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Section 1

Getting Started
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Prepare to build:

Collect the and
information you will need to upload/input into
the setup tool for each plan

° SBC or Plan Summary

° Rate Sheet

e Evidence of Insurability (EOIl) Form

° Employer Contribution Strategy

° Carrier Settings (Waiting Period, Termination Policy, etc.)

° Desired Open Enrollment Dates
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https://help.zenefits.com/Medical_Dental_Vision/Learn_About_Open_Enrollment/Preparing_for_Open_Enrollment/

Check :

.....

Ben Admin Ben Connect
If you use any broker of your choice, then any If you are a Certified Broker Partner, you will need
Benefits administrator can be granted the to be a Renewals user (or a Full Admin user) in
permission to access the renewals setup flow. order to access the renewals setup flow.
The necessary permission can be granted from Please reach out to your team lead for assistance
the Company Profile app, and is called: Edit with your user type/permissions.

employee and company benefits data and manage

benefits renewals
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https://help.zenefits.com/Employees/Employee_Administration/hths/Benefits_Administrator_Permissions_/

Navigating: Access the tool ¥

Go to the Start Renewals link.

1. Login to Zenefits using your administrative login

credentials —

2. Navigate to the Benefits Administration app from your

Zenefits dashboard Qo

3. Click on the Start Renewals link

Manage all your employees’ health benefits.
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Navigating: Elements >
>

Throughout the renewals setup there are a number of elements that are
used for navigating and completing the different steps.

MAIN MENU FREE TEXT FIELD

The Main Menu lists all 6 steps of the setup flow. Once a step is Free text fields are used when you can input custom, unstructured

completed, you will be redirected to the Main Menu in order to information.

proceed to the next step. Each step is locked, meaning you cannot

move onto the next step until the preceding one has been RADIO BUTTON

completed. A green checkmark indicates a step is complete. Radio Buttons are used to make a selection. Only one radio button
can be selected at once.

DROP-DOWN MENU

Drop down menus are used when there are limited options that “BACK TO” and “CONTINUE"

can be selected. Navigational links or buttons used to move through the flow, often

to navigate back to the Main Menu
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Navigating: Elements

>

Throughout the renewals setup there are a number of elements that are
used for navigating and completing the different steps.

CHECKBOXES HYPERLINKS
Checkboxes are used to make a selection, or indicate on or off. Hyperlinks are used when additional information is available for you
Multiple checkboxes can be selected at once. to view, if there are additional actions that you can take, or to

upload or download a file. Hyperlinks are designated with blue text.

TOGGLE SWITCH

Toggle Switches are used to indicate yes or no: ICONS
Yes = blue toggle switch Icons are used to represent an actionable item:
No = grey toggle switch ¢ Used when there are multiple actionable items to choose from

Used to remove or delete an item that is incomplete
» Used to select a date in time
Used to edit an item
Used when there is required information that is missing
Used to delete an item

Used to exit out of a screen
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Section 2

Setup Steps
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Let's handle your health benefits.

Whether you're setting up new coverage or renewing plans, we make it easy to add plans, set up contributions, review
the set up, and invite employees to enroll.

Your setup is 0% complete.

Main Menu

Step 1: Carriers & Plans
Carrier & Plans About 5 min m Step 2: Open Enroliment
Step 3: Plan Mapping

Benefits Setup Checklist

Step 4: Company Contributions

-] Open Enrollment Requires earlier section be completed first
Step 5: Review Enrollment
Step 6: Invite Employees
o Plan Mapping Requires earlier section be completed first
-] Review Enrollment Requires earlier section be completed first

TriNet
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Section 2: Setup Steps

Step 1: Carriers & Plans

Carrier & Plans
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Carriers & Plans

In this step, you will load all of the plans your company will
offer through Zenefits during open enrollment, including:

° Medlcal Back to Setup Tasks
° Dental Tell us about the coverage you're offering.
[ ) Vlsion Add all the health plans your company will be offering during open enrollment. You'll find all the plan and carrier info you need on your Summary of Benefits and

Coverage (SBC) or Plan Summary documents, and any renewal packets your carriers provided.

° Life & Disability vien
o Basic 100% Employer-Paid
o  Voluntary 100% Employee-Paid o

e  Supplemental N plans o oarier add yot, Add sristiog plens, o creet s e envolisent
o  Accident

DENTAL

o Cancer

o Critical lliness (i )

o Hospital Indemnity

For a list of supported carriers, please visit this page.
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https://www.zenefits.com/carriers

Part 1: Add the plan >
>

There are four methods to add a plan:

Add Existing Plans: Plans currently administered in Zenefits
that will continue to be offered in Zenefits at renewal (for the
upcoming plan year) can be added here. @
No plans or carriers added yet. Add existing plans, or create a new enrollment
Create a New Enrollment: Add any carrier and/or plan that
has not previously been offered.

Add Coverage: Either add existing plans for all lines of
coverage in bulk (by checking the box next to each

continuing plan), or add a new carrier and/or plan by filling
the form.

Add Plan: After you have added some plans to the setup
flow, you can add additional plans for a carrier/line by
clicking this button. ® Add Plan
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Part 2: Build the plan
>

Once you have added a plan, you are ready to build the plan by adding the plan
details. Example plan builds are available in the Appendix.

All plans will include these sections (fields within the sections, and additional sections, are present
depending on the line of coverage):

e Plan Setup: Plan name, type, and SBC attachment

e Basic Information: General settings like state availability

e Plan Design: Coverage details like deductibles, copays, multipliers, etc.

e Rates: Full carrier premium amount for enrollment, in monthly increments

The types of plans that can be built:

e Medical, Dental, Vision: Non-contributory, Contributory, Voluntary
e Life, AD&D, STD, LTD: Non-contributory (Employer pays 100%), Voluntary(Employer pays 0%)
e Supplemental: Voluntary (Employer Pays 0%)
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Section 2: Setup Steps

Step 2: Open Enroliment

Open Enrollment
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Open Enroliment

>

Open enroliment gives employees the opportunity to select their own plans and
make changes to their coverage for the upcoming plan year.

In this step you will select:

1. Do you want to invite your employees to open enroliment?
a. If you select “yes”, employees will receive an email from Zenefits on the first day of open
enrollment inviting them to make plan selections.
b. If you select “no”, employees will not have the opportunity to choose their own plans, and
will be automatically enrolled in any auto-renewal plans you select (Step 3: Plan Mapping).
2. What will the open enroliment period be?
a. If yesto 1, what will be the start date (optional: launch time) and end date of open
enrollment?
i. Keep in mind start and end dates should align with your carriers’ deadlines for
member-level open enroliment updates.
b. If noto 1, then what date should the renewal data go live in the system?
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Section 2: Setup Steps

Step 3: Plan Mapping

Plan Mapping About 5 min m
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Plan Mapping > >

Indicate which plans employees are auto-enrolled in if they do NOT participate in open
enrollment. This allows employees to roll over their insurance election from the previous
year without having to participate in open enrollment.

Tips for setting up Plan Mapping, depending on renewal scenario:
e Renewing with the same carrier: We recommend matching the insurance carrier's plan mapping.
e Switching to a new carrier: In most cases, this should be set to “Do not auto renew.”

If plan mapping is set to “Do not auto renew,” we will not roll over the previous years’ elections.
Employees will be auto-declined unless they participate in open enroliment and actively elect to enroll
in coverage.

If a new carrier was added in an earlier step, then this step will also ask whether that carrier should
continue on or be discontinued.

If you have classed plans, with plan-specific eligibility settings, the eligibility settings will roll over
based on plan mapping selections. If there is no mapping, the settings will not roll over.

