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BENEFITS ADMINISTRATION PROCESS 
 

OVERVIEW 
The Benefits Administration process (Ben Admin) is used to 
perform Event Maintenance.  You use Event Maintenance to 
process changes during the plan year and the enrollment of new 
hires. You might perform Event Maintenance every day or once a 
week—whatever is necessary to properly react to changes in 
employee eligibility, process new hires, and update payroll benefit 
deductions. 
 
Event Maintenance identifies employee events (called participant 
events) that have occurred since the last run of the process that 
may change the benefits eligibility of the participant associated 
with the event.  Besides open enrollment and passive events, all 
benefit events are triggered by changes to the Job record.  Events 
can include: 

 The hiring and terminating of employees. 
 Family status events (such as divorce birth/adoption of a 

child). 
 Job-related information changes (such as pay rate change 

or position change). 
 Passive events (like the attainment of age 65). 

 
After Event Maintenance identifies employees who are associated 
with these events, it determines their current benefits eligibility 
according to the event and eligibility rules (defaulting them into 
new programs or plans as appropriate) and calculates benefit 
prices for their eligible options. The Event Maintenance cycle can 
then create and deliver enrollment forms, enter and validate 
employee election choices, load the elections to the base benefit 
enrollment tables and create and deliver confirmation statements. 
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UNDERSTANDING THE BEN ADMIN 
PROCESS FLOW 
Running Ben Admin can be complex, because the events you 
process can follow a variety of different paths. Some employees 
will have a number of events that require processing while others 
will have events that don't change their benefits eligibility. In 
addition, you'll run into situations where the event process has an 
error, which means that you'll need to reprocess them until you get 
the right result. 
 
Remember that Ben Admin processes events, not participants 
(employees). At any given time, a participant may be associated 
with several unprocessed events that are of different event classes 
on different event dates. During a particular run of the Ben Admin 
process, the system uses a set of rules to decide which event to 
process first (based on the Event Priority number set up on the 
Event Class table) and then processes that event from scheduling 
to finalization before continuing with the next one.  The Ben Admin 
process can only actively process one event per participant at a 
time, but it can have several events scheduled for later processing. 
To manage the schedule, Ben Admin uses an event status of 
Open, Closed, or Void. Events must have Open status to be 
processed. 
 
Ideally, you would run the Ben Admin process two to three times to 
complete the processing of a participant event.  The following are 
the steps in the benefits administration process: 
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Schedule:  During the first run, the system assigns participant 
events to a Ben Admin schedule, and scheduled events are, in 
turn, assigned to a benefit program.  The scheduling of events will 
be handled centrally, and will happen at various times throughout 
each day.  The scheduling process will organize events into 
individual Agency or Campus schedules.  At that point, the events 
will be processed by the agency or campus. 
Prepare Options: The next time an event is processed, Ben Admin 
will apply the eligibility rules to determine the different benefit plans 
(plan options) the employee can choose.  The prepare options 
step will show only those plans that the employee will be eligible to 
elect. After options are prepared, an enrollment form can be 
produced.  At this point, the event processing stops, and waits for 
the employee to choose which benefits they want. 
Elect Options:  Elect options is processed in two steps.  The first is 
to have the employee make their benefit choices from among their 
eligible options.  The second is for the agency or campus to enter 
those elections into Ben Admin. 
Finalize/Enroll:  This is the last step in event processing.  Once the 
employee has made their elections, and those elections have been 
entered into the system, the process will validate the elections, and 
load those elections into the benefit enrollment records for the 
employee.  At this point, the event is closed, and any elections 
made by the employee have been automatically entered into the 
system. 
 
Errors will occur, resulting from inconsistent HR data, or invalid 
election entry by the employee. After you review and correct the 
errors and run Ben Admin again, the system moves the 
participants who had errors further along in the process. 

 



  State of North Dakota 
 

MAXIMUS ERP Solutions  State of North Dakota Benefits Administration 
June 2004 Page 4   

REVIEW OF RULES AND PROGRAMS 
ELIGIBILITY RULES 
Eligibility rules are a set of tables that determine whether an 
employee is eligible or ineligible for a benefit program or benefit 
option.  Eligibility or ineligibility is determined by comparing values 
in fields on the employee’s Job record to the values established in 
the criteria on the eligibility rules table.  Eligibility determination is a 
simple process.  It determines if the value it sees on the Job record 
puts them in or out of the benefit program; or in or out of a benefit 
plan.  The purpose of the rules is to recreate the decision process 
you make when determining what benefit program and which 
benefit options a particular employee is eligible for, based on who 
they are.  Eligibility rules are found at three levels: 

1. The program level, to determine eligibility for a benefit 
program 

2. The plan level, to determine eligibility for the different plan 
options within a benefit program 

3. The geographic location to determine eligibility for medical 
plan options. 

An employee can be eligible for only one benefit program, but can 
be eligible for many plan options within that benefit program.  For 
example, a regular, full time State employee is eligible for the 
benefit program SA1, or for Higher Ed – HA1, and eligible for the 
DAKEPO, DAKPPO plans. 
 
Many of the eligibility rules for the benefit plans are determined by 
PERS.  Eligibility for the medical options is a good example.  
Eligibility for other benefit options can be determined by statute, or 
by campus policy.  TIAA/CREF eligibility is a good example of this.  
Sometimes eligibility is determined by an employee’s job code, or, 
in some cases, by the employee’s ID.  This is true in the case of a 
few individuals with special circumstances.  In all cases, an 
eligibility rule has been created, and is attached to the appropriate 
benefit option.  All eligibility rules are maintained either by PERS or 
by the campus benefits project team. 
 
The following are examples of eligibility rules.  The first is an 
example of a program eligibility rule.  The second is an example of 
a benefit option rule. 
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Program rule for state employees to be eligible for benefit program 
SA1. 
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Benefit option eligibility for state and campus employees to be 
eligible for PERS sponsored benefits. 
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SPECIAL ELIGIBILITY CRITERIA-CONFIGURATION FIELDS 
In some cases, determining eligibility for benefits options requires 
meeting a certain criteria; something unique to the State or to 
Higher Ed.  Where a unique value or identifier is needed, Ben 
Admin provides user-defined eligibility configuration fields on the 
Job record—Benefits Program Participation page.  The value 
found in one or more of these fields can determine whether an 
employee is eligible or ineligible for certain benefits options, based 
on the rules defined in the eligibility rules table.  The following table 
shows how these eligibility configuration fields are used: 
 

Eligibility Config Field on Job Use How Updated 

Elig Fld 1 Business Unit Automatically when a new 
position is added or existing 
position changed 

Elig Fld 2 Job Code Automatically when a new 
position is added or existing 
position changed 

Elig Fld 3 Federal Employees 

Employees with special 
circumstances 

Field is Campus maintained 

Elig Fld 4 TIAA-CREF Automatically via the 
Professional Experience Date on 
Employment Data 

Elig Fld 5 Faculty Leave 

Lake Region Sick Leave 

Sick Leave Balance No Accrual 

Field is Campus maintained 
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The following illustrates where on the Job record these fields are 
located: 
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The eligibility rules table shown below provides an example of how 
Elig Config 1 (Business Unit) is used to determine eligibility for the 
EAP option St.A’s: 
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EVENT RULES 
Event rules determine how certain job actions, or events, will be 
processed by Ben Admin.  Based on the type of event, event rules 
determine: 

1. Which benefit options the employee can actually choose. 
2. The coverage begin date and deduction begin date of the 

benefit options elected. 
3. Default coverage if the employee does not elect an option. 
4. Termination rules if the employee is no longer eligible for a 

benefit option they are currently enrolled in. 
 

