy
Meet GHP Part-Time Policy
Scheduled to Reach 1000 Hours
LTE Company Policy Indicator
Qualify for LTE Company Policy
Duty Station”

Date of Em|:|ll:vg|'|'r‘|tanr|t't
Relationship*

Lifetime Medical Bill Method
Lifetime Dental Bill Mathod
Lifetime Life Bill Method

Sec 105 Elig Flag
Salary

Estimated Salary”

009245

09/06/1965

Sample Company

Retired

Retired Employee or Surviving Spouse

Yes

Yes
Alabama
12/01/2020

Retiree

50000

First confirm the address in the system is correct. If the address needs to be updated, enter a transaction date
prior to the retiree’s last day worked (i.e., the day before) and update the address. It important to note that this
event must be done separately from processing the employment change.
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Required Fields

Employment Status: Select “Retired”.

Group Code: Choose one of the following two options:

¢ Retired Employee or Surviving Spouse
o Retired Director or Surviving Spouse of Director

LTE Company Policy Indicator:

o Select “Yes” if your company has a written policy, in place at the time of the participant’s retirement, for
retiree Lifetime Extension (LTE) eligibility. Please note that the policy must specifically define eligibility.

o Select “No” if your company does not have a written policy for retiree Lifetime Extension (LTE)
eligibility. If no is selected, NTCA'’s definition of a retired employee, as outlined in the NTCA GHP
Specifications, will apply.

Qualify for LTE Company Policy:

e Select “Yes” if your company has a defined retiree eligibility policy and the retiree meets your
company’s established policy.

o Select “No” if your company has a defined retiree eligibility policy and the retiree does not meet your
company’s established policy.

Relationship: Select “Retiree”.

The remaining three fields, “Lifetime Medical Bill Method”, “Lifetime Dental Bill Method”, and “Lifetime Life Bill
Method”, have the same choices to select either “Member Company” or “Individual”. If your company wants to
be billed for the retiree’s coverage, select “Member Company”. If you want NTCA to bill the retiree directly,
select “Individual”. You can use these fields for situations where you want a benefit coverage billed to the
company and another benefit coverage billed directly to the retiree.

Note: If you do not update the bill method for each field, your company’s default billing method will apply.

Click “Next”.

Note: Forms are sent within two business days after the event is generated in the system.

Death of an Employee or Director

Enter “Transaction Date” and “Date of Death” as the same date. Once these dates are entered, click “Next”
and no further steps are needed.
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Reporting Final Compensation

When employees participating in the R&S Program separate service, final compensation must be submitted.

Eligible pension salary is defined below:

'Separation of Employment' indicates the employment relationship has ended. The date on which the
separation occurs will be used to determine the eligible W-2+ compensation. The 'Final Payroll' is the payroll
period that contains the separation date. Generally, all eligible compensation earned during the year up to and
including on the 'Final Payroll' is included in the W-2+ definition (with the exception of the value of employer
provided group term life greater than $50,000).

Compensation paid after separation of employment is only considered W-2+ Compensation if, absent the
separation of employment, the compensation would have been paid to the former employee and is paid within
the later of 22 months after the employee's separation of employment or the end of the plan year in which the
separation of employment occurred.

Post-separation compensation considered for plan contributions does not include payments for severance, sick
time, vacation, or other leave paid after the final payroll is not included in W-2+ unless such payments are
included in the employee's paycheck for the payroll period that includes the date of separation.

Compensation paid to a former employee who left employment for qualified military service or long-term
disability payments paid to an employee or former employee are included in W-2+ compensation only if the
employer has elected on its adoption agreement to allow such employees to continue participation.

Reporting final compensation is either a 2-step process or a 3-step process depending on when the employee
began participation in R&S. Both the W2 Earnings and Pension Salary need to be entered. If your employee
has been a continuing participant of R&S or began participating as of January 1st, reporting final compensation
will be a 2-step process. If your employee began R&S participation mid-year, reporting final compensation will
be a 3-step process. To verify when R&S coverage began, go to the “Coverage History” screen for the
participant.

Note: All of the steps in either the 2-step process or the 3-step process must be completed for the information
submitted to be accurate.
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Reporting Final Term Pay Received for a Full-year R&S Participant (2-step process)

Select “Final Term Pay Received” from the participant drop down box.

| =

& Participant: Adams, Barb ~ I

|

Participant Profile
Employment Profile
Coverage
Enrollment History
Employee Billing
COBRA

Final Term Pay Received _

Beneficiaries

G 9@ D i pdE o <

E} Retirement & Security Program

When you open the screen to enter final pay, you will notice the “Payroll Component” box allows you to select
either Pension Salary or W2 Earnings.

& Final Terminated Pay True Up

Transaction Details

Payroll Component

Amount

Pension Salary
Period Begin Date

W2 Earnings

Period End Date

s

From the “Payroll Component” drop down box select “Pension Salary.”
Enter the compensation amount.

Enter the “Period Begin Date.” For employees that have been a participant for the entire year, this date will be
January 1 of the current year.

Enter the “Period End Date.” This is the last day the employee was an active employee.
Click “Add Another Row.”

From the “Payroll Component” drop down box, select W2 earnings.

Enter the compensation amount.

Enter the “Period Begin Date.”

Enter the “Period End Date.”
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Click “Complete.” Do not click “Add Another Row” a second time.
Once you have entered the amounts, you will see a blank screen.

To verify amounts that have been entered see the Verify Your Final Comp Entries section of this
document.
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Reporting Final Term Pay Received for a Mid-year R&S participant (3-step process)

If your employee started R&S participation Mid-Year, you will be entering final compensation in 3 steps (see
example below):

Select “Final Term Pay Received” from the participant drop down box.

& Participant: Adams, Barb ~

Participant Profile
Employment Profile
Coverage
Enrollment History
Employee Billing
COBRA

Final Term Pay Received _

Beneficiaries

G % D@ pdBE P

E] Retirement & Security Program

When you open the screen to enter final pay, you will notice the “Payroll Component” box allows you to select
either Pension Salary or W2 Earnings.