Plan Mapping & Renewal reports:
~If an employee moves to a mapped plan, this is not considered a “change” and will not be captured in
Z zenefithe Renewal Change Report. If you use this report for submitting plan changes to the carrier, then it is
imperative that Zenefits plan mapping matches the insurance carrier.



Section 2: Setup Steps

Step 4: Contribution Scheme

Contribution Schemes
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Contribution Scheme > >

In this step you will input the company’s contribution strategy for the renewal plans.
Employees in open enroliment will then see their individual costs for each plan based on
these company contributions settings.

There are 2 parts to a contribution scheme
e Part1: The scheme as a whole
e Part 2: Component contribution policies

The system requires a holistic contribution scheme for medical, dental, and vision - all carriers, plans,
and employees have to have least one policy for each line of coverage.

Important:

If you have lines of coverage with different effective dates, the contributions for the lines of coverage
that are not renewing will auto-populate in this step. Do NOT delete a contribution for a line of
coverage that is not renewing at this time.
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Part 1: Contribution Scheme

The current contribution scheme settings will pre-populate for
you. You have the ability to edit, remove, or add policies.

Z

° Edit an existing policy by clicking the pencil
icon

° Remove an existing policy by clicking the trash
icon (this does not impact live settings)

e Add anew policy by clicking the Add Policy

button
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Set up the company's contributions.

Define the contributions towards health insurance, and set unique contributions based on plan, carrier, and coverage type.

Effective 2021-11-01

Policy Applicable
P Medical Policy Al Carriers
All Plans
" Dental Policy Unum
All Plans
@ Vision Policy Al Carriers
All Plans
© Add Policy

Eligible Workers

All Workers

All Workers

All Workers

Amount

80% for Empls and 50% for D di

Fixed $50

Fixed $5 if it's Employee only, Fixed $8 if it's Employee &
Spouse, Fixed $10 if it's Employee & Children, Fixed $10 if
it's Employee & Child, Fixed $14 if it's Employee & Child &
Spouse, Fixed $14 if it's a family

Actions
|
|
V|




Part 2: Contribution Policies (Details)

If you edit or add a policy, you can specify variables as needed.
In this section, you will specify the applicable coverage.

° Line of Coverage
° Carrier

° Plan
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e Tell us which coverage this policy applies to.

| Details

Coverage Details

Coverage Medical
Carrier Kaiser Permanente
Plan Gold HMO $35/0/0 306V




Part 2: Contribution Policies (Eligibility)

If you edit or add a policy, you can specify variables as needed.
In this section, you will specify the applicable employees.

° Everyone: All employees not
otherwise specified

e  Select Workers: Certain
employees by hame

e  Select Tiers: A certain group of

employees
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Contribution Policy (1/3)
v Details

| Eligibility
Select Workers

Select Workers (®) Everyone
() Select workers

() Select tiers

Tell us which workers receive these contributions.




Part 2: Contribution Policies (Contribution)

If you edit or add a policy, you can specify variables as needed. In this

section, you will specify the monthly amount(s) and distribution.

° Define the perspective option
o  Employer Contribution Amounts
o  Employee Deduction Amounts
e  Select the distribution for dependents
o  All Dependents Equal
o Define Total
o Specify by Type
o Specify by Quantity
° Select the amount style and input numbers
o Fixed Dollar
o Percentage

o Percent of “X” Plan

TriNet .
Z zenefits

Contribution Policy
(273)

v Details
v Eligibility

| Contribution

Add the contribution amounts.

Contribution

Options

Dependents

Contribution to

Employee

Dependent

(®) Define Company Contribution (portion that the company pays)

(O) Define Employee Deduction (portion that the employee pays monthly)

ion)

All D Equal (each receives same

Contribution Method Amount

Parcentage (%)

Fixed Amount ($)

80

100

Limit

-




Distribution Definitions

The distribution method defines how amounts are applied toward
employees and their dependents.

° All Dependents Equal: Employees receive one amount, and dependents combined receive one amount.
] Define Total: There is a single amount for both employees and all their dependents combined.
® Specify by Type: The amount is based on the type of dependent(s) enrolled, also known as enrollment tier:
) A certain amount if Employee Only
(@) A certain amount if Employee + Spouse
O A certain amount if Employee + Child(ren)
) A certain amount if Employee + Family
® Specify by Quantity: The amount is based on the number of dependents enrolled:
O A certain amount if Employee Only
) A certain amount if Employee + 1 dependent
) A certain amount if Employee + 2 dependents
) A certain amount if Employee + 3 dependents
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Z zenefits



Section 2: Setup Steps

Step 5: Review Enroliment

Review Enrollment
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Review Enrollments

In this step you (and others) will be able to review all of the plans and settings that have

been built. If any information is incorrect, you can go back to the previous steps to make

the necessary changes.

There are four sections to review:

Renewal coverages and plans
Company contributions
Employee costs

Send for review

TriNet .
Z zenefits

Welcome, your Benefits Renewal package is ready

to review.

This is your opportunity to review the benefits that will be offered during your upcoming Open Enroliment (Jun 23 to

Jun 30). Please check the details carefully! Errors that are not corrected prior to it being made available to your

can negatively impact the

insurance carriers.

Review Steps

Review Renewal Coverage and Plans

Review Company Contribution Policy

Review Employee Costs

Send for Review

About 5 min

About 5 min

About 10 min

About 1 min

and cause delays or discrepancies with the

Start




Section 1: Review Renewal Coverage and Plans

A view-only display of the carriers and plans within the build.

° Organized by line of coverage and then carrier
° Plans for each carrier are listed below the
carrier settings

° Click the View links to see additional details
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Back to Overview

MEDICAL

wj United AZ

CARRIER INFORMATION
Enroliment Type
Phone Number

Self Administered

Plan Mapping

PLANS

Plan Name

Name (2022)

ACCIDENT

Switch Carrier
(866) 633-2446
No

View

Plan Type Policy Numbers

PPO 123

DATES & DETAILS
Effective
Renewal Window
Waiting Period

Coincide With Current Month

Aug 1, 2022 - Jul 31, 2023
Jun 23, 2022 - Jun 29, 2022
First of the month following hire date

No

Term Policy End of month (last day of month)
Documents Other Details Plan Det
SBC Available Out-of-State, PCP View

Required, HSA Compatible




Section 2: Review Company Contribution Policy

A view-only display of the contribution scheme settings for the
build.

° Line of coverage

Back to Overview

e  Carriers and plans, if specified
° Amounts ACTIVE FROM AUG 1, 2022

° Applicable employees
PP ploy Medical Policy

Company Contribution This applies to:
Fixed $100 if it's Employee only Everyone
Fixed $150 if it's Employee & Spouse

Fixed $155 if it's Employee & Children

Fixed $155 if it's Employee & Child

Fixed $200 if it's Employee & Child & Spouse

Fixed $200 if it's a family
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Section 3: Review Employee Costs

An interactive table to check plan availability and cost

calculations for each employee.