As examples, let’s look at the hire event, and the family status 
change event.  For the hire event, the event rules allow the 
employee to elect all benefits options for which they are eligible.  
However, for a family status change event, the employee can only 
change medical, dental, or vision coverage; and elect or drop 
(waive) spouse or dependent life and FSA.  They can make no 
other changes to their benefits.  This is of course true only if the 
employee is eligible for the medical, dental, life, or FSA coverage. 
 
All event rules are maintained either by PERS or by the HECN 
staff for Higher Ed specific benefits. 
 
The following are examples of event rules.  Both are event rules 
for plan type 10, Medical.  The first example is for a hire event, and 
the second is for a family status change event. 
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The hire (HIR) event rule shows that the employee can select all 
options. 
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This is the second page of the hire event rule.  This controls the 
coverage begin and deduction begin dates. 
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This is the event rule for family status change (FSC).  You can see 
for medical coverage, the employee can only change coverage 
code or waive coverage. 
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This second page shows the coverage begin and deduction begin 
dates for medical coverage if the employee makes a change to 
their current election. 
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EVENT CLASSES 
Event classes are categories of Job events used for Ben Admin 
processing.  Each event class has an event rule, and each event 
class is processed differently by Ben Admin.  The following are the 
event classes we use: 
 

Event Class Description 

HIR Used for the Job action of HIR (hire) or REH 
(rehire).  The employee can select from all eligible 
benefits. 

TER Used for the Job action of TER or termination, or 
LOA (leave of absence), or LAO (layoff).  All 
current benefit enrollments will be terminated. 

FSC Family status change for divorce, marriage, or 
marriage of dependent.  Only changes to coverage 
codes are allowed. 

FAD Family status change for adding a dependent.  This 
one is separate from the other family status change 
because the coverage begin and deduction begin 
dates are different. 

MSC Miscellaneous.  All job actions that are not one of 
those above, are considered MSC events.   Ben 
Admin will determine if the employee is newly 
eligible or newly ineligible for benefits, and then go 
from there.  MSC events can include payrate 
changes, position changes, hours change, and 
transfers. 

PRN/PRT PRN is for as needed enrollments, and PRT is for 
as need terminations. Sometimes events will need 
to be triggered to allow an employee to elect or 
change existing coverage.  This may be due to a 
mistake, a late election from the employee, or it 
may be due to rules that allow an employee enroll 
in or change their savings plan contributions at any 
time during the year. 
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BENEFIT PROGRAMS – PULLING IT ALL 
TOGETHER 
Benefit programs organize all the benefit options, coverage codes, 
deductions, rates, eligibility rules, and event rules into one place.  
A benefit program is a collection of the benefits offered to a group 
of employees.  At the State, and at Higher Education, the following 
are the benefit programs that have been defined: 
 

Benefit Program Description 

SA1 State Regular Employees 

SA3 State Temporary Employees 

SA4 State Legislators 

SA5 State Active Duty Employees 

SA6 State Part-time/Regular Employees 

SA7 Bank of North Dakota 

SA8 Bank of North Dakota Part-Time/Regular  

SA9 FSA Non-Employees 

HA1 Higher Ed Benefited Employees 

HA2 Higher Ed Temporary Employees 

HA3 Higher Ed Early Retirees 

HA4 University Systems Office 

HA5 Higher Ed Part-Time Non-Benefited Employees 

HAS Higher Ed Special Employees 
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The following is an example of the HA1 benefit program.  The first 
page shows the eligibility rule for the HA1 benefit program.  The 
second page shows the event rule, eligibility rules, and benefits 
options for plan type 10-Medical. 
 
Program eligibility rule HREG from the eligibility rules table. 
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BENEFITS ADMINISTRATION SCHEDULES 
AND GROUPS 
There are two new terms to become familiar with:  Schedules and 
Groups.   

 Schedules:  All Ben Admin events are grouped and 
processed by schedules.  The schedule is the way Ben 
Admin organizes events for processing.  When processing 
an event, producing an enrollment form, electing options, 
or creating a confirmation statement, you will need to know 
the schedule.  1. Agencies and campuses will use the 
same schedule to process all of their events.  2. The 
schedule will be unique to the agency or campus running 
Ben Admin.  Schedules have already been created for 
you, and are identified by the company code or business 
unit; followed by EM.  For example: 

o Valley City State’s schedule is VCSEM 
o Department of Transportation is 801EM 

 
 Groups: A group lets Ben Admin know how employees will 

be organized into schedules.  The group an employee is 
assigned to is determined by the BAS Group ID on their 
Job record—Benefit Program Participation page.  
Employees belonging to a particular agency or campus will 
have a unique BAS Group ID.  The BAS Group ID is 
automatically populated on the Job record.  For agencies, 
it is the first three numbers of the Business Unit.  For the 
campuses, it is the Company.  For example: 

o Valley City State is VCS 
o Department of Transportation is 801 
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The following is an example of the Schedule table for Valley City 
State. 
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This shows where on the Job record the BAS Group ID is located. 
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UNDERSTANDING BENEFITS 
ADMINISTRATION PROCESS STATUS 
Benefits administration uses the process status to know where an 
event is in the process, and what step comes next.  Because Ben 
Admin processes multiple events simultaneously, it needs to know 
which events can be moved along, and which events need to stay 
put.  Events awaiting action from you or the employee will remain 
where they are until some action is taken.  A good example is the 
process status of NT (Notified).  This status means that an 
enrollment form has been created.  The event will not move any 
farther until the employee makes their elections, and you enter 
those elections into the system.  Once elections are entered, the 
process status changes from NT to ET (Entered).  When Ben 
Admin sees the ET process status, it knows that it can continue to 
process the event.  Also, any events that are in error (AE, for 
Assign Error; EE, for Elect Error), will remain in that status until the 
error is corrected. 
 
The best process status scenario to have is this: 
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The following is a list and description of all of the process status 
codes used by Ben Admin.  Every event will have one of these 
statuses attached to it, and it is important that you understand 
what these statuses mean. 
 

