My OEBB — How to Add a New Hire

Adding a New Hire

1. Click on Member Management and select add new members.

p
) oebb

W LastName M First Name 1] W SSN W Gender  mBirth Date
- i
P Contact Setup
P Security Setup Home Phone Work Phone Ext
P Plan Management Personal Email Work Email
P Enroliment ent
P Enrollment Requests dililiesey
W Address Type -

w Member Management
Address Line 1

S grs
Add Mew Member:

Address Line 2

P Document anagement City State Oregon ¥ Zip Code

P Home Page Alerts Ty El Country United States -

P Reports

» Payroll Interface Ethnicity and Medicare Eligibility

» Report Mart Ethnicity hd W Medicare Eligibility v

2. Enter employee information in the requested fields. Click Save. You will see “Record
Saved Successfully”

@) oebb

Record Saved Successfully

W OEBB Number mLastMame W First Mame M W SSN mGender mBirth Date
} Contact Setup |Eno272337 |Test |Dave [ene. +|[101a1060 [
} Security Setup
} Plan Management S OMEHICTE| EIEEeea Work Phone | Ext |
¥ Enroliment Management Personal Email | Work Email |

} Enroliment Requests Addresses

w Member Management M Address Type Residence ¥

View/Modify Members

Address Line 1 |1234 Test Drive Lane
Add New Members

» Document Management Address Line 2|

» Home Page Alerts City [salem State ~ | Zip Code |97305

P Reports County| B Country -

¥ Payroll Interface Ethnicity and Medicare Eligibility

¥ Report Mart Ethnicity Unknown - m Wedicare Eligibility No -
Race
7] Asan [”] Black/African American |1 American Indian/Afska Native |1 mative Hawaian/Other Pacific Isbnder
1 white [ other [7] Refused (Can only pick one) Unknown

Tobacco Usage
How would you describe your tobacco habits?

_) Have used tobacco products within the past 12 months
") Haven't used tobacco products within the past 12 months

@ Have never used tobacco products

Educational Entity

mName Institution Number
[salern-kezer SD 241 B pe2

m Member Type

[Non Represented - Salem-Keizer E
m Employment Type

Payment Type M Original Hire Date  |10-08-2014 E]
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My OEBB — How to Add a New Hire

Salary Details
W Salary Type u Salary

- [ss000.00

W Salary Eff Date B Hours Worked
[11-01-2014 [

N

(=)

_Reset|

3. This will create the OEBB Enumber for the member. Click on the QSC Events button as
shown above.

- QSC Events - Individual Plan Changes
() oebb

Member : Dave Test

P Contact Setup [New Hire B
bs Set =
ecurity Setup fm Actual Event Date  [12-12-2014 |7 Transaction Date

P Plan Management
10-08-2014

QSC Used By

P Enrollment Management
¥ Enroliment Requests

w Member Management

View/Modify Member, i k to Add Members

Add MNew Members

4. Complete the QSC dates. The Hire Date will already be auto filled. Actual Event Date is
the date the event Happened. The Coverage Effective Date will be the first of the month
following the Hire Date. If your entity has access to the Coverage Effective Date field,
you will be able to enter the effective date. If it is grey it will populate per OEBB
Administrative Rules. Click on Save.

= QSC Events - Individual Plan Changes
@ oebb

Record Saved Successfully
Member : Dave Test

P Contact Setup B QSC Events |New Hire @
} security Setu -
o " m Actuzl Event Date 12-12-2014 J Transaction Date |01-08-2015

} Plan Management

W Hire Date 11-08-2014 QSC Used By |Debbie Radish
w Enroliment Management
Enrollments Coverage Eff D@te 12-01-2014
~———
Unsaved Enrollments
Termination Approval Save | Delete | Search | Reset | Back to Enrolments | Expire |
Affidavit Fulfillment

Email Motifications Process Steps:

5. Verify the Coverage Effective Date. If the date is correct, Click SAVE again. You will see
Record Saved Successfully. If the Coverage Effective Date is incorrect, please contact
OEBB Customer Service before making any enrollment Selections.

6. The member can now complete the enrollments in the MyOEBB Member Module.
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My OEBB — How to Add a New Hire

The below steps only need to be done if the entity will be completing the enrollments.

Note: If member has dependents please enter all dependents before you complete the
enrollments. If the member is going to do a Medical Opt out or Medical Waive. Proceed
to the bottom of these instructions for directions on how to process a Medical Opt out
or Medical Waive.

7. Click on Enrollment Management and enter the Enumber in the Quick Search ID field.

@ oebb

Member has active QSC.