& Final Terminated Pay True Up

Transaction Details

Payroll Component

Amount

Pension Salary

Period Begin Date
W2 Earnings

Period End Date

s e o

From the “Payroll Component” drop down box select “Pension Salary.”
Enter the compensation amount.

Enter the “Period Begin Date”. For employees where R&S participation started mid-year, this date will be
their eligibility date. It will likely be April 1, July 1 or October 1.

Enter the “Period End Date.” This is the last day the employee was an active employee.
Click “Add Another Row.”

From the “Payroll Component” drop down box, select W2 earnings.
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Enter the compensation amount the employee received prior to beginning participation in R&S.

Enter the “Period Begin Date.” The date W2 earnings began during the year for the employee.

Enter the “Period End Date.” This will be the last day of the month prior to when R&S participation began.
Click “Add Another Row” to add the W2 earnings while the employee was a participant in R&S.

Enter the “Period Begin Date.” The date the employee began participating in R&S.

Enter the “Period End Date.” This is the last day the employee was an active employee.

Click Complete.

Once you have entered the amounts, you will see a blank screen.

To verify amounts that have been entered see the Verify Your Final Comp Entries section of this
document.

Example of the 3-step process to enter final comp for a mid-year participant:
Employee who began participating in R&S 4/1/2021 and termed employment on 4/30/2021:

In this case, you will enter final comp for W2 Earnings two times to split the non-participating and participating
comp.

You will also enter final compensation for the pension salary for the compensation earned while participating
in R&S.

Total 2021 W2 compensation is $42,000

Enter W2 final comp for dates: 1/1/2021 — 3/31/2021 as $30,000 W2 Earnings

Enter W2 final comp for dates: 4/1/2021 — 4/30/2021 as $12,000 W2 Earnings

Enter Pension final comp for dates: 4/1/2021 — 4/30/2021 as $12,000 Pension Salary

If you enter the wrong amount, please contact NTCA to assist with correcting the comp.
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Verify Your Final Comp Entries

You can verify the amounts you entered using “Retirement & Security Program” from the participant drop
down box.

% Participant Profile
L@, Employment Profile

Medicare

E

Coverage

-~y
5
-
o

Participant Communication

Enroliment History

mE »d

Employee Billing

COBRA

™
<+

Define Eligibility

iy K

Final Term Pay Received

Beneficiaries

Retirement & Security Program _

QMCS0 Admin

B ’» @ d=

EQI forms

Click “View Pensionable Earnings”.

® Retirement & Security Program

Plan Information

Current Status:  Active Participant Status Date:  Jan 1, 2014 Participation Date: Jan 1, 2014

View Pensionable Earnings

August 2022 Page 70



Historical salary information will be displayed for all years the participant was in R&S.

® Pensionable Pay Hours Summary

Entity Ic: [
Year | Begin Date | End Date [
2020 01/0142020 12/31/2020
2019 09/30/2019
2018 12/31/2018
2017 0170142017 12/31/2017
2016 01/01/2016 12/31/2016
2015 04/0142015 12/31/2015

Earnings

W2 Earnings |

$28,740.00

$15,678.00

Pension Salary |

%28,740.00

£19,678.00

6results found 10

While viewing R&S historical salary information, if your participant began R&S mid-year, click on the year to
display multiple lines.

% Pensionable Pay Hours Detail

August 2022

Begin Date | End Date |
04/01/2021 04/30/2021
01/01/2021 03/31/2021

Pl

Earnings Detail

W2 Earnings ]

Pension Salary |

$12,000.00

£0.00

2 results found
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Reporting

Detailed reports with information about your participants’ benefit plans and coverages are available using My
NTCA Benefits. From the home page, select the “Reporting” icon from the left side of the screen.

(¥ NTCA
Home

2% Search

2l Billing

Jnl Reporting

&~ Company Info

The reporting tools module will open in a separate browser tab. If there is a period of no activity in the reporting
tools module, the site may time out your session and you will need to log back into My NTCA Benefits.

Quick Tip: Pop-up blockers should be disabled on your computer to access the reporting tools.

NTCA

W ml Reporting
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Report Name Type Description Typically Used To

*Beneficiary Extract Standard Provides beneficiary demographic Confirm beneficiaries are on
and enrollment information file with NTCA benefits.

*Benefit Extract Standard Provides participant benefit Review participant benefit
elections as of the current date elections.

(excluding SSN)

*Dependent Extract Standard Provides dependent demographic Audit employee records and
and enrollment information preparing for open
(excluding SSN) enrollment.

Employee Extract Standard Provides participant demographic Review information on file
and employment information with NTCA benefits.
(excluding SSN)

Enroliment Status Standard Provides the status of events. Confirm completion of
enrollment process for newly
hired employee.

See life events such as birth,
marriage, divorce and
address changes triggered by
entry in the My NTCA
Benefits participant portal.

*Benefit Change Custom Provides benefit plans and cost Identify participant record

Report details for participants making changes that could impact
benefit changes in a specified time payroll deductions.
period.

Benefit Election Custom Provides coverage election details Determine annual enroliment
for annual enrollment. elections that could impact

payroll deductions.

Benefit Savings Custom Provides list of employees enrolled  Verify participant enroliment
in the Savings Plan as of a specific | dates in the Savings Plan.
selection criterium.

Billing Summary by Custom Provides invoice totals and Show state-specific

State participant count by group, entity, information for review of
invoice date, and billing item for a billing rates.
chosen state.

Estimated Salary Custom Provides list of estimated salary By members with salary-

information.

related benefit plans to report
future estimated salaries for
their participants (e.g., annual
estimated salary collection
project.)

* These reports are scheduled and available on-demand.
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On-Demand Reporting

The Standard Reports menu will provide options to extract data specific to participants and participants’
dependents. This screen shows the list of available reports with a brief description of each report’s primary
purpose.