° Click an employee’s name to pop-out a sidebar
of details

° Navigate between the tabs of a pop-out to see
various lines of coverage

° Check or uncheck boxes next to dependent

names to see how variables (like costs) change

TriNet .
Z zenefits

Back to Overview

Review Employee Costs

Filters Reset X

Search Employee

Dependents All
] No Dependents

[J] Spouse
[] Spouse & Child(ren)

State All
[ california

[] Colorado

[J Florida

[[J] New Mexico

Name (Last, First)

Gorsuch, Garth

;3 Barnaby, Barbara

Anderson, Adam

Hogan, Holly

Eastwood, Edwin

Deschenes, Debra

= Filter

Adam Anderson
Part-time, California, Born Jan 1, 1970 (Age 52 as of today)

Medical, Dental, & Vision

Life & Disability

Supplemental

Include Dependents Andrea (Spouse) , Born Jan 01, 1970 (Age 52)
[ Anthony (Child) , Born Jan 01, 1970 (Age 52)

’ ELIGIBLE MEDICAL PLANS

Plan

'JJ Name (2022)

Total Premium

$3,213

Company Pays  Worker Pays

$150 $3,063




Section 4: Send for Review

Share these view-only pages with another Benefits administrator

L. . Back to Overview
° Add or remove administrators from the list
. . . . Share Renewal Review
° Click the paper airplane icon to send for review,
. . . ) Manage access to this Renewal Review below. To request a review from a user, click on their Invite icon. You can choose who will receive ificati from revi by
which sends a secure access link via email ehecking the Notification b
SHARE WITH COMPANY PERSONNEL AND COLLEAGUES Remove all from list
. CheCk the bOX to Indlcate WhICh InVItees ShOU|d Name (last, first) Role Last Activity Invite Remove Notification
also receive feedback notifications © ‘st Broker Admin Invite Sent Jun 16 > i
e View the activity log of reviews sent and @ rmmmmnsa Broker Adrmin > '
com p|eted Q@ Ny Main Company Admin > i (]
° Click the Finish button to leave the Review © rsmmrrions Bengts Admin > i o
Q oo Broker Admin > ] (m]
@ UTE— Renewals Manager > [ ] O
© Add People
Activity Log
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Section 2: Setup Steps

Step 6: Invite Employees

Invite Employees
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Invite Employees >
>

This step allows you to view an example of the open enrollment email that gets sent to
employees and select which employees will receive the email notification prompting them
to make their elections.

All eligible employees will be pre-selected for open enroliment invites. You can see the number of employees eligible to
enroll in the Recipients category.

If you choose to skip inviting any employee(s), they will not be given the opportunity to make elections or changes. Instead,
they will receive the default enroliment status according to the Plan Mapping settings (mapped to X plan, or auto-declined).
Skipped employees can also be invited after Open Enrollment has been launched.

Once open enrollment starts, employees will receive the open enrollment email, as well as a task on their personal Zenefits
dashboard. Employees must receive the task in order to access their open enroliment, which will be a digital open
enrollment experience through Zenefits.

TriNet .
Z zenefits



Invite Employees

Share these view-only pages with another Benefits administrator

e  Click the link next to Recipients to customize Preview Email

nv Itees . Once your open enrollment starts, well send this email to your staff to notify them that they are able to choose their benefits.

° Click Done to submit your build for publishing (it

. . . . . Recipients 9 Selected Workers
will publish according to the date/time in the -
Subject Re: Welcome to Open Enroliment!
Open Enroliment step). EolBai o
H H H Company’s open enrollment period has started. This is the time of year you can enroll in insurance and add, drop, or make
° Click Back to return to the Main Menu without i o
submitting the build for publishing - you can e e i ot e Lo e
return to finish at a time of your choosing. 7o, gt tactac; |og ko youe Zeosfis sccoumi:
If you have any questions, you can contact your company's benefits administrator:
e  You may also return to all previous steps of the s

renewals setup (after clicking done) up until the

build has been published, but you will need to

click Done here again after making any changes.
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Invite Employees

Clicking the Done button from the invite step sends you back to

the Main Menu

Click the button to Complete Setup and navigate back to

the Benefits Administration app.

You may also return to all previous steps of the renewals
setup up until the build has been published. You will need
to click Done in the Invite step again after making any

changes, though.
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You're all done!

Open Enrollment is scheduled to begin on 2022-06-23 and end on 2022-06-29. You don't have any work left to do
here.

Your setup is 100% complete.

Complete Setup

Benefits Setup Checklist




Thank you

ANY QUESTIONS?

Contact Customer Care:
[ ]
[ ]



https://help.zenefits.com/Website_Help/Troubleshooting_Issues_with_the_Zenefits_Website/Contacting_Zenefits_Support/
https://help.zenefits.com/Website_Help/Troubleshooting_Issues_with_the_Zenefits_Website/Contacting_Zenefits_Support/
https://help.zenefits.com/Website_Help/Troubleshooting_Issues_with_the_Zenefits_Website/Contacting_Zenefits_Support/
https://help.zenefits.com/Website_Help/Troubleshooting_Issues_with_the_Zenefits_Website/How_can_brokers_contact_Zenefits_Customer_Care%3F/
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Section 3: Appendix

Medical, Dental,
Vision Plan Loads
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Medical, Dental, & Vision Plan Loads > >

After you have selected to add a new plan, you will need to build out
the details. Medical, dental, and vision plans have these sections:

e Carrier Details: Policy details like line of coverage, carrier name, and waiting period
e Plan Setup: Plan name, type, and SBC attachment

e Basic Information: General settings like state availability

e Plan Design: Coverage details like deductibles, copays, multipliers, etc.

e Rates: Full carrier premium amount for enrollment, in monthly increments
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Section 1: Carrier Details

1. Select the line of coverage, carrier underwriting state, and carrier First, enter carrier and coverage information
name from the drop—downs. Coverage and Carrier Details
Type in the policy number (optional).

Enter the policy details below, starting with line of coverage, state, and carrier name. You can find this information on your insurance policy or enroliment packet.

Select the effective date from the calendar, or type it in.

The next renewal date will auto-populate assuming a 12 month e sz

contract. You can change the date manually for shorter/longer e s

contracts. This field is asking for the start date of the next contract o o

(not the end date of the contract being loaded). o
5.  Select the waiting period, and if applicable check the box to turn on T MDY :

coinciding functions. S s S ?
6.  Select the termination policy from the drop-down. Waiing Pariod S s e
7. If applicable, check the box to turn on self-billed status. This will Coneen Guenetens? o

prevent the generation of fulfillment tasks. T STy

Sathled O [[] This policy is self-billed
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Section 2: Plan Setup

1. Use the search bar to find a stock plan (pre-built
small-group ACA plan) from our . This will
auto-populate all subsequent plan settings.

2. If no stock plan is available, build the plan from scratch:

a.  Select the plan type (PPO, HMO, etc.) from the
drop-down

b.  Typein the plan name

C. If applicable, check the box to mark the plan as
HSA compatible. This gates employee enroliment
into Health Savings bank accounts.

d.  Check the box if the plan has a specific policy
number, and type in that number after.

3. Upload a copy of the SBC or plan summary. This will be

available for employees to download.
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Plan Setup (0/4)

| Setup

Add the plan information.

Plan Info

PLAN LIBRARY

Stock Plan

Q Search

Reset

GENERAL PLAN INFO

Plan Type

Plan Name

HSA Compatible

Has plan-specific policy
number?

PLAN DOCUMENTS

Summary of Benefits (SBC)

Upload

cancel



https://help.zenefits.com/Medical_Dental_Vision/Benefits_Administration_App/Plan_Library/

Check the box to allow employees who reside out of state
to enroll. You can specify which states are allowed by
typing or selecting in the drop-down.

Check the box to use employer zip code to determine
premiums, or uncheck the box if the carrier rates based on
employees’ own zip codes and a corresponding rating
region.

Check the box to gate plan availability by employee zip
code. This should only be checked if you also reach out to
Support to build a map of available zip codes.

Check the box to indicate a plan requires a designated
Primary Care Physician. Employees will be prompted to
provide their PCP details in enroliment.

Select the plan funding level from the drop-down.
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Section 3: Basic Information

Plan Setup (1/4)
v Setup

| Basic Information

Add the basic information.

Basic Info

BASIC INFORMATION

Available Out of State

Available States Available in all states unless otherwise specified
Select All States Select All States but Hawaii

Use Employer Zip Code for

Premiums @

Use Employee Zip Code for Plan

Availability @

Needs PCP?