Quick Search

D Last Name First Name

P Contact Setup
P security Setup
» Pian Manageme

Save| | Reset || Active || Hstory || History Detal | OE Hitory |
—

Unsaved Enroliments

Termination Approval

Afidavil Fulfilment 5 ry for employee of Salem-Keizer SD 24J (New Hire)

Email Notifications Plan Type/Plan Mame Coverage Tier ECLE Cov. Eff. Date End Date

Member QSC Request(0

L quest(Q) = Bl
P Enroliment Requests
» Member Management Vision
P Document Management

Dental

P Home Page Alerts
P Reports Basic Life

B Naurall intarfars

8. Click on the Medical link.

New Coverage Start Date
[ 11/01/2014
Eligible Plans

—
(@ Kaiser Medical Plan D— Composite

© Kaiser Medical Plan 2 - Composite
© Kaiser Medical Plan 3 - Composite

0 Moda Medical Plan A Statewide - Composite
0 Moda Medical Plan B Statewide - Composite

© Moda Medical Plan C Statewide - Composite
© Moda Medical Plan D Statewide - Composite
7 Moda Medical Plan E Statewide - Composite
0 Moda Medical Plan F Statewide - Composite
© Moda Medical Plan G Statewide - Compaosite
© Moda Medical Plan H Statewide - Composite
0 Moda Medical Plan A Synergy - Composite
© Moda Medical Plan B Synergy - Composite
© Moda Medical Plan C Synergy - Composite
0 Moda Medical Plan D Synergy - Composite
7 Moda Medical Plan E Synergy - Composite
© Moda Medical Plan F Synergy - Composite
© Moda Medical Plan G Synergy - Composite

O Moda Medical Plan H Synergy - Composite

Members Including Self (check marked members get coverag

(7 davetest 149CT-60  Sef

e —l
Accept & Continue \ Back |
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9. Select the plan and check mark each dependent that will be covered including the
member. Then click on Accept & Continue.

@) oebb

Member has active QSC.

on e g e s e s menras s o rmennn s e o e

P Contact Setup Bk
» Security Setup 1D LastName First Name
P Pian Management save| | Reset || Actve || History || Hstory Detal || OE History

w Enrollment Management

Unsaved Enrollments = X
QSC Events Reinstate All Term All

Termination Approval

Member Info Case Notes

| Beneficiaries

Affidavit Fulfillment Summary for employee of Salem—Keizer SD 24 {New Hire}
Email Notfications Plan Type/Pln Name Coverage Tier E%e Cov. Eff. Date End Date
Member OSC Request0)  madical
» Enroliment Reguests Kaiser Medical Plan 1 - Employee Only N 12/01/2014 L3 7|
Composite
P Member Management Vision
R = Employee On N 12/01/2014 x
P Document Management Maoda Vision Plan 1 - Composite ly I
P Home Page Alerts Dental
P Reports
P Payroll Interface Basic Life
» Report Mart Optional Emplovee Life

10.This will bring you back to the Enrollment screen. Continue with the process for the
remaining plans.

@ ocbb :

' Member has active QSC.

P Contact Setup EUL ST
P Security Setup L LastMame First Mame
P Pian Mianagement Save | Active || History || History Detal | OE History |

w Enrollment Management

Enroliments Benefit Summary Memberos | Member 1ofo Dependernts | Other Group Cov. | Emplayment
P Term Al Healthy Futures

Unsaved Enrollments

Termination Approval

Affidavit Fulfillment ployee of Salem-Keizer 5D 24. (New Hire)
Email Notifications Plan Type/Plan Name Coverage Tier .Er%e Cov. Eff. Date End Date
Member QSC Request)  wedical
» Enroliment Requests Kaiser Medical Plan 1 - Composite Employee Only N 12/01/2014 *
ion
P Member Management Moda Vision Plan 1 - Composite Employee Only N 12/01/2014 t 3
» Document Management Dental
_ . Employee Only N 12/01/2014 =
} Home Page Alerts oDs Dljfntal Plan 2/0rtho - Compaosite
Basic Life
» Reports Plan 11 Basic Life-$100,000 Employee Only - $100,000 N 12/01/2014 ®
} Payroll Interface Basic Accidental Death and
Dismemberment Employee Only - $100,000 N 12/01/32014 ®t
} Report Mart Plan 11 Basic AD&D-$100,000
Short Term Disability - Voluntary
Plan 13-Short Term Disability Short Term Disability - 14 Day N 12/01/2014 ®
(Voluntary)-14 Day Elimination /90 Elimination /90 Day@60%

11. Click the Save button.
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— A
Message fom webpooe RN R IR (o

'e Do you want to caommit the changes to the enrollments? By
k.= pressing OK you are making the equivalent of your signature and
I autharizing deductions from your pay if necessary. I

OK Cancel ‘

12.You will see the above message. If all is correct, Click OK.