Standard Reports

schoof these reportspravides the ability to pre-filter the data based on several criteria. Once a report is run,
the data can be further excluded, grouped, sorted and have formulas applied as required. Once manipulated,
the data can then be downloaded in a comma-delimited format that can be opened in Excel or as a read-only
PDF file.

Report Description
Beneficiary Extract Provides beneficiary demographic and enrollment information
Benefit Extract Provides participant benefit elections as of the current date (excluding 55M)

S R Provides dependent demographic and enrollment information (excluding
Dependent Extract SSN)

Emplovee Extract Provides participant demographic and employment information (excluding

55M)
Enrollment Status Provides the status of events.
Quick Tips:
e The extract reports may be useful for auditing employee records and/or preparing for open enroliment
comparisons.

¢ The Enroliment Status report provides a quick way to see if the enrollment process has been completed for
a newly hired employee.

Enrollment Status Report

To select a report from the Standard Report menu, highlight and click on the report name.

Standard Reports

Each of these reports provides the ability to pre-filter the data based on several critera. Once a report is run,
the data can be further excluded, grouped, sorted and have formulas applied as required. Once manipulated,
the data can then be downloaded in a comma-delimited format that can be opened in Excel or as a read-only
PDF file.

Report Description
Beneficiary Extract Provides beneficiary demographic and enrollment information
Benefit Extract Provides participant benefit elections as of the current date (excluding 55M)

Dependent Extract Provides dependent demographic and enrollment information (excluding
ST T S5H)

Provides participant demographic and employment information [excluding
SSH

Employes

e status of events.
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Report Criteria Options

A menu will appear with initial criteria options.

Menu

Employee Extract

Select your initial filter criteria below and click the Run Report button to return the results. Further filtering can be done after the initial results are returned.

<AL= ~

Optionally select crganization(s) to report

<ALL> -
Full Time Employee

Manager

Director/Attorney

Retired Employes or Surviving §
Opticnally Select a Group Code 1res Employes er surviving Spouse

<ALL> -
Active

Cobra

Deceased

Retired

Terminated

Surviving Spouse
Survivar of Active

Optionally select Employment Status to report

Optionally enter a specific employee ID [ |

Select as of date 2019-04-16
English  +
Select language Francais
Run Report
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Select a filter criterion for each reporting option even if the selection is “ALL”. For example, for the Employee
Extract report, you can choose to select a specific company or ALL companies. The same can be done in each
of the “Optionally select...” criteria fields.

Menu

Employee Extract

Select your initial filter criteria below and click the Run Report button to return th

are returned.

Optionally select organization(s) to report

<ALL>

Full Time Employee

Manager

Director/Attorne

Optionally Select a Group Code Retired Employee or Surviving Spouse

Quick Tip: To choose multiple selection criteria, hold the Ctrl key and press enter to make selections.

You can run a report and extract data for a specific participant. Just enter the Employee ID number in the input
field on the criteria options screen.

Optionally enter a specific employee ID

Quick Tip: The employee ID is the NTCA-assigned number. This number is included on your benefit plan bills.
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The “Select as of date” option defaults to the current calendar date and produces results for current record
data. You can change the “select of date”, but it's important to remember that the date entered will result in
records retrieved onto the report that have data elements with starting effective dates less than or equal to the
date selected and ending effective dates that are either blank or greater than the selected as of date.

Select as of date 2021-04-17 i

il
L ]

Generating Reports

Click on the “Run Report” button when you have finished selecting the various report criteria.

Run Report

You will see a message on the screen indicating the report is being generated.

L

* Please wait..... It may take several minutes to return vour report

The report results will be displayed on the screen. You have several options:
e Return to the main reporting menu to select a different report. Select “Report Menu.”

e Return to the prior screen to change the filter criteria selected for your current report. Select “Change
Criteria.”

”

o Reset the layout of the current table that is displayed if filters have been selected. Select “Reset Layout.

@Chamge Criteri@

Employee Extract

Formula ¢ Filter Add Chart
© Table %
- . Date Date - Address Ad
rf;;i d':liil? r:‘:ns::e Igmployee of of Gender Email Address IAddress ;&ddress City State Cznlge Begin Enc
Birth Death Date Dat
1984-
Sample Participant = 001124 05-01 Male
1969-
John Test 001134 04-02 Male test@ntca.org
1990-
John Test, Jr 001144 04-02 Male sample@ntca.org
1980-
Sally Sample 001154 06-18 Female email@ntca.org
1953-
James Smith 001164 02-01 Male smithi@ntca.org
30 Town
1980- Square Narth 2019-04-
Tom Smith 001184 05-15 Male email@ntca.org Blvd Asheville Carolina 18803 11"
30 Town
1950- Square North 2019-04-
Sam Tester 001194 02-08 Male email@ntca.org Blvd Asheville Carolina 18803 01
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Refining Report Results

Using the “Formula”, “Filter” and “Add Chart” options buttons will allow you to refine the data results and

provide additional tools for your data analysis.

Formula \:]} Filter

Add Chart

If you have selected the “Formula” or “Filter” options, simply click on the button again and the expanded panel

will condense.

Report Menu Chaniteria Reset Layout

Employee Extract g

Formula Sy Filter Add Chart

fix) Add a new column from a formula.

Name

Insert a column v
Formula
Data Type Number v
Display Format v
Add

Formula Help

Insert

Employee Extract

Formula

Change Criteria

? Filter

Reset Layout

Add Chart

Y Filter rows by cell values.

Filter Column

Comparison

Value

Add

v

When you select the “Add Chart” option, use the gear icon to condense or expand chart options. Click the
trash icon to remove the chart from the screen.

Employee Extract

Formula hof Filter Add Chart

© Sum of Actual Salary by As of Date Year

Bar Line Curved Line Pie Scatter Plot Heatmap Gauge

Label Column As of Date [v] by | Year
Data Column Actual Salary [v] Show
Data Aggregation | Sum ﬂ
Compare Column ﬂ
Bar Orientation  Vertical [v]

[

=

8

-0

=

3

2

5]

<

2019

As of Date
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You can also download the data into Excel and apply filters using Excel tools. Click the arrow icon and select
CSV (Excel). A PDF format option is also available.

