Employee Master Data/Vacation/Benefits Tracking

This application was built using an ODBC link to Sage 300 CRE in order to use employee
data already existing in the source system, but also allows the client to code and
monitor other employee-related information not housed in Sage 300 CRE.
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Benefit plans (health, dental, vision) offered and selected by each employee, by year,
are tracked along with the employee cost of each plan. Additional benefit information
(life insurance coverage/rates, 401(k) plan participation, car allowances, profit sharing
eligibility, etc.) can also tracked.

Select Year
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Data Utilization Partners
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4/25/2014
5/1/2014

Health Other
Medical: LI Annual FSA Medical Amount:
Dental: d Annual FSA Dependent Care Amount:
Vision: d Annual 401(k) Eligible: O Per Pay Amt:
Opt Out Bonus Eligible: Opt Out Bonus Amt: 600.00 Semi—AnnuaIly;] Car Allowance Eligible: Annual Amt: 400.00
Opt Out Premium Eligible: O  Opt Out Premium Amt: d Annual United Way:
Profit Sharing Eligible:
Life
Basic Life Ins Eligible: O Basic Life Insurance Amount:
Optional Life Ins Eligible: O Optional Life Insurance Amount:

Spouse Life Insurance Amount: Spouse Name: DOB:
Child(ren) Life Insurance: O 0.00




Personalized benefit election reports can be automatically emailed to each active

employee during open enrollment.

B

Prepare Group/Individual Emails to Emplo

s/Supervisors for PTO/Benefits

PTO

M

Benefits

All Employees All Supervisors
(Creates a separate email to each employee
using the same email text and attaches a
personalized current year sumimary and
currentiorior year detail PTO report)

Email Current Year PTO
Summary/Detail Reports

(Creates a separate email to each supervisor
using the same email text and attaches a
personalized current year summary and

currentiorior year detail PTO report)

Prepare Email Text

Email Current Year PTO
Summary/Detail Reports

~

All Employees
(Creates a separate email to each employee
using the same email text and attaches a

personalized Benefits Open Enrollment
report)

Prepare Email Text

Email Benefit Open Enroliment
Reports

Email text is prepared once.

Open Enrollment Email Text

Welcome to the 2015 Benefits Open Enrollment process!

choices for your 2015 elections.

Please find your personalized benefits report attached. The report displays your current benefit selections and

LI

Each active employee is sent a separate email using the same email text, along with a

personalized benefits report.

L3_1] H9 ™ a9 |- Benefits Open Enrollment - Message |
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To... [ .
s - John.smith@ABCcompany.com
=L =1 Geo [
Send
Bec... l
Subject: lBenefits Open Enroliment
Attached: lirptBenefitsSummarv-ODenEnroIIment.ndf {41 KB}
Welcome to the 2015 Benefits Open Enrollment process!

Please find your personalized benefits report attached. The report displays your current

benefit selections and choices for your 2015 elections.




Enrollment for Plan Year 2015

John Smith
123 Main Street....

Supervisor: . Hire Date: 8/31/2007 Termination Date

Office: Victor Office Start Date: Rehire Date:

Dept: VCOMMERCIA Vacation Eligibility Date: 2/29/2008 Anniversary Date: 8/31/2008
Current Medical, Dental, and Vision Plan Participation: Next Year:

Medical: Excellus EP Hybrid Plan MEDICAL PLAN

Employee + Child(ren) 1 will continue to participate at my current plan level for next year.

____ I'will make changes to my plan level for next year. FORM REQUIRED!
__ lwill start to participate in the plan next year. FORM REQUIRED!
I will not participate in the plan next year.
Dental: Excellus Dental DENTAL PLAN
Employee ___ l'will continue to participate at my current plan level for next year.
___ l'will make changes to my plan level for next year. FORM REQUIRED!

| will start to participate in the plan next year. FORM REQUIRED!