Funding Type Fully Insured

Back




Section 3.A: Plan Design
(Medical)

Click between headers in the horizontal tab menu to input plan design

values (what employees can expect to pay for services).
The values will be displayed to employees in enroliment for

convenient plan comparison.

Common: Copay/coinsurance for doctor visits

Hospital Costs: Copay/coinsurance for hospital visits

a pr wbd -

Other: Miscellaneous
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Plan Setup (2/4)

Add the plan design.
v Setup
+ Basic Information

i e Plan Design & SBC

Annual Costs ~ Common  Hospital Costs  Retail Pharmacy Costs  Other Settings

IN-NETWORK ANNUAL COSTS

Individual Deductible $
Family Deductible $
Pharmacy Deductihl

Plan Setup (2/4)

Add the plan design.
Individual Of  Setup

(oopP) @

+ Basic Information

Family Out-d) | Plan Design Plan Design & SBC

(oop) @

OUT-OF-NET

Annual Costs: Deductibles and out-of-pocket maximums

Retail Pharmacy Costs: Copay/coinsurance for prescriptions

Annual Costs ~ Common  Hospital Costs  Retail Pharmacy Costs  Other Settings

Common Costs O O
Deductible Setting Deductible Setting

Primary Care Visit ® $ $or
Specialist Care Visit @ $ $or
Preventive Care Visit ® $or% g $or%

Plan Setup (2/4) .

Bz Add the plan design.

 Setup
Member Co-|

+ Basic Information

| G Plan Design & SBC

Annual Costs Common Hospital Costs Retail Pharmacy Costs Other Settings
Copay Amount ($ or %)

Out Patient Surgery @

Emergency Room Services ®

Urgent Care @

In-Patient Co-Pay/Co-Insurance @

In-Patient Daily Limits @

In-Patient Maximum Days ®




Section 3.B: Plan Design
(Dental)

Click between headers in the horizontal tab menu to input plan design
values (what employees can expect to pay for services).

The values will be displayed to employees in enroliment for
convenient plan comparison.

1. Annual Costs: Deductibles and annual maximum
Benefits Fee Structure: Copay/coinsurance for services
Orthodontia: Deductible, maximums, and coinsurance for

orthodontia specifically
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Plan Setup (2/4) Add the pl
 Setup
+ Basic Information

| Plan Design

Annual Costs

an design.

Plan Design & Plan Summary

Benefits Fee Structure  Orthodontia

IN-NETWORK ANNUAL COSTS

Individual Deductible $

Family

OUT-OF-NETW

Individual Ded|

Family Deduct

Annual Benefi

fhosetintly Add the plan design.
 Setup
+ Basic Information

e Plan Design & Plan Summary

Rates

Annual Costs  Benefits Fee Structure  Orthodontia

BENEFIT FEE STRUCTURE

Benefit Fee Structure @ Select Option

Common Costs

In-Network Out-of-Network
Preventive Care® o % v || $or% $or%
Basic Service D) % o || 4o N
Plan Setup (3/4) .
RO Add the plan design.
~ Setup
Endodontic
& + Basic Information
o= Plan Design & Plan Summary
Reriagantic e Annual Costs  Benefits Fee Structure  Orthodontia
Orthodontic Services @ Yes
Major Serviq
Deductible @ $
Maximum Coverage Age ®
Lifetime Maximum Benefits @ $
Orthodontic Services In-1
Adult® $or
Child ® $or



Plan Setup Add the plan design.

Section 3.C: Plan Designh | -

Basic Information

(Vision) e

Plan Design & Plan Summary

Common Costs

Common Costs In-Network
Input plan design values (what the carrier covers). s Fogoency (month @ —
The values will be displayed to employees in enroliment for
convenient plan comparison. Banry Gost @ yor¥

Lenses (for Eyewear) Frequency (months) —

1. Common Costs:

a. Frequencies for exams, lenses, and frames etc.

Lenses (for Eyewear) Coverage @ $or% v $or%

b.  Copay/coinsurance for exams

c.  Allowances for lenses, frames etc. s Ersaveney (ool i

d. Whether lasik or retail discounts are included .
Frames Coverage $or% v $or%
Contacts Frequency (months) ® 12
Contacts Coverage @ $130
Lasik Discount @ O

TriNet ., Retail Discount Available @
Z zenefits A =




Section 4: Rates

1. Select the rate structure from the drop-down. The selection
will cause the corresponding rate table to appear below.
2. Add the rate values:

a.  Click the link to upload via spreadsheet. A pop-up
will appear with a template to download, fill, and
upload.

b.  Or, manually type the rates into the table.

3.  Click to add additional age bands to the table as needed,

and select the starting age from the subsequent drop-down.

TriNet .
Z zenefits

Go toall plans

Plan Setup (3/a)

v Setup

Add the rates information.

Plan Rates

Rate Structure

Import Rates

Rates

Monthly Insurance

© Add Age Band

© 1 your plan's rate sr

Age Banded

© Upload Spreadshest

Premium

= Filter

= Z zenefits | Zenefitness Inc.

Go toall plans

e Add the rates information.
 Setup.

+ Basic Information

+ Plan Design Plan Rates

| Rates

Rate Structure

Import Rates

Rates

Monthly Insurance Premium

Male|Female|EE+ P EE4 Child|EE+Family
Male|FemalelChild (per)

Male|Female|Children(Total)
Male|Female|Spouse|Child[Children
Male|Female|Child|Children

Male|Female|Spouse|Child(per)
Male|Female|EE+Spouse|EE4Child|Family

Composite (Employes, Employee + Spouse, Employee + Child(ren), Family)
A-tiacad {Emplayes; Emplayss + 1, Empioyea + Mukipie}
/ Age Banded

I

© Upload Spreadsheet

= Filter

Go toall plans

Plan Setup (3/4)

Add the rates information.

Plan Rates

Rote Structure Age Banded

Import Rates © Uplosd Spreadshest
Rotes

Monthly Insurance Premium

sudinghge +  Regien

¥ Starting Age ]

: L

10
"

13
1

I the drop down, please contact Customer Care.



Section 3: Appendix

Life & AD&D Plan
Loads

TriNet _,
zenefits
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Life & AD&D Plan Loads > >

After you have selected to add a new plan, you will need to build out
the details. Life & Disability plans have these sections:

e Carrier Details: Policy details like line of coverage, carrier name, and waiting period
e Plan Setup: Plan name, type, and SBC attachment

e Basic Information: General settings like state availability

e Rates: Full carrier premium amount for enrollment, in monthly increments
e Amounts: Benefit style, amount, and maximums

e (Guaranteed Issue: Evidence of Insurability requirements

e Benefits Reduction: Age-based reduction of benefits

TriNet .
Z zenefits



Section 1: Carrier Details

1. Select the line of coverage, carrier underwriting state, and carrier First, enter carrier and coverage information
name from the drop—downs. Coverage and Carrier Details
Type in the policy number (optional).

Enter the policy details below, starting with line of coverage, state, and carrier name. You can find this information on your insurance policy or enroliment packet.

Select the effective date from the calendar, or type it in.