Reset Layout

Sample

Quick Tip: Use the Reset Layout button found at the top of this screen to remove Formulas, Filters or Charts
from the specific report.

Additional Reporting Filter Options

Other filter options are available when you select the gear icon shown above the results table.

© Table @Ii,

First o Employee Date
Name Name Name V] o
Birth

A list of data fields available on the selected report will be displayed, and it’s easy to select the specific
information you want to include on the report.

Quick Tip: Select “(All)” and click twice to deselect all columns. Then check the boxes beside the specific data
element for your report and click “Ok”.

© Table #+ 3

Columns Sort Group Aggregate Paging

(] Hide and show columns.

(ALL) #| Address Begin Date #| Actual Salary #| Medicare Eligible Date

As of Date #| Address End Date #| Actual Salary Frequency #| Medicare HIC Number
#| First Name #| Suffix #| Actual Salary Begin Date #| Medicare Part A Primacy
#| piddle Name ¥ Marital Status ¥| Benefit Salary #| Medicare Part A Start Date
#| Last Name #| HCE Status #| Benefit Salary Frequency #| Medicare Part B Primacy
#| Employee ID ¥ Current Year Key Employee #/ Benefit Salary Begin Date #| Medicare Part B Start Date
#| Date of Birth ¥ Organization ID #| Estimated Salary #| pedicare Part D Primacy
#| Date of Death | Organization Name #| Estimated Salary Frequency #/ Medicare Part D Start Date
#| Gender Control Group #| Estimated Salary Begin Date #| Medicare SEE Approval Date
#| Email Address | Employment Status #| Pension Salary #| Medicare EGWP Effective Date
#| Address 1 #| Group Code #| Pension Salary Begin Date | Disability
#| Address 2 #| Eligibility Group #| ER Contributions to FSA #| Disability Date of Loss
¥ City ¥| Rate Code #| ER Contributions to HSA #| Disability Start Date
¥ State #| Last Hire Date #| Medicare Reason #| Disability End Date
#| Zip Code #| Last Termination Date #| Medicare Eligible

oK
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Report Layout Options

Additional tools are available to further refine the presentation of your report results.

You can sort results by specific columns by selecting the “Sort” option or group specific selections of data rows
together using the “Group” option.

© Table %3,
Columoup Aggregate Paging e Table _ﬁ |i|
S Order rows by cell values. Columns So ggregate Paging
Data Column ' >3« Organize rows with grouping and sub-grouping.
girrd:crtim Ascending R Grouping Column v
Add Add

The “Aggregate” option provides options to calculate totals, averages and other functions, and then define how
those results appear on the report layout.

© Table %

Columns Sort Group (Aggregate Faging

Q Calculate tofals, averages and such for the top and grouped levels.

Data Column v

Aggregate Function | Sum v
Add

Layout:

Results Positioning | Top R
Use the “Paging” option to change the maximum rows displayed on a page.

© Table #+ 4,

Group Aggr'egate

dD Sgt the number of rows displayed per page.

Shoyf all rows

Columns So

&) Shfhiw paging

ws per Page 50

OK

Click on the gear icon to close the selected options.
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Report Menu

Return to the main report menu by selecting
done using the Reporting Tool.

or close the reporting browser once you are

‘Qﬁ" My NTCA Benefits x [ Standard Reports

Annual Enroliment Reporting

You can use specific reports to monitor the status your participants’ annual enroliment elections, and to identify
the plans and coverage levels elected by each participant for the next year.

To determine which participants have entered and saved their enroliment elections using the My NTCA
Benefits participant portal, select “Enrollment Status” from the Standard Reports menu by highlighting and
clicking the report name.

Standard Reports

Each of these reports provides the ability to pre-filter the data based on several criteria. Once a report is run,
the data can be further excluded, grouped, sorted and hawve formulas applied as required. Once manipulated,

the data can then be downloaded in a comma-delimited format that can be opened in Excel or as a read-only
POF file.

Report Description
Beneficiary Extract Provides beneficiary demographic and enrollment information
Benefit Extract Provides participant benefit elections as of the current date (excluding 55M)

Provides dependent demographic and enrollment information (excluding
S5H)

Emplovee Extract Provides participant demographic and employment information (excluding
ST e S5H)

-dEE the status of events.

Dependent Extract
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Report Criteria Options

When the menu appears with initial criteria options, select the specific reporting criterion and include the
Annual Enrollment event report in your selections.

Menu

Enrollment Status

<ALL>
09876
Optionally select organization|s) to report 09877

<ALL>

Full Time Employee
Manager
Director/Attorney

Optionally Select a Group Code

<ALL=

Active

Cobra

Deceased

Leave of Absence
Retired
Terminated
Surviving Spouse
Survivor of Active

Optionally select Employment Status to report

<ALL>
Address Change

Az

Optionally select event(s) to report

gin HCE Status
BenelicTa e

Optianally enter a specific employes D
Optionally select start event effective date
Optionally select end event effective date
Select as of date

English
Select language Frangais

Run Report

Administrative Overrides

cane)
75 Band Recalculati

Annual Enrollment:

Retired Employee or Surviving Spouse

Ton
ion

Beneficiary Change - Non-Spousal Retirement & Security
Beneficiary Change - Non-Spousal Savings

2021-01-01

Select your initial filter criteria below and click the Run Report button to return the results. Further filtering can be done after the initial results are returned.

Select the first date of the next year as the “start event effective date’ date to see the status of each
participant’s entry of their annual enroliment election. For example, input 2021-01-01’ to see the status of
participant’s 2021 enrolliment elections. The ‘end event effective date’ and the ‘select as of date’ should be

blank.