Process Status Description 

AE –  
Program Eligibility Assigned Error 

Participant event is assigned to multiple programs.  The system cannot process the participant event 
through the next stage (Option Preparation) until you correct the errors. You'll most likely need to make 
corrections to participant personal/employment/job information or to program eligibility information.  This 
is not good.  It means that the employee is eligible for more that one benefit program.  If the 
event has this status, contact PERS Helpdesk (State Agencies) or NDUS Helpdesk (Higher Ed 
Campuses). 

AN – 
Program Eligibility Assigned None 

Participant event is not assigned to a benefit program.   This is not good.  It means that the employee 
is not eligible for any benefit program.  If the event has this status, contact PERS Helpdesk (State 
Agencies) or NDUS Helpdesk (Higher Ed Campuses). 

AS – 
Program Eligibility Assigned 

Participant event is assigned to a benefit program.  This is good.  You can proceed to prepare 
options. 

FA –  
Finalized - Benefit Program None 

Participant event has no program assignment and no current elections. Used for events assigned an AN 
process status during the Scheduling and Program Assignment and whose associated participants do 
not have current benefit elections.  There is no further processing for this event.  Do not worry about 
this one…you should not get it.  If you do, contact PERS Helpdesk (State Agencies) or NDUS 
Helpdesk (Higher Ed Campuses). 

FP –  
Finalized - Prepared None 

System has assigned the participant event to a benefit program, but the associated participant is not 
allowed to elect any new options.   No further processing occurs for this participant event.  This is good 
too.  What it means is that the employee is not newly eligible to elect any benefits options. The 
event closes, and you are done. 

PE –  
Prepare Error 

The system has encountered an error. Events are given a PE process status during option eligibility 
determination.  To correct, you should make corrections to the personal/employment/job information of 
the associated participant or to plan and option eligibility information.  This is not good.  You can do 
one of two things:  review the error message by going to Administer Automated Benefits, Inquire, 
Messages.  Enter your Schedule ID and Emplid.  You can also call PERS Helpdesk (State 
Agencies) or NDUS Helpdesk (Higher Ed Campuses). 

PR –  
Prepared 

The system has calculated eligible options, credits, rates, and proof requirements for the participant 
associated with the event, and current elections have been identified for proof, eligibility level, and 
default processing. Enrollment forms should be created for and delivered to the participant associated 
with the event to bring the event to a process status of NT (notified).  This is good.  This means that 
the employee has new benefit options to elect. 

NT –  
Notified 

Election enrollment form has been prepared for the participant associated with the event. The system 
updates the event's process status when you generate election forms for that participant, report 
BAS004.   

ET –  
Entered 

A benefits administrator has entered the participant's new elections into the system, and they are ready 
for validation by the Benefits Administration process.  This is good. 
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Process Status Description 

EE –  
Election Error 

The system encountered an error in processing the elections for the participant associated with the 
event. No elections are posted to the Base Benefits business process tables.  Errors are posted to the 
Message Table and are identified by participant and event.  This is not good.  You can do one of two 
things:  review the error message by going to Administer Automated Benefits, Inquire, 
Messages.  Enter your Schedule ID and Emplid.  You can also call PERS Helpdesk or NDUS 
Helpdesk. 

FE –  
Finalized - Enrolled 

Ben Admin processing is complete for the participant event. All elections have been validated and 
loaded to the appropriate Base Benefits & Payroll tables. If the participant came from a process status of 
PR due to a loss of all eligibility, the system inserts a termination row for each of the participant's current 
elections.  This is very good.  It means that the event has been processed to completion, and the 
employee’s new benefits enrollments are now in the Base Benefits records. 

RE –  
Re-Entered 

Enables elections associated with processing for the participant event to be reentered after the 
participant event has been brought to a process status of FE. 
Events are updated to RE status through the Event Status Update page.  This should be done rarely, 
and with the help of PERS Helpdesk or NDUS Helpdesk.  What it means is that you want to undo 
this event, and start at the beginning. 
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The following two flowcharts illustrate how the system assigns 
process status values during Option Preparation. The flowchart on 
the left shows the process status flow for Assigned (AS) events, 
while the flowchart on the right shows the process status flow for 
Assign None (AN) events. 
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BENEFITS ADMINISTRATION PROCESSING STEPS 
FOR ACTIVE EMPLOYEES 
 

Some hints about getting around Benefits Administration and how 
to have a satisfying experience once you’re there. 
 

1. Remember that each saved Job data action will create a 
Benefits Administration event. 

2. Prior to saving the Job data action, make sure that BAS 
Group ID, and any required Eligibility Config fields are also 
correct.  BAS Group ID and Eligibility Config 1 and 2 
should be automatically populated, but it is always safer to 
check.   

3. All Benefits Administration activity occurs under 
Compensate Employees, Administer Automated Benefits.   

4. Benefits Administration will update employee benefit 
enrollments under Compensate Employees, Administer 
Base Benefits.  To view an employee’s benefits 
enrollment, come here. 

5. When working within Benefits Administration, always know 
two things: 1) the schedule ID for your agency or campus; 
and 2) the employee’s Emplid.  Many places within Ben 
Admin require the Emplid, and do not allow searches by 
employee name. 

6. If you get into trouble, and you do not know what to do, 
call PERS if you are with a State agency, or call NDUS 
Helpdesk if you are with a campus. 

7. If you make a change to the Job record, and then realize 
you made a mistake, there is a way out.  Once you have 
realized your mistake, call PERS Helpdesk (State 
Agencies) or NDUS Helpdesk (Higher Ed Campuses). 
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NORMAL PROCESS FLOW 
STEP 1:  JOB ACTION 
Job Data is updated via a PAF or other personnel action form.  
This is normal HR processing done by the agencies or by the 
campuses. 
 

 

When the record is saved, a benefits administration event is 
created.  In this case, it would be a MSC event. 
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STEP 2:  BAS ACTIVITY 
Ben Admin events go to BAS Activity, waiting scheduling by 
PERS.  All Ben Admin events go into BAS Activity.  This includes 
events for all agencies and campuses.  Once the events are 
scheduled, they will disappear from BAS Activity.  Events that get 
into BAS Activity by mistake, due to an incorrect Job action, can be 
deleted prior to scheduling.  Call PERS Helpdesk or the NDUS 
Helpdesk if you need an event deleted.  To get to BAS Activity, 
you go here:  
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STEP 3:  PERS SCHEDULING 
PERS will run the scheduling process to put the event into the 
proper schedule, and to assign the benefit program to the 
employee.  This event will become part of a schedule based on the 
employee’s BAS Group ID on their job record.  This employee’s 
BAS Group ID is 110 (for OMB).  PERS will run the scheduling 
process throughout the day, generally around 8:00am, Noon, and 
5:00PM.  Once the scheduling process is complete, the agency or 
campus is responsible for processing the event through 
completion. 
 