The next renewal date will auto-populate assuming a 12 month e sz

contract. You can change the date manually for shorter/longer e s

contracts. This field is asking for the start date of the next contract o o

(not the end date of the contract being loaded). o
5.  Select the waiting period, and if applicable check the box to turn on T MDY :

coinciding functions. S s S ?
6.  Select the termination policy from the drop-down. Waiing Pariod S s e
7. If applicable, check the box to turn on self-billed status. This will Coneen Guenetens? o

prevent the generation of fulfillment tasks. T STy

Sathled O [[] This policy is self-billed

TriNet .
Z zenefits



Section 2: Plan Setup

1. Select the plan type (Basic or Voluntary) from the s sesie 07 Add the plan information.
drop-down o
a.  Basic plans are 100% employer paid, with e
mandatory enrollment e
b.  Voluntary plans are 100% employee paid, with R ’
optional enroliment Plan Name
2. Check the box if the plan has a specific policy number, e Blan spesifia palicy O
and type in that number after.
3. Upload a copy of the SBC or plan summary. This will be PLAN DOCUMENTS
available for employees to download. Plan Summary Upload
4.  Upload a copy of the EOI form (optional for Basic plans). il sdimsniiilyleot: A
This will be sent to employees who elect more than the
Guarantee Issue. i

TriNet .
Z zenefits



Section 3: Basic Information

1. Age Policy: Select the age used to Flan Sstipia/c) Add the basic information.
v Setup

rate new hires

v Basic Information

2. Age Frequency: Select the timing |~ retes RS
. .. Amounts
used to redetermine age/rates for existing enrollees BASIC INFORMATION
3. Salary Determination Frequency: Future Age Determination Policy VAkeGw

enhancement, please

Age Redetermination Frequency  Unknown

4.  Definition of : Select which compensation SEA DRI RC | b
variables are considered in benefit amount Definit ;
efinition of Earnings Base wage
calculations
Additional Options [[] Spouse is eligible for this plan
5. Additional Options: Check the box to indicate [ Children are eligible for this plan
[ Bundled with AD&D Plans
whether
a.  Dependent enroliments are allowed Back

b.  AD&D coverage is bundled in

TriNet .
Z zenefits


https://help.zenefits.com/Life_Insurance/Age_Determination_Redetermination/What_is_age_redetermination%3F/
https://help.zenefits.com/Life_Insurance/Age_Determination_Redetermination/What_is_age_redetermination%3F/
https://help.zenefits.com/Life_Insurance/Learn_About_Life_Insurance_for_Employers/Salary_Updates_for_Life_%26_Disability_Coverage/
https://help.zenefits.com/Life_Insurance/Learn_About_Life_Insurance_for_Employers/Salary_Updates_for_Life_%26_Disability_Coverage/
https://help.zenefits.com/Life_Insurance/Variable_Compensation_in_Life_and_Disability_Plans/What_is_a_plan%27s_definition_of_earnings%3F/

Section 4: Rates

1. Select the rate structure from the drop-down. The selection
will cause the corresponding fields to appear below.
2. Typein the rate values. If age-banded, you can also
download the template to upload rates in bulk.
3. If AD&D is bundled and the plan type is:
a.  Basic: Input the combined total for Life + AD&D rate
amount into the Life Rate field
b.  Voluntary: There will be a separate field for Life rate
versus AD&D rate. This is to prevent imputed income

calculating on the Voluntary AD&D rate.

TriNet .
Z zenefits

Plan Setup (2/6)
v Setup

+ Basic Information

| Rates Employee Rates

Rate Structure

Life Rate / $1K

AD&D Rate / $1K

Rate Document
Optional

Add the rates information.

Fixed Rate

$o0

No rate document provided
Upload




Section 5: Amounts

1. Select the plan amount style from the drop-down. Plan Setup (3/6) Add the amounts information.

v Setup

The selection will cause corresponding fields to

v Basic Information
Employee Amounts

appear below. + Rates
X . . | Amounts
2. Input the benefit amount(s) available according to I |
Flat Amounts
the style. e Multiple of Earnings
L Amount i
Input the minimum amount of coverage. e
Input in the maximum thresholds for dollar and/or Min Amount s o
percentage Caps‘ Max Amount (Dollar Cap) $ 0

Max Amount (% of Annual
Earnings)

TriNet .
Z zenefits



Section 5: Amounts

Plan Setup (3/6)
v Setup

v Basic Information

Add the amounts information.

Employee Amounts

Plan Setup (4/7)
v Setup

+ Basic Information
Employee Amounts

Add the amounts information.

+ Rates < Plan Design
| Amounts v Rates
Guaranteed Issue Plan Amount Style Incremental Units VY | Amounts Plan Amount Style Multiple of Earnings ¥
Re B Gu
Incremental Amount $ { fuctior % of Earnings %
Min Amount $o0 Min Amount $ 0
Max Amount (Dollar Cap) $ Max Amount (Dollar Cap) $
Max Amount (% of Annual %
Earnings)
Optional
Plan Setu . .
Al Add the amounts information.
v Setup
+ Basic Information
+ Plan Design Employee Amounts
v Rates
| Amounts Plan Amount Style Fixed Amount v
Suaran e
Be Amount $o
Min Amount $o
Max Amount (Dollar Cap) $o
Max Amount (% of Earnings) %
Z zenefits




Plan Setup (5/7)

Section 6: Guarantee Issue | -

+ Basic Information

Add the guaranteed issue information.

</ Flan Design About Guaranteed Issue

v Rates

If t h e Ca rrl e r re q u I re S E O | S u b m I S S I o n S I C h e C k A The amount of coverage that is approved by the insurance carrier without regard to health status of the applicant. The guaranteed issue
. . . can be restricted by an amount of coverage, timing of the application, and age. If an enrollee is applying for coverage that is higher than
t h e b OX to t u r n O n G | re St rl Ct | O n S . T h e n | n p ut t h e | Guaranteed Issue the guaranteed issue, the enrollee will need to submit an Evidence of Insurability (EOI) to the insurance carrier to be considered for
approval.
restrictions for each scenario:
EOI Required [] Yes, larger benefit amounts require an Evidence of Insurability form

) Returning Enrollees: Use the drop-down to select the amount
allowed without EOI submission B
o Max of... indicates coverage can be increased up to the

EOI Required Yes, larger benefit amounts require an Evidence of Insurability form
initial amount listed in the table below
o Previously approved... indicates coverage cannot be
increased W|thOUt an EOI Guaranteed Issue for Employee
o Incremental amount... indicates coverage can be GUARANTEED ISSUE DETAILS
increased inCl’ementa”y Returning Enrollees Previously Approved Amount v
° Initial Enrollees: Click to Add New Row, then type in the amount

GUARANTEED ISSUE BY AGE

allowed without EOI submission. Add additional rows as

needed. Starting Age Initial Enrollment Amount Late Entrant Amount ]
° Late Entrants: Type in the amount allowed without an EOI 0 $100,000 $0 5
submission 65 v 25,000 0 5

Z ;gﬁEﬁts © Add New Row




Plan Setup (6/7)

Section 7: Benefits Reduction |-

v Basic Information

Add the benefits reductions information.

 Plan Design About Benefits Reduction
If the carrier reduces the benefit amount based on  Rates
Aot Benefits reduction is when the maximum volume amount gradually decreases as an enrollee ages. It can be to a fixed amount or

percentage and typically occurs when the enrollee reaches retirement age.

age, check the box to turn on reduction restrictions.
Then input the restrictions parameters:

v Guaranteed Issue

| Be
Has Benefits Reductions Yes
° Reduction Method: Select the method used to calculate
reduction from the drop-down.
. . . | Benefits Reduction for Empl
° Reduction Table: Click to Add New Row, then type in the total e il
amount of reduction for that age. Add additional rows as NS REETIGR CETAI

needed.
Reduction Method By a Percentage (%) v

BENEFITS REDUCTION BY AGE

Starting Age Percentage of Amount [ ]
65 35% [ ]
70 v 50 % [ ]

© Add New Row
TriNet .
Z zenefits

-



Section 3: Appendix

Disability Plan Loads
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Disability Plan Loads > >

After you have selected to add a new plan, you will need to build out
the details. Life & Disability plans have these sections:

e Carrier Details: Policy details like line of coverage, carrier name, and waiting period
e Plan Setup: Plan name, type, and SBC attachment

e Basic Information: General settings like state availability

e Plan Design: Coverage details like deductibles, copays, multipliers, etc.

e Rates: Full carrier premium amount for enrollment, in monthly increments
e Amounts: Benefit style, amount, and maximums

e (Guaranteed Issue: Evidence of Insurability requirements

e Benefits Reduction: Age-based reduction of benefits

TriNet .
Z zenefits



Section 1: Carrier Details

1. Select the line of coverage, carrier underwriting state, and carrier First, enter carrier and coverage information
name from the drop—downs. Coverage and Carrier Details
Type in the policy number (optional).