Click ‘Run Report’ and the results will appear on screen. If there is a date appearing in the ‘Elections Last
Saved’ column, it means the participant has completed their annual enroliment election.

Report Menu  Change Criteria | Reset Layout

Enrollment Status

Formula ¢ Filter Add Chart

© Table #* 43,

e =~ = Address Line 1
005106 Test Employee Y 30 Town Sq Blvd
005125 Test | Employee D 30 Town Square Blvd
005126 Test Employee 7
005135 Test | EmployeeF 30 Town Square Blvd
005145 Test | Employee £ 30 Town Square Blvd
005155 Test Employee G 30 Town Square Blvd
005161 Test | EmployeeA 30 Town Square Blvd
005165 Smith  John n Square Blvd
005175 Sue Sally 30 Town Square Blvd
005154 Test | Employee B 30 Town Square Blvd

August 2022

City
Asheville

Asheville

Asheville
Asheville
Asheville
Asheville
Asheville
Asheville

Asheville

State
North Carolina

North Carolina

North Carolina
North Carolina
North Carolina
North Carolina
North Carolina
North Carolina

North Carolina

Zip
Code
28803

28803

28803
28803
28803
28803
28803
28803
28802

Organization
D

09876
09876
09876
09876
09876
09876
09876
09876
09876
09876

‘Organization

Test Company
Test Company
Test Company
Test Company
Test Company
Test Company
Test Company
Test Company
Test Company

Test Company

Group Code
Full Time Employee
Full Time Employee
Full Time Employee
Manager
Full Time Employee
Full Time Employee
Full Time Employee
Director/Attorney
Retired Employee or Surviving Spouse

Full Time Employee

Benefit Event
Name

Annual Enrollment
Annual Enrollment
Annual Enrollment
Annual Enrollment
Annual Enrollment
Annual Enrollment
Annual Enrollment
Annual Enrollment
Annual Enrollment

Annual Enrollment

Benefit
Event Status

Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending

Pending

Benefit Elections
Event Date Last Saved

2020-01-01
2020-01-01
2020-01-01
2020-01-01
2020-01-01
2020-01-01

Event
End Date

2019-10-31
2019-10-31
2019-10-31
2019-10-31
2019-10-31
2019-10-31

2020-01-01 2019-10-31
ZDZD—GW— 019-10-31
2020-01-01 2019-10-31

2020-01-01

2019-10-31
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Benefit Extract Report

When the Annual Enroliment event has been closed for your company, use the “Benefit Extract” report from

the Standard Reports menu to identify final plan and coverage elections by your participants.

Standard Reports

Each of these reports provides the ability to pre-filter the data based on several criteria. Once a report is run,
the data can be further excluded, grouped, sorted and have formulas applied as required. Once manipulated,
the data can then be downloaded in a comma-delimited format that can be opened in Excel or as a read-only
PDF file.

Report Description

Beneficiary Extract Prowvides beneficiary demographic and enrollment information
-articipant benefit elections as of the current date [excluding 55H)

Dependent Extract Provides dependent demographic and enrollment information (excluding

S5M)
o L Prowvides participant demographic and employment information (excluding
Employes Extract
S5M)
Enrollment Status Provides the status of events.
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Report Criteria Options

When the menu appears with initial criteria options, select the specific reporting criterion.

Menu

Benefit Extract

Select your Inftial filter criteria below and click the Run Report button to réturn the results, Further filtering can be done after the initial results are réturned
<MLL»
5870
o987’
¥ ¥ ANz N
<MLL»
Full Tim ye
ArAge
i tor /ALt -
etired Employee r ¢
¥ a ele ¥ o
<ALL»
Active
obra
¢ nembe
al
Opticnalty select a Benefit to Repert

Opticnally enter a specific Member 1D
2021-01-01 a

English
Fraegals

Select language

IMPORTANT: Set your “as of date” to the first day of the next year using the format YYYY-01-01. Then, run
the report to see the final elections made by your participants.

Quick Tip: Refer to the “Additional Reporting Filter Options” section for more information on how to remove or
sort columns and download your data.
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© Table @lil First Middlg
Name Hame
Show/hide options.
First iddr - P Employee Plate
of
Name Name Name (V] Birth
Sample Partj/ipant
Benefit Extract -
Formula "-.-" Filter Add Chart
© Table 4
<K Q) P o5 D DD
. PR G s Coverage
First Last Organization Employment Eligibility . " "
Employes ID Name Hame Organizathon ID Mame Stalus e E::: tive Benefit Descriptian Plan Dascription Option Deseription
5 B Serith 9 st Compan - 202 0-01-01 .
5 B Srmith 6 st Compan . 20-01-01
3 Bab Smith 09876 st Compan ] o Basic Life Basic Life % Anrual Salary
5 Eob smith 09874 pan Active 0ol Dental Flatinum Den oyee
5 Bob miith 9874 pa Acti T 0-0-0 Diizabili Long-Term Disab
5 Bob with 9876 s Acti nenmn [ Shert -Term Disability
615 Bob Smmith 9ET76 Acti mren A Hii-Limvit BT&
) _-
Bob 9874 Acti W01 pedica
) B Smith B Act W0 g ¢ Retirement and
Profit Sh Saving -
L

Benefit Election Report

The “Benefit Election” report in Custom Reports provides a side-by-side view of the benefit plan elections for
your participants for the current year and next year. This report may be particularly helpful in identifying
changes for payroll adjustments.

Custom Reports

Description

Begefit Change Report

This report provides employees of benefit savings in the selection criteria.