On demand scheduling may be available upon request prior to 
PERS routine scheduling.  Call the PERS Helpdesk (State 
Agencies) or NDUS Helpdesk (Higher Ed Campuses). 
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STEP 4:  VERIFY SCHEDULE AND PROGRAM 
Program assignment will occur after PERS runs the scheduling 
process.  The agency or campus will review the status of the 
event, verify that the event was assigned to the correct schedule, 
and verify the employee’s benefit program assignment.  There are 
two places where the event status can be reviewed.  The first is 
the Event Status Update page.  This shows the status of all 
events processed for a single employee.  The second is the 
Processing Controls Update page.  It displays all events for a 
schedule.  To get to Event Status Update, you go here: 

 

To get to Processing Controls Update, you go here: 
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Note: 
1. Event status update will display all events processed for 

an employee 
2. Event status update requires that you know the 

employee’s Emplid.  Within Ben Admin, always know the 
employee’s Emplid. 
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The Processing Controls Update page shows all events for a 
schedule.  The page has two parts.  The first is a search page, 
allowing you to provide specific criteria for your search so that only 
the events that you want are displayed.  The second page displays 
the results of your search. 
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Once you have verified the schedule and program assignment, it is 
time to move to step 5. 
 
STEP 5:  PREPARE OPTIONS  
From here on out, the agency or campus is responsible to process 
the event through completion.  In this step, you will run the Ben 
Admin process to prepare the benefits options the employee is 
eligible to elect.  The benefits options that can be elected depend 
on the type of event being processed, and the eligibility rules being 
applied.  If the employee is newly eligible for benefit options, Ben 
Admin will determine the eligible benefits options, and calculate 
the costs of those options.  If the event results in no new benefit 
eligibility, the event will close.  To prepare options, you will go to 
the Run Control page, fill it out, and process it.  To get to the Run 
Control, you will go here:   

 

The Run Control ID you enter will be the same as your Schedule 
ID. 
 

 Note:  If this is the first time you have run Ben Admin, you will 
need to add it.   

 
This is what it looks like: 
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 Once you press the button you will be taken here: 
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After you press  you will be taken back to the Run 

Control page.  Press  to be taken to the Process 
Monitor where you can view the progress of the Ben Admin 
process. 
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STEP 5A:  VERIFY PROCESS STATUS 
When the process has completed successfully, you will need to 
verify that the event status has been updated.  At this point, there 
are three possible process status codes for the event: 

1. Prepared (PR):  this means that the employee is newly 
eligible, or newly ineligible for benefits.  If they are newly 
eligible, you will need to produce an enrollment form and 
have the employee make their elections. 

2. Finalized None (FP):  this means that the employee is not 
newly eligible for benefits.  Nothing changes, and the 
event is closed 

3. Prepare Error (PE):  this is a problem, and you will need to 
check messages, or call PERS Helpdesk (State Agencies) 
or NDUS Helpdesk (Higher Ed Campuses) for help. 

You do this by going back to the Processing Controls Update 
page: 
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STEP 6:  PRODUCE ENROLLMENT FORM 
 

If an employee is eligible to elect new benefits options, the next 
step in the process would be to produce the enrollment form.  The 
enrollment form will only show the benefits the employee is eligible 
to elect. 
   

The form does not replace the usual PERS or other provider forms 
the employee normally fills out.   

 
The enrollment form will be used by you as a data entry tool when 
you go to elect options.  The form will have only basic information, 
described below: 

1. Employee information, including Name, Emplid, Benefit 
Program, and Schedule ID. 

2. Eligible benefits options, including plan type (i.e., medical, 
dental, basic life, etc.), and coverage codes. 

3. Option codes for each eligible option.  The Option Code is 
a number or letter that represents each benefit option.  
The Option Code is what you will key into the system to 
signify what the employee has elected.   

By transferring employee elections from the PERS or other 
provider forms to the enrollment form, you can save yourself a lot 
of time when entering elections into the system.  You will not have 
to do look-ups for codes, or shuffle through a bunch of paper.  
Everything will be on one or two pages.  All you will have to do is 
to key in the Option Code from the enrollment form. 
To produce the enrollment form, you will go here: 
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Once you have entered your Run Control ID (same as your 
schedule ID) and press Search, you will be taken here: 
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The system will produce an enrollment form for all employees in 
your schedule who are at a process status of Prepared (PR).  If 
you only want to produce an enrollment form for one employee, 
you can specify the Emplid on the Run Control page.  Once the 
form is produced, the process status will change from Prepared 
(PR) to Notified (NT).  After you press the Run button, you will be 
taken here: 
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After you press OK, you will be taken back to the Run Control 
page.  To view the status of the process, and to view the 
enrollment form when the process is complete, you will do this: 

 

 
When you select Report Manager, you will be taken here: 
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STEP 7:  ELECT OPTIONS 
 

Once the employee has made their elections on the PERS or other 
provider forms, it will be up to you to enter those elections into the 
system.  You will do this by going into the Election Entry page and 
keying in the data from the Enrollment Form.  The following are 
some suggestions that will help you get through the process 
quickly: 

1. Before going to Election Entry, take the time to transfer the 
information from the PERS or other provider forms onto 
the Enrollment Form.  This will help you get through the 
data entry more quickly. 

2. Either circle the Option Code or write it on the right hand 
side of the Enrollment Form.   Include the coverage 
amount for supplemental life – flex, supplemental life and 
spouse life, the annual pledge amounts for medical and 
dependent care spending accounts and the deduction 
amount for deferred compensation, if the employee elects 
these benefits. 

3. You will need to key in the Option Code for each elected 
option, and the coverage/pledge/deduction amounts if 
elected. 

4. You will not need to key in elections where the employee 
automatically receives the benefit (if they are eligible).  
Benefits Administration will automatically give the 
employee this coverage, to include: 

a. EAP coverage 
b. Basic Life 
c. Sick Leave 
d. Annual Leave 
e. Comp Time 
f. Retirement Coverage (PERS-defined benefit 

plans, TIAA/CREF) 
5. The Election Entry page replaces enrolling employees into 

the Base Benefits pages. 
 

After Ben Admin is operational, never use the Base Benefits 
pages to enroll employees into benefits.  This is bad. 
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To get to the Election Entry page, you will go here: 
 

 

 

Note:  Make sure to check all Data Entry Configuration boxes. 