Enter the policy details below, starting with line of coverage, state, and carrier name. You can find this information on your insurance policy or enroliment packet.

Select the effective date from the calendar, or type it in.

The next renewal date will auto-populate assuming a 12 month e sz

contract. You can change the date manually for shorter/longer e s

contracts. This field is asking for the start date of the next contract o o

(not the end date of the contract being loaded). o
5.  Select the waiting period, and if applicable check the box to turn on T MDY :

coinciding functions. S s S ?
6.  Select the termination policy from the drop-down. Waiing Pariod S s e
7. If applicable, check the box to turn on self-billed status. This will Coneen Guenetens? o

prevent the generation of fulfillment tasks. T STy

Sathled O [[] This policy is self-billed

TriNet .
Z zenefits



Section 2: Plan Setup

1. Select the plan type (Basic or Voluntary) from the s sesie 07 Add the plan information.
drop-down o
a.  Basic plans are 100% employer paid, with e
mandatory enrollment e
b.  Voluntary plans are 100% employee paid, with R ’
optional enroliment Plan Name
2. Check the box if the plan has a specific policy number, e Blan spesifia palicy O
and type in that number after.
3. Upload a copy of the SBC or plan summary. This will be PLAN DOCUMENTS
available for employees to download. Plan Summary Upload
4.  Upload a copy of the EOI form (optional for Basic plans). il sdimsniiilyleot: A
This will be sent to employees who elect more than the
Guarantee Issue. i

TriNet .
Z zenefits



Section 3: Basic Information

1. Age Policy: Select the age used to Setesiplee
rate new hires Fien Sotup (1) Add the basic information.
2.  Age Frequency: Select the timing (::::mmmn
used to redetermine age/rates for existing enrollees Basic nfo
3. Salary Determination Frequency: Future BASIC INFORMATION
enhancement, please Age Determination Policy Unknown .

Age Redetermination Frequency  Unknown
4.  Definition of : Select which compensation

Salary Determination Frequency =~ Unknown s

variables are considered in benefit amount

Cca | CU|atI0n S Definition of Earnings Base wage

Sack

TriNet .
Z zenefits


https://help.zenefits.com/Life_Insurance/Age_Determination_Redetermination/What_is_age_redetermination%3F/
https://help.zenefits.com/Life_Insurance/Age_Determination_Redetermination/What_is_age_redetermination%3F/
https://help.zenefits.com/Life_Insurance/Learn_About_Life_Insurance_for_Employers/Salary_Updates_for_Life_%26_Disability_Coverage/
https://help.zenefits.com/Life_Insurance/Learn_About_Life_Insurance_for_Employers/Salary_Updates_for_Life_%26_Disability_Coverage/
https://help.zenefits.com/Life_Insurance/Variable_Compensation_in_Life_and_Disability_Plans/What_is_a_plan%27s_definition_of_earnings%3F/

Section 4: Plan Design

1. Select the distribution (payout) frequency from the
drop-down. Weekly is most common for STD, and
Monthly is most common for LTD.

2. Type in the relevant periods for elimination,
occupation, and duration.

3.  Type in the pre-existing condition periods. If not

applicable, you can leave blank.

TriNet .
Z zenefits

Plan Setup Add the plan design.

Setup

Basic Information
Plan Settings

| Plan Design
Rates
DETAILED PLAN SETTINGS
Amounts
Guaranteed Issue Benefits Distribution Frequency Weekly

Benefits Reductions

Elimination Period for lliness (in days) 7

Benefits Duration (in weeks) 12{

PRE-EXISTING CONDITIONS

Look Back (in months)

T Free (in months)
Plan Setup (2/7) Add the plan design.
v Setup

Insure.

+ Basic Information

[ Plan Desigh Plan Settings

DETAILED PLAN SETTINGS

Benefits Distribution Frequency

Elimination Period (in days)

Own occupation Period (in months)

Benefits Duration (in years)

PRE-EXISTING CONDITIONS

Look Back (in months)

Treatment Free (in months)

Insured (in months)

Monthly

90

‘ SSNRA

Back



Plan Setup (3/7)

Section 5: Rates

+ Basic Information

Add the rates information.

M Design Employee Rates

| Rates

1. Select the rate structure from the drop-down. The selection Rate Structure Fixed Rate
will cause the corresponding rate table to appear below. Premium Scheme Employee Benefit .

2. Select the premium scheme. This will determine which

Rate / $10 $ 0

formula the system uses to calculate premiums:

Rate Document No rate document provided

. Optional
a. Employee Benefit is most commonly used for STD Upload
plans. For example calculations, see here.
b. Salary Based is most commonly used for LTD plans. ® If your plan's rate structure is not listed in the drop down, please contact Customer Care.
For example calculations, see here. = > |
3. Type in the rate values. If age-banded, you can also
yp 9 Y Plan Sete (/) Add the rates information.
download the template to upload rates in bulk. e
 Basic Information
< Plan Dusin Employee Rates
| Rates
Rate Structure Fixed Rate ».
Premium Scheme Salary Based
Rate / $100 $ 0
Rate Document No rate document provided
Optional
Upload
TriNet
Z Zene ts @ |If your plan's rate structure is not listed in the drop down, please contact Customer Care.
o



https://help.zenefits.com/Life_Insurance/FAQs_About_Short-Term_and_Long-Term_Disability_Coverage/04-Calculatiions_for_STD_Benefits_and_Premiums/.
https://help.zenefits.com/Life_Insurance/FAQs_About_Short-Term_and_Long-Term_Disability_Coverage/01_Introduction_to_Disability_Insurance/

Section 6: Amounts

1. Select the plan amount style from the drop-down. Plan Setup (4/7)

v Setup

Add the amounts information.
The selection will cause corresponding fields to

 Basic Information

appear below. /Pl Design Employee Amounts
o . . v Rates
2. Input the benefit amount(s) available according to A
| Amounts Plan Amount Style Fixed Amount v
the style.
. . Amount $ 0
Input the minimum amount of coverage. ‘ ‘
Input in the maximum thresholds for dollar and/or Min Amount \ $ | ]
percentage Caps. Max Amount (Dollar Cap) $0
Max Amount (% of Earnings) %

BBCk |

TriNet .
Z zenefits



Plan Setup (5/7)

Section 7: Guarantee Issue | -

+ Basic Information

Add the guaranteed issue information.