Lists invoiced totals and participant count by group, entity, invoice date,
and billing item for a chosen state

Estimated Salan, Estimated salary

When the menu appears with initial criteria options, select the specific reporting criterion. When you get to the
“Select Benefit Event” section, the event should automatically show the annual enroliment event.
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Report Criteria Options

Menu

Benefit Election
Select filter criteria and click "Run Report”

09876 - Test Company -
09877 - Sample Company

Include Organizationld(s):

-Select All- =
Full Time Employee

Manager

Director/Attorney

Retired Employee or Surviving Spouse

Retired Director or Surviving Spouse of Director
Part-time Employee

Include Employee Group(s):

Non-Eligible Employee -
-Select All- A
Medical

Retiree Medical

Ret Medicare Medical

Vision

Retiree Vision

Wellness

Dental

Retiree Dental

Basic Life -

Event Date: 01/01/2021 §>

Run Report

Include Benefit(s):

&=

IMPORTANT: Set your “Event Date” to the first day of the next year. It should be after the annual enroliment
event closing date. The default will be 01/01/2021 if you are running the report for the 2021 annual enroliment
event. Then, run the report to see a side-by-side view of the benefit plan elections for your participants.

Quick Tip: Refer to the “Additional Reporting Filter Options” section for more information on how to remove or
sort columns and download your data.
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Compare the information in the current year and future year columns to see all changes to plans and
coverages made by your participants for their annual enroliment elections. You will likely want to download this
data to an Excel file so you can more easily sort the data for your analysis and to identify changes that may

impact payroll deductions.

Employee ID| Organization ID First Name Last Hamel-urrent Current Plan Curment Option Curren:
i ample Savings Pl

lred %675 Eil Sampl a s T
5106 %675 J Test Dental Platinum Dertal Employee
5106 %675 J Test Disabilty Long-Term Disabiliy LTDFla 265 Wesk 707
5106 678 Joe Test Medical ARA PRI with Flatinum i Employee & Famiy
5106 678 I Test R o R
5106 678 J Test i =
5155 678 & Doe Waived Waived
s15d 678 Chis Test Hi-Limit BTA ETA$50,000 Coverage
6751 678 Bob Smith Hedical Siver FPO uith Platinum R Employee i Famiy
6751 678 Bob Smih R R
6751 678 Bob Smith Savings Flan x =
6161 678 Kaien | Example Hedical Waived Waived

fored

t Amount Elected Current Amount Inforce| Future Benefit Future Pla Future Option ion Future Amount Elected Future Amount Inf
5002 500 Sawings Plan T T 500% 500
$0.00 $0.00 Dental Employee & Family $0.00 $0.00

42.853.00 $2.855.00 Disabiliy LD Plat 26 ek 702 42.33300 $2.333.00
s0.00 s0.00 Medical Employee & Family s0.00 s0.00
s0.00 s0.00 R a s0.00 $0.00

939,00 999.00% = oEr 2004 zome
s0.00 s0.00 Wiaiued Waived s0.00 s0.00

50,000.00 450,000.00 Hi-Limit BTA BTA 50,000 Coverage #50,000.00 450,000.00
s0.00 s0.00 Medical Silver PP with Platinum Ry Employee & Family s0.00 s0.00
s0.00 s0.00 R a s0.00 $0.00

999.00% 999.00% Sauings Plan = = 2002 zome
s0.00 s0.00 Medical A s0.00 s0.00

Dctaulied Coverage

Ves

F| 5|7 |8 |F|F|B|5|8|F|F

Benefit Change Report

You can use the Benefit Change Report to identify your participants’ benefit plan elections and other changes
and to determine payroll adjustments.

Select “Benefit Change Report” from the Custom Reports menu by highlighting and clicking the report name.

Custom Reports

Report

Description

< Benefit

Benefit Change Re ::u:u-'t>

August 2022

Benefit Election Report

This report provides employees of benefit savings in the selection criteria.

Lists invoiced totals and participant count by group, entity, invoice date,
and billing item for a chosen state

Estimated salary
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Report Criteria Options

When the menu appears with initial criteria options, select the specific reporting criterion. To select more than
one criterion, use the Ctrl key. Enter the date range for the period you want to identify changes made by your
participants. Note: The “End date to report” automatically defaults to the current date.

If you want to view a specific participant, enter the individual’s alternate ID number into the “Optionally enter a
specific Member ID” field.

Benefit Change Report

Select your initial filter criteria below and click the Run Report button to return the results. Further filtering can be done after the initial results are returned.

<ALL=
09878

- —

Optionally select division(s) to report

<ALL=

Active

Cobra

Deceased —
Leave of Absence

Retired

Terminated

Surviving Spouse

Survivor of Active

Optionally select member status

Optionally enter a specific Member D

Start date to report 12/1/2020
End date to report 2/9/2021
English
Select language Frangais
Run Report

Generating Reports

Click on the “Run Report” button when you have finished selecting the various report criteria.

Run Report

A message will appear on screen that lets you know the report is being generated.

Please wait..... It may take several minutes to return your report
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The results based on the criteria you set will show directly on the screen.

Report Menu| | Change Criteria | | Reset Layout
Bensit Change Report

Formula 7 Filter Add Chart.
© Table %
K<) s o5 DD
orgizstion QI empogeen (OE(Z5,

w77 Sample Company 001311 waro
w77 Sample Compony 001311 Raro
w77 Sample Comporny 001311 Baro
w77 Sample Comporny 001311 Baro
w77 Sample Comporny 001311 Baro
w77 Sample Comporny 001311 Baro
w77 Sample Comporny 001311 Baro

05877

o%e77

o%e77

09877 Sample Company 00131

New Bensfit Naw p
Deseription 0=
2etiou
Basic 408D Basic ADBD
HiLimic BTA
Derval Platinum Deneal
Long Term
Disaility Dbty
Basic L Basic L
edical
Ret & Securiy
55 Flan
55 Flan
55 Plan 55 P

The “Event Name” describes the change made by the participant and will be especially helpful to identify
payroll-related updates. The “Benefit Event Date” shows the effective date of the specific event.

This shows the results for Barb Test, a new employee hired on February 1, 2021.