 
After you press Search, you will be taken to the Option Election 
page: 
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STEP 7A:  ENROLLING DEPENDENTS 
If the employee is electing something other than single coverage 
for medical, dental, or vision, you can enroll their dependents into 
the plans directly from the Election Entry pages.  To do so, you will 
need to go to the tab Dependents/Beneficiaries to add/or select the 
dependents to be enrolled.   
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After you press the Save button, you will be taken back to the 
Search page.  Here, you can see that the status of the event has 
been changed to Entered (ET).  You can press 

 to have the system validate that you 
entered valid Option Codes.  You can also enter a new Emplid to 
elect their options: 
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STEP 8:  FINALIZE AND ENROLL 
This is the final step in the Ben Admin process.  The Finalize/Enroll 
step will take all events in a schedule with a Process Status of 
Entered (ET), enroll those employees into Base Benefits, and 
close the event.  To finalize the event(s), you need to go back to 
the Run Control page, and run the Ben Admin process.  To do this, 
you go here: 
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STEP 8A: PROCESS SCHEDULER 

After you press the  button, you will be taken to the 
Process Scheduler page: 
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STEP 8B:  PROCESS MONITOR 

After you press  you will go back to the Run Control 

page.  Press to monitor the status of the Ben 
Admin process.  When the status is Success, you are done: 
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STEP 8C: VERIFY FINALIZED/CLOSED EVENT 
After the process completes, you will need to verify that: 

1. The event’s process status is Finalized/Enrolled (FE) 
2. Base Benefits records are correct 

To do this, you will go to the Process Controls Update page here: 
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STEP 8D:  VERIFY BASE BENEFITS RECORDS 
The final step is to verify enrollment in the Base Benefits records.   
Remember that Ben Admin automatically enrolls the employee into 
the Base Benefits records.   To verify, you go here: 
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BENEFITS ADMINISTRATION PROCESSING STEPS 
FOR TERMINATING EMPLOYEES 
 

TERMINATING EMPLOYEES 
 
Termination of an employee is an event in Ben Admin, just like a 
hire, or position change, or family status change.  However, since 
there are no elections to be made, the termination event process is 
more streamlined; requiring fewer steps.  These are the main 
steps in the process: 

1. New effective dated row is added to the Job record with 
Termination as the action. 

2. Normal PERS scheduling process. 
3. Scheduling process will schedule the event, and set the 

Process Status to Assign None (AN) 
4. Agency or Campus will process Ben Admin under their 

Schedule ID. 
5. Termination events move to a Process Status of Prepared 

(PR). 
6. Agency or campus force finalizes the termination event by 

selecting Finalize on the Processing Controls Update 
page. 

7. Ben Admin will automatically insert a termination row into 
the employee’s Base Benefits record.  The event is closed. 
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STEP 1:  JOB DATA TERMINATION ACTION 
The employee is terminated on the Job record. 
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STEP 2:  PERS SCHEDULING 
PERS will run the scheduling process.  This will place the event 
into the Agency or Campus schedule.  The scheduling process will 
be run at least three times per day; more if needed. 
 

STEP 3:  VERIFY SCHEDULE AND VERIFY TERM EVENT  
After the PERS scheduling process completes, the Agency or 
Campus will go to Processing Controls Update to review the event.  
The termination event should be correctly scheduled (under your 
schedule), and the Process Status should be Assign None (AN). 
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Pressing Search will take you here where you will click on 
Final/Dflt to finalize the Termination Event.  This is also known as 
“force finalizing”   After selecting Final/Dflt, make sure to SAVE the 
page. 
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STEP 3:  FINALIZE THE TERM EVENT 
After selecting Final/Dflt, you will need to run the Ben Admin 
process to finalize and close the event, and to terminate coverage 
in the Base Benefits records.  To run the Ben Admin process, you 
will go here: 
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After you press Run, you will be taken to the Process Scheduler: 
 

 
 
Pressing OK will take you back to the Run Control page.  You can 
then select Process Monitor to watch the progress of the Ben 
Admin process.  When the Process Status is Success, you are 
done. 
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STEP 4:  VERIFY TERMINATION IN BASE BENEFITS 
The last step in the termination process is to verify that a 
termination row has been entered for the employee’s current 
benefit enrollments.  Your main concern is that the coverage end 
and deduction end dates are correct.  To verify the termination in 
the base benefit records, you will go here: 

 
From this navigation, you can go to the individual enrollment 
pages.  An example of the Health Benefits page, showing the 
termination row, is provided below: 
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REVIEWING MESSAGES 
As you process events, it is a good idea to review messages 
generated by Ben Admin.  These messages can tell you about 
problems encountered, or provide informational messages that can 
be important to you.  The basic types of messages you can 
encounter are: 

1. Error messages generated by Ben Admin.  These are 
problems that must be fixed before the process can 
continue for the event.  As you review the event status via 
the Processing Controls Update page, or the Event Status 
Update page, and encounter a process status of Prepare 
Error (PE), or Elect Error (EE), you will need to look at 
messages to find out what the problem is. 

2. Informational messages generated by Ben Admin.   
These are not errors.  Ben Admin is informing you that it 
has done something, and it figures you might be 
interested.   

 

It is possible that there will be no messages.  Be happy. 
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STEP 1:  NAVIGATION 
To get to the Messages page, you will go here: 

 
 
STEP 2:  FILL-OUT MESSAGE SEARCH PAGE 
Once you have navigated to the Messages page, you will fill out 
the search page as follows: 
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STEP 3:  REVIEW MESSAGES 
After you select the specific Emplid, you will be taken to the actual 
message(s): 
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SPECIAL BENEFITS ADMINISTRATION PROCESSES 
 

PROCESSING SPECIFIC EMPLOYEES 
THROUGH BENEFITS ADMINISTRATION 
There are times when you need to process a specific employee or 
employees through Ben Admin rather than all employees who 
might be part of a schedule.  Your reasons may be varied, but the 
typical reason is that you need to process someone quickly to 
meet a payroll deadline.  When you process Ben Admin for a 
specific employee, you will still be going through all the normal Ben 
Admin processing steps—the process does not change.  The only 
difference is that you are processing for specific employees.   The 
process is simple, and it is done via the Run Control page. 
 
STEP 1:  NAVIGATE TO THE RUN CONTROL PAGE 
To get to the Run Control page, you will go here: 
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STEP 2:  ENTER SCHEDULE 
After you press Search, you will be taken to the Schedule and 
Checkpoint Restart page where you will enter your Schedule ID: 
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STEP 3:  ENTER PARTICIPANT (EMPLOYEE) 
After you have entered your Schedule ID, you will select the 
Participant Lists tab.  There you will enter the individual employee 
(or employees) that you wish to process.  Ben Admin will only 
process those employees on this run.  Before coming to this page, 
make sure that you know the Emplid and the Event ID (if the 
employee has more than one event).  When you select the 
Participants Lists tab, you will be taken here: 
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STEP 4:  PROCESS BEN ADMIN 
The final step is to press RUN, then go to Process Scheduler and 
process the Ben Admin job.  When it is finished, you can check the 
status of the event by going to the Processing Controls Update 
page, or the Event Status Update page. 
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FORCE FINALIZING EVENTS 
 
There are times when you will need to finalize an event, and you 
may not be ready to do so.  This is called “Force Finalize”.   When 
you tell the system to finalize an event, it brings that event to a 
Finalized/Enrolled (FE) process status, even if it has been 
processed with errors. If the event is at a process status of Entered 
(ET) or Election Error (EE), the system loads the employee’s valid 
elections to the Base Benefits records. If the event is at any other 
process status, the system applies the appropriate default 
elections and loads them into the Base Benefit records. The 
system also applies and loads default elections to replace 
elections that have been made in error.  
 