</ Flan Design About Guaranteed Issue

v Rates

If t h e Ca rrl e r re q u I re S E O | S u b m I S S I o n S I C h e C k A The amount of coverage that is approved by the insurance carrier without regard to health status of the applicant. The guaranteed issue
. . . can be restricted by an amount of coverage, timing of the application, and age. If an enrollee is applying for coverage that is higher than
t h e b OX to t u r n O n G | re St rl Ct | O n S . T h e n | n p ut t h e | Guaranteed Issue the guaranteed issue, the enrollee will need to submit an Evidence of Insurability (EOI) to the insurance carrier to be considered for
approval.
restrictions for each scenario:
EOI Required [] Yes, larger benefit amounts require an Evidence of Insurability form

) Returning Enrollees: Use the drop-down to select the amount
allowed without EOI submission B
o Max of... indicates coverage can be increased up to the

EOI Required Yes, larger benefit amounts require an Evidence of Insurability form
initial amount listed in the table below
o Previously approved... indicates coverage cannot be
increased W|thOUt an EOI Guaranteed Issue for Employee
o Incremental amount... indicates coverage can be GUARANTEED ISSUE DETAILS
increased inCl’ementa”y Returning Enrollees Previously Approved Amount v
° Initial Enrollees: Click to Add New Row, then type in the amount

GUARANTEED ISSUE BY AGE

allowed without EOI submission. Add additional rows as

needed. Starting Age Initial Enrollment Amount Late Entrant Amount ]
° Late Entrants: Type in the amount allowed without an EOI 0 $100,000 $0 5
submission 65 v 25,000 0 5

Z ;gﬁEﬁts © Add New Row




Plan Setup (6/7)

Section 8: Benefits Reduction |-

v Basic Information

Add the benefits reductions information.

 Plan Design About Benefits Reduction
If the carrier reduces the benefit amount based on  Rates
Aot Benefits reduction is when the maximum volume amount gradually decreases as an enrollee ages. It can be to a fixed amount or

percentage and typically occurs when the enrollee reaches retirement age.

age, check the box to turn on reduction restrictions.
Then input the restrictions parameters:

v Guaranteed Issue

| Be
Has Benefits Reductions Yes
° Reduction Method: Select the method used to calculate
reduction from the drop-down.
. . . | Benefits Reduction for Empl
° Reduction Table: Click to Add New Row, then type in the total e il
amount of reduction for that age. Add additional rows as NS REETIGR CETAI

needed.
Reduction Method By a Percentage (%) v

BENEFITS REDUCTION BY AGE

Starting Age Percentage of Amount [ ]
65 35% [ ]
70 v 50 % [ ]

© Add New Row
TriNet .
Z zenefits
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Section 3: Appendix

Supplemental Plan
Loads
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Section 1: Carrier Details

1. Select the line of coverage, carrier underwriting state, and carrier First, enter carrier and coverage information
name from the drop-downs. If your carrier is not listed, please R —
contact Support

Enter the policy details below, starting with line of coverage, state, and carrier name. You can find this information on your insurance policy or enroliment packet.

Type in the policy number (optional).

Select the effective date from the calendar, or type it in. crreetee i
The next renewal date will auto-populate assuming a 12 month e o
contract. You can change the date manually for shorter/longer o T mm——
contracts. This field is asking for the start date of the next contract o
(not the end date of the contract being loaded). Eifectve Date MMIBON Y =
5. Select the waiting period, and if applicable check the box to turn on estfenenateee S s
coinciding functions. Wating Priod PR R
6.  Select the termination policy from the drop-down. Coneide Wil CurentMer? O
7. If applicable, check the box to turn on self-billed status. This will ::b“'mm ;mm{:“i

prevent the generation of fulfillment tasks.

TriNet .
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Section 2: Plan Setup

Plan Setup (0/2)

1. Type in the plan hame Add the plan information.

| Setup

2.  Check the box if the plan has a specific policy number,

Plan Info

and type in that number after.

3. Upload a copy of the SBC or plan summary. This will be R
. Plan Name

available for employees to download.
::rsnzl:p"-speciﬁc policy O
PLAN DOCUMENTS
Plan Summary Upload

Gancel

TriNet .
Z zenefits



Section 3: Rates il

v Setup

Add the rates information.

Rate Structure Age Banded
1 Select the rate structure from the drop-down. The selection

will cause the corresponding rate table to appear below. i i

Plan Setup (1/2)

Add the rates information.

a. Note: Age-banded will rate dependents on their own

| Rates
Plan Rates
age, while composite will rate dependents on their ;
Rate Structure v Composite (Employee, Employee + Spouse, Employee + Child(ren), Family)
e m p I oy e els a g e X © Add Age Band i:;e;: ;z:plnyee, Employee + 1, Employee + Multiple)
2. Add the rate values: ims

a.  Click the link to upload via spreadsheet. A pop-up Mondhlylneyange Promiem

will appear with a template to download, fill, and
upload.

Go toall plans

Add the rates information.

Plan Rates

b.  Or, manually type the rates into the table.

3. Click to add additional age bands to the table as needed, o ..,

Import Rates © Uplosd Spreadsheet

and select the starting age from the subsequent drop-down.

Monthly Insurance Premium = Filer
T . . + .
Starting Age

o] 0 [ ¢ ' o s

Mructure is not listed in the drop down, plesse contact Customer Care.

S Tivet . o o
Z zenefits v




Limitations

Types of Plans

Accident Insurance
Functionality for Supplemental plan types is el s o e
Cancer Insurance

limited. Please review the image for a list of Long Tem Car rance ;
supported versus not supported features.

>

Types of Rates

1-Tiered

3-Tiered

4-Tiered

Age-Banded

Attained Age

Issue Age

Premium per $1,000 of Coverage
Premium per Benefit Level
Separate Spouse Rates
Separate Child Rates
Stacking

Tobacco / Non-Tobacco

M X X X

Types of Policies

Active (Existing) Policy
Net New (Virgin) Policy
Group (Payroll Deducted) Policy y
Individual Policy x

Types of Contributions
100% Employee Paid

100% Employer Paid
Employee and Employer Paid x

>

Types of Carrier Fulfillment

EDI
Forms x
Manual y
Portals x

Addruonal limitations include, but are not limited to:
Zenefits only supports one benefit amount per plan. For Critical lliness plans, each benefit amount an employee can enroll in needs to be built

as separate plans.
TriNet . Zenefits only supports one rate type per plan. Fa wbaceo / Non—Tobaeoo rates, each rate type needs to be built as separate plans.
Z zenefits Feinefts oy piirts pESs iR ol dod
Zenefits does not support Health Questions or Evids of bility (EOI).

Zenefits does not support benefit amounts above the guarantee issue.
Zenefits does not support late entrants and qualifying life event enroliments.
Zenefits does not support separate benefit amounts for spouse and children.
Zenefits does not collect beneficiary information.



Section 3: Appendix

Troubleshooting Contribution Schemes
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Troubleshooting Contribution Schemes >

>

If you have clicked “Continue” from the Contribution step, but the Review step is still
locked, then your Contribution Scheme is incomplete in some way. There is some
carrier, plan, or employee that is not accounted for.

Re-enter the Contribution step to evaluate the scheme:

Is there a policy that applies to every/each active line of coverage (medical, dental, vision)?
Is there a policy that applies to every/each carrier?

Is there a policy that applies to every/each plan?

Is there a policy that applies to every/each employee?

You can complete the scheme by either simplifying (editing) the policies to be more generalized, or by
adding more policies to account for the missing variable.

TriNet .
Z zenefits



Troubleshooting Example: Missing policy for line of coverage

If your company offers both medical and dental insurance, then the contribution scheme needs to have a policy
each for medical and dental insurance.

This scheme is incomplete, it is
missing a policy for dental:

This scheme is complete, it has
policies for both medical and
dental:

TriNet .
Z zenefits

Effective 2021-11-01

Policy Applicable Eligible Workers Amount Actions

’ Medical Policy All Carriers All Workers 80% for Employee and 50% for Dependents P
All Plans

© Add Policy
Continue |

Effective 2021-11-01

Policy Applicable Eligible Workers Amount Actions

" Medical Policy All Carriers All Workers 80% for Employee and 50% for Dependents ; 8
All Plans

" Dental Policy Unum All Workers 80% if it's Employee only, 75% if it's Employee & Spouse, 7 8
All Plans 60% if it's Employee & Children, 60% if it's Employee &

Child, 50% if it's Employee & Child & Spouse, 50% if it's a
family




Troubleshooting Example: Missing policy for carrier

If your company offers both Blue Shield and United medical, then the contribution scheme needs to have a policy
each for Aetna and United medical (or one policy for all carriers generically).