Employee
Status

Active

Active

Active

Active

Active

Organization

09877

03877

07877

09877

07877

Organization
Hame

Sample
Company

Sample
Company

Sample
Company

Sample
Company

Sample
Company

Employee
)]

001311

00131

001311

00131

001311

First
Hame

Barb

Barb

Barb

Barb

Barb

Last
Hame

Test

Test

Test

Test

Test

Event
name

Mews
Hire /MNewly
Eligible

New
Hire Mewly
Eligible

Mew
Hire/Mewly
Eligible

Hew
Hire /Mewly
Eligible

Mew
Hire /MNewly
Eligible

Benefit
event
date

2021-02-
m

2021-02-
0

2021-02-
o

2021-02-

o

2021-02-

o

mmmmmm

The columns after “Benefit event date” will show the most recent information prior to the participant’s changes
within the date range that was selected. Since Barb Test is a new employee, there is no prior information.

Event name
Fgnar

Hire/Hewly
Eligible

August 2022

:Virl'_liﬁt Prior Benefit
date Description

Prior Plan
Description

Prior Opticn

Description

Prior
Amount/Percent
Elected

Prior Prior
Amount/Percent Amount
Approved Pended

Prior Total
Monthly
Premium
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The remaining columns will display the “new” information and costs for the benefit plan changes made by your
participants. This section of the report will help you easily identify the actions taken by the participant especially

activity that may require payroll adjustments. Some changes may have no cost impacts (i.e., note the “Waived”
coverages below with $0.00).

Hew New New Mew New JED
New Plan

Benefit iy Option Amount/Percent Amount/Percent Amount jictal
. Description s Monthly
Description Description Elected Approved Pended P .
remium
24-Hour
Accident Waived Waived %0.00 %0.00 %0.00 50.00
Basic AD&D Basic AD&D Waived 50.00 50.00 50.00 50.00
Hi-Limit
Business
Travel BTA 550,000
Accident Hi-Limit BTA Coverage $50,000.00 550,000.00 50.00 50.00
Platinum Employee
Dental Dental Only 50.00 50.00 50.00 562.00
Lang-Term
Disability Disability Waived %0.00 %0.00 %0.00 50.00
Basic Life Basic Life Waived %0.00 %0.00 %0.00 50.00

0
Quick Tip: Run this report on-demand for time periods based on your payroll frequency.

You can download the data into Excel and apply filters using Excel tools. Click the arrow icon and select CSV
(Excel). A PDF format option is also available.

(=) Table £

(:r<] (: Page

Organization IEI'I'IPhI&f'Ei'

The PDF report will open in a new window and can be downloaded and saved from there. The CSV file will
appear at the bottom of your screen and you will need to open it to save it.
Additional Reporting Filter Options

Other filter options are available when you select the gear icon shown above the results table.

Report Menu | | Change Criteria = Reset Layout
Benefit Change Report

Formula " Filter Add Chart

&) Table @
Qc:] <: Pags of § D :>|>

A list of data fields available on the selected report will be displayed, and it is easy to select the specific
information you want to include on the report.
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Quick Tip: Select “(All)” and click twice to deselect all columns. Then check the boxes beside the specific data
element for your report and click “Ok”.

) Table # 4

Columns Sort Group Aggregate Paging

L] Hide and show columns.

O ey Last Mame Prior &mountPercent Elected Hew Option Description
| Employee Status Ewvent name Prior &mnount fPercent Approved Hew Amount/Percent Elected
Organization Benefit event date Prior &mount Pended Hew Amountf Percent Approved
Organization Hame Prior Benefit Description Prior Total Monthly Premium Hew Amount Pended
Employee 1D Prior Plan Desoription Hew Benefit Description MHew Total Monthly Premium
First Mams= Prior Option Description Hew Plan Description

Ok

Scheduled Reporting

The Beneficiary Extract, Dependent Extract, Employee Extract and Benefit Change reports are automatically
generated on a scheduled basis. This section describes when you will receive these four reports, the steps to
customize the frequency for their receipt, how you are notified of their availability, where to find the reports and

other helpful tips.
Selecting Scheduled Report Frequency

The default frequency of the scheduled reports is the first of each month. You can change the default
frequency and customize the timing for receipt of these four automatically scheduled reports to a different
frequency. Select the “Company Info” icon from the navigation bar on the left side of the home page screen.

(¥ NTCA

3
g Home
] q‘}"
c'a  Search
uy D
Billing
] Reporting np
’(?‘ Company Info

This panel will appear if you manage benefits for multiple companies. Select the company name from the drop-
down menu to change the scheduled report frequency for a specific company. If you manage benefits for only
one company, then the “Company Info” page will automatically open.
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Beth F. Farmer
Sue, we need to keep the descriptions and procedures related to how to generate on-demand reports with the summary paragraph about on-demand reporting.  

I think it  makes sense to move the "Scheduled Reporting" section to the very end after all the processing procedures that describe on-demand reports (i.e. after page 90 on this version). 

Beth F. Farmer
Change heading in table of contents


Select Company

You have access to more than one company. Select One:

09877 / Sample Company -

Quick Tip:

¢ You can select a different frequency for each company’s set of reports if you manage benefits more than
one organization. You cannot select a different frequency for each individual report or suspend receipt of
the scheduled reports.

Your company details will show on this screen. You can update the scheduled report frequency in the
“Reporting” section by clicking the pencil icon.

Reporting Frequency

Undefined

There are five frequency options for scheduling your reports. “Undefined” is the default frequency setting and is
set for the first of each month. You can change the scheduled report frequency as often as you find necessary
to meet your reporting needs.

Edit Reporting Frequency

Reporting Frequency: | \Weekly — Sunday

Bi-weekly — Every other Sunday

Twice a month — 1%t and 15

Monthly — 15|

Quarterly — End of each calendar quarter
Undefined — Default is monthly on 1°t

* Reports are available in the morning of the scheduled frequency (i.e., the 1% day of the month).
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Beth F. Farmer
Change this screen shot to the one Chris provided with the video script.  The programing is not yet completed but we are told it will be when we 'go live'.  The screen will show descriptions beside each frequency. 


The following screen shows an example of selection of a quarterly reporting frequency. Click Save.