The reasons that you might want to “Force Finalize” an event are 
as follows: 

1. You have just done a new hire and payroll is looming.  The 
employee has not returned their elections to you, and you 
cannot wait any longer.  You need to get them into default 
coverage, and make sure they get enrolled into PERS, 
leave, basic life, etc. before payroll is run. 

2. You have just done a Job change where there is a 
significant change in the employee’s benefit eligibility 
because of the change.  As with #1 above, you need to get 
elections loaded prior to payroll. 

3. You have an Election Error (EE) and you cannot figure it 
out.  Rather than hold up the other valid elections while 
you try to solve this problem, you want to load the valid 
elections to make sure that the employee gets most of 
their coverage.  You can come back to the Election Error 
problem after payroll runs. 

 
Since some of the employee’s benefit coverage will be defaulted 
due to “Force Finalizing”, and that default coverage may not be 
what they ultimately want, you will have to go back at a later time 
to enroll them in coverage they do want.  To do that, you will use 
the PRN (As needed enrollment) event.  The PRN event is 
discussed in a later section. 
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STEP 1:  SELECT EMPLOYEES TO FINALIZE 
You can force-finalize individual participants with the Final check 
box on either the Event Status Update page or the Processing 
Controls Update page.  To go to the Processing Controls Update 
page, you will go here: 

 

 
 
In this example, we want to select all employees who have been 
Notified.  This means that the enrollment forms have been created. 
and they have their benefit enrollment forms.  You are probably not 
going to get the PERS or other provider forms back before payroll. 
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STEP 2:  FORCE FINALIZE THE EVENT 
Once you press the Search button, you will be taken to the results 
page.  Find the employees that you need to finalize, and select the 

button.   
 

 
 

STEP 3:  FINALIZE THE EVENT 
After you have selected those employees that you want to finalize 
and saved your changes, the next step is to go to the Run Control 
page to process Ben Admin.  Once the process has been run, the 
Process Status will change to Finalized/Enrolled (FE), and the 
event will close.  The way you fill out the Run Control page is the 
same.  To get there, go here: 
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PROCESSING MANUAL EVENTS 
There will be times when you need to trigger a benefits 
administration event just because you need to change an 
employee’s benefit coverage.  These are not the normal events 
that occur because of some change to the Job record.  They are 
just “because”.  The event to be processed is a PRN or PRT event, 
and it is added manually to the BAS Activity table.  Here are some 
reasons that you might want to change an employee’s coverage: 

 
1. A newly hired employee has decided to change their 

elections within 30 days of their hire date.  The hire event 
has already been processed, and you need to change 
their current enrollments. 

2. The employee did not make their elections in time for the 
payroll process, and you defaulted some of their coverage.  
You now have their elections, and you want to change the 
default coverage. 

3. An employee is enrolled in after tax coverage.  This may 
be for dental, or vision, or life.  Since the employee can opt 
out at anytime, they have decided to opt out.  You need to 
terminate their coverage. 

4. A mistake was made, either by the employee or by you, 
and the employee was enrolled in the wrong coverage.  
You need to correct that mistake. 

5. An employee wants to enroll in, change or stop their 
deduction to a savings plan.  This is allowed anytime 
throughout the year.  You need to process the employee’s 
election. 

 
There are other reasons.  But whatever the reason, when you 
need to add or change benefit coverage and there is not a Job 
action to trigger an event, you will need to use the PRN event.  If 
you need to terminate benefit coverage, you will need to use the 
PRT event.  You cannot go directly into the Base Benefits tables 
and make the changes.   In order to make the change, you need to 
go through the Ben Admin steps. 
 
Because no one knows what the change will be, when you trigger 
the PRN event, you will be able to elect any coverage the 
employee is eligible for.  In other words, all options are opened up 
just like they would be with a Hire event.  When you trigger the 
PRT event, you will be able to terminate coverage the employee 
no longer wants. Obviously, this is very powerful, and care must be 
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taken to make only the changes necessary and comply with PERS 
and other provider policies.  The PRN/PRT event works differently 
than the other events.  These are the steps you will go through to 
process the event: 
 
STEP 1:  ADD PRN/PRT EVENT TO BAS ACTIVITY 
This is where the PRN/PRT event deviates from the other Ben 
Admin events.  All other Ben Admin events are triggered by some 
action to the Job record.  When an employee’s Job record is 
updated, BAS Activity is automatically updated with the event, and 
the event stays there until it is scheduled.  With the PRN/PRT 
event, there is no Job action to trigger the event.  In order to make 
the event available to Ben Admin, you will need to manually insert 
the event into the BAS Activity table.  After inserting the PRN/PRT 
event into BAS Activity, the event processes just like any other 
event in  
Ben Admin.  This is how the PRN event is done (the steps are the 
same for the PRT event): 
First, go here: 
 

 
 

After you navigate to BAS Activity, you will see the BAS Activity 
page with any number of unscheduled events.  Your job will be to 

press the  sign and manually enter the PRN event. 
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After you press , a new manual event will be inserted.  You 
will enter the Emplid, the event date, and the BAS Action of PRN. 
 

 
 
STEP 2:  PERS SCHEDULING 
After manually inserting the PRN event, the event will process like 
all other Ben Admin events.  PERS will run the scheduling process 
to schedule the PRN event. 
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STEP 3:  VALIDATE SCHEDULE AND PROGRAM ASSIGNMENT 
Go to the Event Status Update or Processing Controls Update 
page to verify that the PRN event has been scheduled and that a 
Benefit Program has been assigned. 
 