This scheme is incomplete, it is
missing a policy for United:

This scheme is complete, it has a
policy for all medical carriers:
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Effective 2021-11-01

Policy

’ Medical Policy

Applicable

Eligible Workers

Amount Actions

Blue Shield of California All Workers 80% for Employee and 50% for Dependents /7 8
All Plans
© Add Policy
Effective 2021-11-01
Policy Applicable Eligible Workers Amount Actions
’ Medical Policy All Carriers All Workers 80% for Employee and 50% for Dependents P
All Plans

© Add Policy




Troubleshooting Example: Missing policy for plan

If your company offers multiple plans within a line of coverage, then the contribution scheme needs to have a

policy for each specific plan or else one policy that applies to all plans generically.

This scheme is incomplete, it is
missing a policy for the HMO
medical plan:

This scheme is complete, it has
policies for both the HMO and the
PPO plans:
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Effective 2021-11-01

Policy

. Medical Policy

© Add Policy

Applicable

Blue Shield of California

Gold PPO (2021-11-01to
2022-10-31)

Eligible Workers

All Workers

Amount

80% for Employee and 50% for Dependents

Actions

Effective 2021-11-01

Policy

’ Medical Policy

GP Medical Policy

Applicable

Blue Shield of California

Eligible Workers

All Workers

Gold PPO (2021-11-01 to
2022-10-31)

Blue Shield of California

All Workers

Platinum Access Plus HMO

0/25 (2021-11-01 to 2022-10-

31)

Amount

80% for Employee and 50% for Dependents

100% for Employee and 50% for Dependents

Actions
/s 0
VA |




Troubleshooting Example: Expired plan

If your company is renewing the existing plan, then the contribution scheme needs to have a policy for the renewal

plan.

This scheme is incomplete, the
policy is for the prior/existing
plan:

This scheme is complete, the
policy is for the upcoming
renewal plan:
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Policy

’- Medical Policy

@ Plan has expired.

© Add Policy

Applicable

Blue Shield of California

Gold PRO(2021.11.01.40
2022103) |

Eligible Workers

All Workers

Amount

80% for Employee and 50% for Dependents

Actions

Continue

Effective 2022-08-01

Policy

’ Medical Policy

© Add Policy

Applicable

Blue Shield of California

Gold PPO (2022-08-01 to
2023-07-,

Eligible Workers

All Workers

Amount

80% for Employee and 50% for Dependents

Actions

|



Troubleshooting Example: Missing policy for employee

If your company offers different amounts to different employees, then the contribution scheme needs to have a

policy for each specific employee/tier and for everyone else generically.

This scheme is incomplete, it is missing a
policy for the non-specified employees:

This scheme is complete, it has policies
for both the specified employees (hame,
tier) and the non-specified employees
(everyone else):
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Effective 2021-11-01

Policy Applicable Eligible Workers Amount Actions
. Medical Policy All Carriers Jabba Hutt 100% for Employee and 50% for Dependents /7 1
All Plans
’ Medical Policy All Carriers Testtier 100% for Employee and 50% for Dependents /7 0
All Plans
© Add Policy
Effective 2021-11-01
Policy Applicable Eligible Workers Amount Actions
‘.‘ Medical Policy All Carriers Jabba Hutt 100% for Employee and 50% for Dependents /7§
All Plans
" Medical Policy All Carriers Testtier 100% for Empl. and 50% for D« dents /7 8
All Plans
" Medical Policy All Carriers All Workers 80% for Employee and $0 for D P
All Plans

© Add Policy




Section 3: Appendix

Post-build Tools
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Renewals Management Dashboard >

>

During the Open Enrollment period there are tools to manage the
employee experience. Navigate to the Benefits app and click View
Progress to:

e Manage the deadline
° InVlte employees Overview Plans & Carriers Company Employees Activity Fulfillment
e Send reminders
e Download renewal reports ,
e View enroliment progress and stats Track your employees’ enrollment progress.
° VIeW ren ewal p | ans an d co ntri b UtiO ns ::ZLZL";:T:Z?.;::: been invited to enroll in your company’s health benefits. They have until the following end dates
4P Medical Ends Jun 24
" Dental Ends Jun 24
& Vision Ends Jun 24
O e Ends Jun 24
e o Ends Jun 24
23 s Ends Jun 24
e Accident Ends Jun 24
TriNet e Critical lllness Ends Jun 24

Z zenefits

View Progress Manage Employees




Renewals Management Dashboard

Back to Plans & Carriers Plans & Carriers > (
Open Enrollment Enroliment Progress Send Reminders Search Employees
0 Employee Nam,
Days Left
Completed
Invite Employees @ e
@ o b Completed
Reports @ . - Completed
@ & Completed
1 @ o P
Renewal Enroliment Report
% e 1 |of N
Download Report >
Renewal Change Report Accident Plans
X [2022] Voluntary Accident Plan n Type -
Download Report > Principal Financisl View Plan Summary
Policy 1
View all reports in Business
Intelligence
Critical lliness Plans
Employee Enrollment Stats
[2022] Critical lllness EE $10000 SP an Type -
> TriNet _, ® $5000 CH $2500 View Plan Summary
= zenefits ® Completed (90%) Principal Financisl
37 Poliey b - ot
Not Completed (8%)




Plans & Carriers Editing >

After you have launched Open Enrollment, the setup flow is empty and ready >
for a new build. Published plans can be edited directly from the Plans &
Carriers tab of the Benefits app:

Select the time period (Previous, Current, Upcoming) from the drop-down
Scroll down to the line of coverage, carrier, and/or plan in question
Click the edit/pencil to edit carrier settings; click to View a plan and then the edit/pencil to edit

plan settings

WN -

Edits are effective according to the policy effective date.

TriNet .
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Plans & Carriers Editing

TriNet .

Z zenefits

Overview Plans & Carriers

Previous Enrollments

v Current Enroliments

Upcoming Enroliments

DENTAL

Uﬁl.lfh Unum CA

CARRIER INFORMATION

Enrollment Type
Phone Number
Self Administered

Plan Mapping

PLANS

Plan Name

Dental PPO

Employees Activity Fulfillment

[ ——

Open Enrollment
1-866-679-3054
No

View

Plan Type Policy Numbers

PPO 1

Audits

DATES & DETAILS
Effective
Renewal Window
Waiting Period

Coincide With Current Month

Contributions

Oct 1, 2021- Sep 30, 2022
Oct 31, 2021 - Nov 30, 2021
First of the month following hire date

Yes

Term Policy End of month (last day of month)
Documents Other Details Plan Details
Plan Summary Available Out-of-State View




Renewal Fulfillment Task

A group fulfillment task will generate for each carrier in the renewal,
~24-48 hours after the Open Enrollment period has closed

e Event Details:
o  Group effective date
o Lines of coverage
o Eventtype
e Reports:
o Census Report
o  OE Change Report (if the group renewed with the same carrier)
e Employees to be enrolled:
o List of all employees that need to be enrolled.
o  Employee enroliment forms (if the group’s carrier has supported forms).

For more on Group Task behavior, please refer to

TriNet .
Z zenefits


https://help.zenefits.com/Medical_Dental_Vision/Benefits_Administration_App/Carrier_Fulfillment/Group_Renewal_Tasks_in_the_Fulfillment_Dashboard/