13.Enrollments are complete. You will see “Record Saved Successfully” at the top of the
page.

How to enter a Medical Waive or a Medical Opt Out

Medical Waive - Employee waives medical benefits and they do not receive a financial
incentive:

@) oebb

Member has active QSC.

P Contact Setup (E e Lzl
} Security Setup ID |E0027233 LastMame |Tes FirstName |Dave
» Plan Management save| | Reset || Active || History || History Detal | OE History |
‘w Enroliment Management
A wy | varbarios || vanberie
Unsaved Enroliments

Termination Approval
Affidavit Fulfillment Summary for employee of Salem—Keizer SD 24J (New Hire)

nr

=
Type Cov. Eff. Date End Date

Email Notifications Plan Type/Plan Mame Coverage Tier
Member QSC Request(0)

P Enroliment Requests Medical
P Member Management Vision

} Document Management

} Home Page Alerts Dental

¥ Reports Basic Life

B Nourall intarfans

1. Click on Other Group Cov. Button.
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@ oebb

Member : Dave Test

R Query returned zero records. Please change your search criteria and try again.
Contact Setup

P Security Setup Add k to Enrolments ‘
P Plan Management

w Enroliment Management
Enrollments

Unsaved Enroliments

2. Click on Add.

@) oebb

...... Member : Dave Test
e ——

} Contact Setup M Plan Type W ledical Waive Only
b w
b Security Setup Yes
W Carrier

} Plan Management

w Enrollment Management
Enrollments Details
Unsaved Enroliments = Policy No u Group Mo

Termination Approval
Affidavit Fulfillment = Subscriber Name Employer

Email Motifications
Member QSC Request(D) m Effective Date Expiration Date
} Enroliment Requests = =

P Member Management

P Document Management Delete | Search | Rm to Enrolments

P Home Page Alerts

3. In the Medical Waive Only box, click on “Yes” and enter Effective Date. Click Save.
Then Click “Back to Enrollments”.

Summary for employee of Salem-Keizer SD 24.J (New Hire)

Plan Type/Plan Name Coverage Tier .Ilz.;; o Cov. Eff. Date End Date

Medical @ &
Vision

Dental

4. Click on the red X. This will waive the coverage. Continue with remaining
enrollments.
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Medical Opt Out - When an employee decides not to enroll in an OEBB medical plan and
receives a financial incentive for doing so. The employee must provide proof of coverage to
their educational entity within five days of opting out.

Enrollments

(r:_,) Oebb Member has active QSC.

Quick Search
ID LastName Firstame

P Contact Setup
P Security Setup

¥ Plan anagement save || Reset | Active || History || History Detal || OE History |
w Enroliment Management s—

Enroliments E-Benefit Summary il Benefit Summary Member IDs ‘ Member Info Dependents Other Group Cov. Employment
Unsaved Enroliments 5 N

Reinstate All Term All | Bensficiaries Healthy Futures
Termination Approval

Afidavit Fulfillment Summary for employee of Salem—Keizer SD 24J (New Hire)

Email Notifications Plan Type/Plan Name Coverage Tier 'EF:;Je Cov. Eff. Date End Date
Member QSC Request(0)

P Enroliment Requests Medical
P Member Management Vision

P Document Management

P Home Page Alerts Dental

P Reports Basic Life

1. Click on the Other Group Cov. Button

@ oebb

Member : Dave Test

Query returned zero records. Please change your search criteria and try again.
} Contact Setup
P Security Setup Add|

to Enrollments ‘
P Plan Management

w Enroliment Management
Enrollments

Unsaved Enrollments

2. Click on Add.

Record Saved Successfully
Member : dave test

m Plan Type m Medical Waive Only
Medical - Mo -

| Carrier

Blue Cross

Details

® Policy No m Group No
125-A-45896 659596

B Subscriber Name Employer

Jane Test

m Effective Date Expiration Date
10-28-2014 |9 ]|

elete | Searl:h| Reset |@o Enrollments |

3. Enter the required information and Click Save. Click Back to Enroliments.
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Summary for employee of Salem—Keizer SD 24J (Mew Hire)

Plan Type/Plan Name Coverage Tier _IlE_:; o Cov. Eff. Date End Date

Medical *
Vision

Dental

4. Click on the &iicon. This will enter the Medical Opt Out. Continue with the remaining
enrollments.

5. Continue with the remaining enroliments.
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