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EMPLOYEE SERVICES NEW TELEPHONE TREE PROMPTS

PROMPT 3:
RETIREMENT

¢ Pension

¢ Retirement savings plan

¢ Tax Sheltered Annuity
(403b/457b)

¢ Retiree medical benefits

PROMPT 2: PAYROLL
Time keepers/managers
paycheck issues
Paycheck inquiries
Combined time off (CTO)
Income Tax and W-2
questions

PROMPT 1: BENEFITS
Mid-year benefit changes
Benefit inquiries-medical,
dental and vision

Leave of absence
Combined time off (CTO),
Flexible Spending and
Helping Hands

COBRA

More options including
Employee Discounts,

A Plan, Tuition
Reimbursement and
Voluntary Benefits

PROMPT 4: GENERAL
INFORMATION

Employment verifications
Job applications
Immigrations

Fax number

Directions to HFHS facilities

PROMPT 5:
SELF SERVICE

* Personal or benefit change
information

e Employee & Manager Self
Service and other Human
Resources technology
support

* Forms and policies requests

PROMPT 6: OTHER
QUESTIONS

* Transition to Work Program
(TWP)

e Employee Assistance
Program (EAP) personal
counseling/support

¢ Death of an employee or
family member

EMPLOYEE SERVICES / HR SHARED SERVICES
(855) 874-7100 « FAX: (313) 874-6380

Email: employeeservices@hfhs.org
Chat, HR Connect and sign-in for Self Service: www.henryfordconnect.com/hr



http://www.henryfordconnect.com/hr

	Make Popup: 
	Popup for Prompt 1: -Prompt 1- Mid-Year benefit changes- Provides information on how to make mid-year changes to your benefit elections in Self Service
-Prompt 2- Medical & Dental- Provides transfer options to HAP, Delta Dental, Delta Care or to an ES team member for general enrollment questions.
-Prompt 3- Leave of Absence- Provides a transfer option to CIGNA to initiate a leave of absence claim or ask a question about an existing claim or to an ES team member for general leave of absence questions
-Prompt 4- For Combined Time Off, Flex Spending Accounts or Helping Hands related calls
-Prompt 5-COBRA- Provides a transfer option to our COBRA vendor or to an ES team member for general COBRA questions
-Prompt 6- For Employee discounts, Tuition & Voluntary benefits related calls
You will be prompted for an employee ID or last 6 of your SSN if you chose an option that route to an employee services team member.
	Make Popup 2: 
	Make Popup 4: 
	Popup for Prompt 3: Prompt 1 & 2 are to determine if you are a current employee or a retiree
The next menu, if you are calling about…
-Prompt 1- Pension- Transfers you directly through to the Retirement Center, who manages our Pension Plan
-Prompt 2- RSP- Provides you a direct transfer to JP Morgan, the administrator of Retirement Savings Plan or to speak with an ES team member
-Prompt 3- 403(b) or 457(b)- Provides you with direct access to either a MetLife or Fidelity administrator, or the option to speak with an ES team member 
-Prompt 4- For questions about retiree medical and the retirement process
-Prompt 5- For anything else we didn’t cover
You will be prompted for an employee ID or last 6 of your SSN if you chose an option that route to an employee services team member.

	Popup for Prompt 4: Calling about…
-Prompt 1- For our fax number, office hours and how to find directions to our facilities
-Prompt 2- Employment verifications- Provides you a direct transfer to The Work Number, who administers our employee verification of employment requests.  This menu also addresses the nursing loan applications, Canadian licensure, green cards or sponsorships and gives you an option to speak with an ES team member
-Prompt 3- Provides immigration support and general information on Jobs with HFHS
You will be prompted for an employee ID or last 6 of your SSN if you chose an option that route to an employee services team member.
	Popup for Prompt 5: Calling about…
-Prompt 1- Changes to your benefits or personal info-  an explanation of how to make changes to your personal information or benefits with an option to speak with an ES team member.
-Prompt 2- Employee and Manager self service- Including Password or technology issues, engagement, performance management and university.
-Prompt 3- HR forms-  How to find them on HR Connect and an option to speak with an ES team member.
You will be prompted for an employee ID or last 6 of your SSN if you chose an option that route to an employee services team member.
	Make Popup 3: 
	Make Popup 5: 
	Make Popup 6: 
	Popup for Prompt 2: Prompt 1 & 2 are to determine if you are a current employee or not
-Prompt 1- If you are a current employee, you will be prompted for an employee ID or last 6 of your ssn
The next menu, if you are calling about…
-Prompt 1- For time keepers or managers with payroll questions
-Prompt 2- For employees with paycheck questions
-Prompt 3- Combined time off information
-Prompt 4- For questions about taxes or your W2
	Popup for Prompt 6: Calling about…
-Prompt 1- For employee’s who are returning from a leave of absence with restrictions.
-Prompt 2- EAP- this feature is specific to employees who are seeking counseling for work related or personal matters through the Employee Assistance Program.
-Prompt 3- Passing of an employee or family member- which transfers directly through to an ES team member.