 
 
 
STEP 4:  PREPARE OPTIONS 
After verifying the event is scheduled, the next step is to prepare 
options.  You will go to the Run Control page and process the Ben 
Admin job.  You can do this for all employees in your schedule, or 
you can process your PRN event by itself.   To get to the Run 
Control page, go here: 
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STEP 5:  ELECT OPTIONS 
Once options are prepared, you will need to elect options.  This is 
where you will need to take care.  All the employee’s eligible 
options will be available for election—as if they were a new hire.  
However, you do not want to elect all options.  You only want to 
elect those options where some change needs to be made.  Just 
find the plan type(s) where you need to make the election, and 
enter the Option Code.  The rest of the plan types will default to 
what the employee currently has.   For the PRT event, all options 
that the employee is enrolled in will be displayed.  You need to 
remove the option that needs to be terminated, or enter the 
deduction amount for savings plan changes. To elect options, you 
will go here: 
 

 



  State of North Dakota 
 

MAXIMUS ERP Solutions  State of North Dakota Benefits Administration 
June 2004 Page 74   

STEP 6:  FINALIZE AND ENROLL 
After you have entered the elections, the final step is to 
Finalize/Enroll.  This step will enroll the employee into the Base 
Benefits record, and close the event.  To Finalize/Enroll, you will 
need to process Ben Admin by going to the Run Control page: 
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BENEFITS ADMINISTRATION REPORTING 
 

Several reports designed to help review Benefits Administration 
process results are delivered with Benefits Administration.  All of 
these reports can be accessed here 

 
 
ELIGIBLE PARTICIPANTS REPORT 
Navigation:  Compensate Employees, Administer Automated 
Benefits, Report, Eligible Participants Rpt  
 

1. The Eligible Participants report (BAS001) lists by Schedule 
ID and benefit program employees that are eligible to 
participate in the State or Campus benefit programs. 

2. For each employee, the Eligible Participants lists 
employee ID, name, event date, plan type and 
descriptions, option code, coverage code, benefit plan and 
deduction class.  It inserts a page break at the benefit 
program level. 

 
INELIGIBLE PARTICIPANTS REPORT 
Navigation:  Compensate Employees, Administer Automated 
Benefits, Report, Ineligible Participants Rpt 
 

1. The Ineligible Participants report (BAS010) lists all people 
who are ineligible for any benefit program and their 
eligibility parameters, such as birthdate and status. 

2. This report can be used to help research the reason for 
ineligibility. 
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EMPLOYEE PROCESSING STATUS REPORT 
Navigation:  Compensate Employees, Administer Automated 
Benefits, Report, Employee Process Status Rpt 
 

1. To create an audit trail of processing statuses for each 
employee, the Employee Process Status report can be 
printed after each run of the Benefits Administration 
process. 

 

2. To print an Employee Status Report that is limited to 
employees of a specific schedule, enter the appropriate 
Agency or Campus Schedule ID.   

3. Indicating which Process Status to Include can further 
refine this report.  If all boxes are left unchecked, all event 
statuses will be included. 
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FLAGGED PARTICIPANTS REPORT 
Navigation:  Compensate Employees, Administer Automated 
Benefits, Report, Report on Flagged Items 

1. The Flagged Participants report prints out a list of the 
employee events that have been flagged during 
processing because the events were disconnected, or 
because the events were determined to be potential 
candidates for reprocessing.  If you think you need to 
reprocess an event, call PERS Helpdesk or the NDUS 
Helpdesk. 

 

2. You can choose to have the Flagged Participants report 
display information about each flag that helps you 
troubleshoot the reason the event was flagged, or you can 
have the system print a "summary" version of the report 
that provides a minimum of information about each listed 
event. 

3. Enter the appropriate Agency or Campus Schedule ID for 
the employees the system should search through for 
reprocessing flags.   

4. In From Date and Thru Date, enter the date range the 
system should refer to when searching for flagged 
employees.  The system will only list employees who were 
flagged for events with event dates within the date range 
specified. 
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5. In the Report Participants Flagged for group box, select 
the flags that the system should use when compiling the 
report. 

6. You can also select the Include Summary check box to 
have the system include summary information on all 
flagged employee events found by the system. 
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APPENDIX A: EMPLOYEE EVENT SUMMARY 
 
EMPLOYEE EVENT DETAIL-PARTICIPANT 
PAGE 
Navigation:  Compensate Employees, Administer Automated 
Benefits, Inquire, Employee Event Summary 
To review detailed information about an employee’s event, 
navigate to the Employee Event Summary page. 
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The Employee Event Summary-Participant page displays event 
status, event processing, and eligibility information for an 
employee’s specific event. 
The Event Information group box displays the event's ID, Status, 
Class, Source, Date, EffSeq, and Priority. 
In Status, the system displays a status code that indicates 
whether the event is Open for Processing, Closed for Processing, 
or Void. 
In Source, the system displays the source of the event.  The 
source could be triggered by a change to an employee's address, 
union code, or job information, a passive event, or the insertion of 
a manual event. 
Event Priority is the priority level of the event class.  The system 
uses Event Priority to determine the order of processing for events 
that occur for an employee on the same event date, but which 
have different event classes. 
If the Multi-Activity Indicator check box is on, this event is the 
result of a situation where the system located multiple activity 
records from BAS_ACTIVITY that had the same event date, and 
event class and merged them into a single event. 
The Eligibility Information group box displays information the 
system uses for determining eligibility for the event.  If the event is 
associated with an action that may make the employee eligible for 
COBRA coverage, the COBRA Action will display the action code. 
If the event originated from an Address or Job data change, the 
Addr Effdt, and Job Effdt along with the EffSeq of the event will 
be displayed. 
The Processing Information group box displays information 
about the current processing status of the event.  The Benefit 
Program to which the employee has been assigned, the Process 
Status of the event, the Status Date of the process status, the 
Process Indicator, and the Election Source will all be displayed.  
If an enrollment statement has been printed for this event, the date 
of the print will be displayed in Option Notify.  When an election is 
entered for the event, the system date the elections were entered 
will be displayed.  The date the Confirmation Letter was printed 
will also be displayed in this group box.  If the event was finalized 
and/or defaults were applied, the Finalize/Apply Defaults check 
box would be turned on.  The method the system used to deal with 
Excess Credits is displayed.  If changes have been made to the 
Address, Union Code, or Job Data or if the event was processed 
out of sequence or disconnected, the appropriate flags would also 
be turned on. 
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EMPLOYEE EVENT DETAIL-PLAN TYPE 
PAGE 
Navigation: Compensate Employees, Administer Automated 
Benefits, Inquire, Employee Event Status-Plan Type tab 
 

 
 
This page, Employee Event Detail, Plan Type, displays information 
on the plan types assigned to the employee’s event.  Through this 
page, plan type coverage information associated with the event 
can be obtained.  Use the scroll bar to move from one Plan Type 
to another. 
Curr Election is an indicator that explains why coverage might be 
terminated after event processing has occurred. 
 

Yes The employee had coverage in this Plan Type as of the Event Date 
No The employee did not have coverage in this Plan Type as of the Event Date. 
Only The employee had coverage in this Plan Type as of the Event Date, but the 

employee is no longer eligible for coverage in this Plan Type as a result of 
the event, leading the system to terminate the employee's coverage 

Future The employee has a future dated election in this Plan Type that the system 
will terminate 
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When the Elections Allowed check box is turned on, it means the 
employee can elect options in this plan type. 
After finalization, Enroll Action is set and reflects what action 
occurred.  The possible values for Enroll Action are None, Enroll, 
and Terminate.  The results of the following Enroll Action values 
are as follows: 
 

 

 

 

Note:  An employee may receive an Enroll Action of None if the 
election for the given plan type matches the employee’s current 
election. If the employee stays in the same benefit plan for twenty 
years, there will be only one enrollment record instead of twenty.  
Employees will also receive an Enroll Action of None if there is an 
error with the election or no current election, and the event is force 
finalized. 

