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Module 1 

Enrollment Overview

[][][][][][][][][][][][][][][][][][][][][][][][] 

Introduction

In this module you will gain a general overview of the HRA claims system, and will become familiar with the navigation and searches integrated into the software.  This module will focus on the Enrollment screen.
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Enrollment Search

(1) Clicking this button exits from the program

(2) This is the search field for a search by Employee SSN

(3) This is the search field for a search by Employee Last Name

(4) This is the search field for a search by Group ID

(5) Click here to execute the search according to the specified parameters in the search fields

You may search for employees by partial or full SSN, last name, Group ID or any combination of them.  

Example: If you type 335 in the SSN search field (2), Jones in the last name search field (3) and Group ID(4) Q the system will display a list of all employees whose SSN starts with the numbers 335, have the last name jones AND whose Group ID starts with the letter Q.

Note: If you are looking at an employee’s information and wish to enter a claim for them you can directly click the [Enter Claim] button which goes to the claim screen and enters the Employee SSN in the claim for you.

Categories Panel
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(1) This number is a scrambled version of the SSN and can be used as a unique employee ID number

(2) This displays all categories with which the employee enrolled/ associated

In order to view an employee’s information click on the Employee Detail tab (3).  In order to view the accumulators (used in processing claims) for the employee click on the Accums tab.  Next to the Accums tab are the HSA Alloc and HSA Account tabs (4).  These two tabs and the [HSA] button above will be discussed in a later module.   

Employee Detail and Accumulators
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(1) This shows all of the employee’s information

(2) This is a list of all employee’s dependents in the system

(3) This is a list of all accumulators.

On the right side of the SSN displayed with the employee’s information is the unique employee ID number, which is a scrambled version of the SSN.

The SSN column of the Accumulators panel shows the SSN of the employee or dependent who the Accumulator is tied to.  SSN 00 is the number used to represent a family accumulator.  Entering in 00, or an SSN in the accumulator list then clicking Refresh (4) will filter the list of accumulators to only contain the accumulators associated with what you entered.  Also you may click on the [Edit Acc] button to view all detail of a specific accumulator entry.  As for how accumulators are generated, this will be explained in a later section.

Conclusion

You should now be familiar with the navigation of the HRA Claims System Enrollment Screen.  To navigate to the next Module, click on the button labeled CLM at the top right hand corner of the screen to access the claims screen.
