Edit Reporting Frequency ®

Reporting Frequency : Quarterly — End of each calendar quarter @

Quick Tips:

e To see benefit and other changes made by your participants on the participant portal during the past
month, you should select the “Monthly” frequency. This will report a full month’s activity on the Benefit
Change Report.

¢ |f you want to minimize the frequency to receive the automatically scheduled reports, select the “Quarterly”
frequency.

On the “Company Info” screen, you will see the updated report frequency in the “Reporting” section.

Reporting

Reporting Frequency

 Quarterly — End of each calenda@

Documents Tab

Scheduled reports are found in the “Documents” tab. Each report has a unique name under the column
“‘Document Name”.

as i
% Company Information
Company Details Documents Adoption Agreements Users Participants
Sample Company
< Documents
Document Name | Document Type |
benChgExtractLogiForm benChgExtractlogiForm
depExtractLogiForm depExtractlogiForm
benExtractLogiFarm benExtractlogiFarm
empExtractLogiForm empExtractlogiForm
Rl - B
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Beth F. Farmer
Change this screen shot to use a snippet of the one Chris sent you. It will show the wording "Quarterly - End of each calendar qtr"

Beth F. Farmer
Update this screen capture as requested in the earlier comments. 


For your reference, the chart below shows the report name with its corresponding document name.

Report Name Document Name

Benefit Change Report benChgExtractLogiForm

Dependent Extract depExtractLogiForm

Beneficiary Extract benExtractLogiForm

Employee Extract empExtractLogiForm
Quick Tips:

e Scheduled reports are always generated in PDF format.

e Each report contains all available fields. If you need to customize the criteria section for a report
(i.e., Employee Extract report for only active employees), you can use “On Demand Reporting.”

e My NTCA Benefits will retain six months of reports in the “Documents” tab, and then automatically delete
the oldest files so there is always only six months of reports on the site.

e The Benefit Change Report includes changes in participant records for a specific time period. If no changes
are made within that time period, the report will still automatically generate but include no data.

You will be notified by an email message that these scheduled reports are available in the Documents tab. If
you do not update the frequency of the scheduled reports from the monthly default setting, the email is sent on
the first day of the month to the company representative authorized to access these reports on My NTCA
Benefits. If you customize the frequency to a different schedule, the email is sent in accordance with your
selected frequency. For example, if you schedule your reports to generate quarterly, you will receive an email
notification on the first day following the end of the preceding quarter. The email is sent by Morneau Shepell,
NTCA'’s software vendor, from the email address donotreply@morneaushepell.com.

Cyber security is a priority for most companies, which may result in additional security measures that filter or
block incoming emails or disable links in emails received from external sources. Please consult with your IT
department or system administrator to be ensure you can receive emails from the morneaushepell.com
domain.

August 2022 Page 94


mailto:donotreply@morneaushepell.com
Beth F. Farmer
I think this section needs to go after Documents section.  



Example Email Notification

From: donctreplyi@morneaushepell.com <donctreply@morneaushepell.com>

Report Date
031072021
031072021
031072021
031072021

Questions?

Sent: Sunday, March 7, 2021 10:00 AR

To: Sally Test <sallytest@sampletestcompany org>
Subject: Your Administrator Reports are Available on My NTCA Benefits

Reports for NTCA member company Sample Test Company, 09878 are available on the My NTCA
Benefits portal. Login at ntcabenefits-admin.ntca.org. Select the Company Info icon and open the
Documents tab to securely view, print or save the following repors.

Report Hame

Benefit Change Extract
Beneficiary Extract
Dependent Extract
Employee Extract

Your company reports will remain available on My NTCA Benefits for six months from the report date.

HNTCA benefits resource specialists are available for assistance at (828) 281-9000 or by email at
henefitsresourcei@ntca.org, Monday - Friday from 9 a.m. to & p.m. ET.

Please do not reply directly to donotreplvidmomegushepell.com. This email is used by an automated
zervice that does not monitor reply emails.

Found this email in your spam or junk mail?
Add donotreply@morneaushepell. com to your safe senders list to make sure your report notification

emails are delivered to your inbox.

NTCA has authorized our software vendor Momeau Shepell to provide this information so you can be assured of
the legitimacy of thiz email message from donotreply @ morneaushepell.com. If you have received this notice in

error and you are not an authorized representative for Sample Test Company, 09878, please contact NTCA at (28]
281-5000, and delete and destroy this message and all copies.
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Need More Help?

For additional assistance and questions, please contact our benefit resources specialists at (828) 281-9000 or
benefitsresource@ntca.org. Our team is available Monday through Friday from 9 a.m. until 8 p.m. ET.
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Latest News & Announcements

Starting September 1, 2021, we have changed some of the Group Health Program (GHP) medical plan names
to better reflect their unique features and make it easier for participants to recognize your medical coverage
election. This informational chart includes all NTCA GHP medical plans and may show medical plan(s) not
available to you and your dependents.

Group Health Program Medical Plan Name Changes

Current Name New Name

Preferred Provider Organization (PPO) Plans

Triple AAA PPO Diamond PPO
Platinum PPO Platinum PPO (no change)
Gold PPO Gold PPO (no change)
Silver PPO Silver PPO (no change)
Bronze PPO Bronze PPO (no change)
Triple AAA AAA Advantage
Double AA AA Advantage
Single A A Advantage
HDHP Triple AAA PPO Preferred HDHP
HDHP Single A Select HDHP

What does this mean for you?

If you are enrolled in one of the renamed GHP medical plans, you will start seeing the new name, or an
abbreviated version of the name, on your enroliment documents, future ID cards and other benefit plan
information. The new name does not impact your coverage or benefits, and we are pleased to provide you and
your family with exceptional health care services.

Questions?

Contact NTCA benefits resource specialists at (828) 281-9000, Monday — Friday, from 9 a.m. — 8 p.m. ET or
by email at benefitsresource@ntca.org.
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