 

If BAS Error is turned on, the system has encountered an error 
during eligibility and event rule processing for this plan type.  
 

Note:  If BAS Error is turned on be sure to check the Messages 
page. 

 
This page also displays the Ignore Plan action that the system 
followed to process this plan type. 
In the Dates group box, the system displays the Plan Enroll date, 
the Coverage Begin date, the Deduction Begin date, and the 
Coverage Elect date. 
In the bottom left corner of the Employee Event Summary-Plan 
Type page, the Option Code, Benefit Plan and Coverage Code 
elected are displayed.  If required proof has been received, the 
Proof Received checkbox will be turned on. 
When the system finalizes the employee, the Enroll Action and 
Coverage Elect fields are set.  Until finalization, these fields are 
populated with an Enroll Action default value of None and a 
Coverage Elect default value of Elect. 
In the bottom right corner of the Employee Event Summary-Plan 
Type page, information specific to the plan type will be displayed. 

None No action occurred for this plan type and none is taken. 
Enroll Coverage Elect will be set to Waive or Elect. 
Term Coverage Elect will be set to Terminate. 
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EMPLOYEE EVENT DETAIL-OPTION AND 
COST PAGE 
Navigation:  Compensate Employees, Administer  
Automated Benefits, Inquire, Employee Event Status—Option and 
Cost tab. 
The next page, Employee Event Summary-Option Elections, 
displays the employee’s option details for the event’s benefit plans 
along with displaying data on the system-calculated cost 
information for each plan option in the employee’s benefit plan 
elections. 
 

 
 
In the Options group box, the Option Seq, Option ID, Option 
Type, Benefit Plan, Covrg Cd, Option Code, Option Level, 
Coverage Base, Premium Base, Ded Class, and Pay Periods 
the deductions will be taken are displayed.  
If the Default Election check box is turned on, it means that the 
option is a default option that can be assigned as a default to 
employees who fail to make their elections.  It does not mean this 
option has been assigned to the employee as a default option. 
When Proof Required is turned on, it means the employee must 
pass proof rules to legitimately enroll in the plan.  
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The History Only check box identifies options the employee is 
eligible for, but cannot choose until an event such as Open 
Enrollment. 
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APPENDIX B:  DEFAULT COVERAGE 
 
STATE AGENCIES 
 
The following table shows the benefits that a newly hired state 
employee will be enrolled in if no elections are made—assuming 
that they are eligible for the benefit plan. 
 

Plan Type Description Default Coverage 
10 Medical Waive 
11 Dental Waive 
14 Vision Waive 
1Z Employee Assistance Program EAP Provider selected by the 

agency 
20 Basic Life Basic Life $1300 of coverage 
21 Supplemental Life Waive 
2A Spouse Supplemental Life Waive 
2E Supplemental Life-Flex Waive 
25 Dependent Life Waive 
4B,4C, 4D, 4E 457 Plan No coverage 
50 Sick Standard Sick Leave Plan 

Accelerated plan for Supreme 
Court 

51 Vacation Standard Vacation Plan 
Accelerated plan for Supreme 
Court 

5D Comp Time Comp Time 
60 Flex Spending Health No coverage 
61 Flex Spending Dependent Care No coverage 
70 PERS Retirement plan that the 

employee is eligible for (State 
Retirement, Highway Patrol 
Retirement, Judges Retirement, 
National Guard Retirement) 
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HIGHER ED 
The following table shows the benefits that a newly hired employee 
will be enrolled in if no elections are made—assuming that they 
are eligible for the benefit plan. 
 

Plan Type Description Default Coverage 
10 Medical Waive 
11 Dental Waive 
14 Vision Waive 
1Z Employee Assistance Program EAP Provider per Campus 
20 Basic Life Basic Life   $1300 coverage 
2E Supplemental Life-Flex Waive 
21 Supplemental Life Waive 
25 Dependent Life Waive 
2A Spouse Supplemental Life Waive 
2B UND Basic Life UND Basic Life  $5,000 coverage 
2C UND Supplemental Life-Flex Waive 
2I UND Supplemental Life Waive 
23 UND AD&D Waive 
2D UND Dependent Life Waive 
2Z UND Spouse Life Waive 
3Y Long Term Disability TIAA Disability Waiver 
3Z Long Term Disability TIAA Disability Income 
46 and 4Z 403(b) Plan No Coverage 
47 Grandfathered TIFR Plan No Coverage 
49 457 Plan TIAA-CREF No Coverage 
4B,4C, 4D, 4E 457 Plan No coverage 
50 Sick Sick Leave Plan 
51 Vacation Vacation Plan 
5D Comp Time Comp Time 
5X Dependent Sick Leave Dependent Sick Leave Plan 
60 Flex Spending Health No coverage 
61 Flex Spending Dependent Care No coverage 
70 Retirement Plan NDPERS   
7A Retirement Plan TIAA-CREF 
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HIGHER ED – FEDERAL EMPLOYEES 
The following table shows the benefits that a newly hired Federal 
employee will be enrolled in if no elections are made—assuming 
that they are eligible for the benefit plan. 
 

Plan Type Description Default Coverage 
10 Medical Waive 
11 Dental Waive 
14 Vision Waive 
1F Federal Health  Waive 
1Z Employee Assistance Program EAP Provider per Campus 
20 Basic Life Basic Life   $1300 coverage 
2E Supplemental Life-Flex Waive 
21 Supplemental Life Waive 
25 Dependent Life Waive 
2A Spouse Supplemental Life Waive 
23 Federal Basic Life Waive 
2Z Federal Life – Option A Waive 
2C Federal Life Option B Waive 
2D Federal Life Option C Waive 
3Z Long Term Disability TIAA Disability Income 
42 Federal TSP No Coverage 
46 and 4Z 403(b) Plan No Coverage 
49 457 Plan TIAA-CREF No Coverage 
4B,4C, 4D, 4E 457 Plan No coverage 
50 Sick Sick Leave Plan 
51 Vacation Vacation Plan 
5D Comp Time Comp Time 
5X Dependent Sick Leave Dependent Sick Leave Plan 
60 Flex Spending Health No Coverage 
61 Flex Spending Dependent Care No Coverage 
7X Federal Retirement FERS Retirement Plan  
7Y Federal Retirement CSRS Retirement Plan 
7Z Federal TSP No Coverage 
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