Benefit enrollment forms (housed on the company network) can be automatically
emailed to an employee, upon request.

Medical/Dental - 401(K) - 401(k) - Change Life Ins - Change
. New/Update New/Update New/Update Amt Only New/Update Beneficiary Only
John Smith

A9 U e« 9|+ Requested Benefit Form - Message (HTML)
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e [

(=1

end

%]

Bcec... l

Subject: lRequested Benefit Form

Attached: | "% Employee Benefits App Tech Specs 2014-04-24.pdf (13 MB

II'he form vou requested is attached.




Employee PTO (Paid Time Off) accruals are automatically calculated based on company

rules.

Employee PTO Notes: |
History Notes:

4
Days Carried Days Days Days Days Carried to Days Ending

PTO Type From Through from Prior Year Earned Used Outstanding Following Year Forfeited Balance
Vacation

8/31/2013  8/30/2014 3 11 4 10

8/31/2014  8/30/2015 11
Sick 1/1/2014 12/31/2014 ) 5
Floating Holiday ~ 11/15/2014 1/2/2015 1 1

Employee PTO (Paid Time Off) used can be tracked.

4/14/2014  2.00

Vacation ;I

j 4/14/14 & 4/15/14

Cancelled

Taken w/o Pay
Scheduled w/o Pay

Employee PTO outstanding balances are automatically calculated based on company
accrual and carry over rules. Personalized PTO reports can be automatically emailed to

each active employee/supervisor throughout the year.

\ Prepare Group/Individual Emails to Employees/Supervisors for PTO/Benefits

\

Benefits

\AII Employees

(Creates a separate email to each employee
using the same email text and attaches a
personalized current year summary and

currentiorior year detail PTO report)

\
PTO \
X

All Supervisors

(Creates a separate email to each supervisor
using the same email text and attaches a
personalized current year summary and

currentiorior year detail PTO report)

Prepare Email Text

All Employees

(Creates a separate email to each employee
using the same email text and attaches a
personalized Benefits Open Enroliment

report)

Prepare Email Text

Email Current Year PTO
Summary/Detail Reports

Email Current Year PTO
Summary/Detail Reports

Email Benefit Open Enroliment
Reports




é;_-ﬂ B ) B e ¥ |- PTO - Message (Plain Text)

Message Insert Options Format Text Review

F"ﬁ % - - ) Attach File v
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i To... ‘ John.smith@ABCcompany.com
2= = l
Send
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Subject:  |PTO
Attached: = rptPTOCYSummaryDetailFilteredBYEEName.pdf (10 KB}

Please see attached.

<enire vate:

Plan Year: 2014 Days Days
Carried Carried to i
from Prior Days Days Days Following Days Ending
PTO Type From Through Year Earned Used Qutstanding Year Forfeited Balance
Vacation
8/31/2013 8/30/2014 3 11 4 10
8/31/2014 8/30/2015 11
Sick 1/1/2014 12/31/2014 5 5
Floating Holiday 1 1
PTO Used: Date Days Used Type Status Description
4/8/2013 5 Vacation Taken 4/8/13 - 4/12/13
6/13/2013 1 Vacation Taken

6/14/2013 1 Vacation Taken



Documentation distributed to employees throughout the year can be tracked to ensure
all signed copies are returned.

Employee Dozumentation Distributed by Plan Year Add

PTO Memo Test2

Employee Documetation Tracking
{ i ! 2014

Show All Not Rec'd Not Rec'd Not Rec'd Not Rec'd Not Rec'd Not Rec'd Not Rec'd Not Rec'd Not

Wages EE PTO Test2
Employee 1 Eamed Handbook Memo
£ WAKEFIELD; RONALD

Several email groups are created automatically in the application based on 401(k)
eligibility/participation, which enables the client to send group emails targeted at specific
eligibility/participation levels.

Prepare Group Email to Employees Based on 401(k) Eligibility and Participation

401(k) Participating Non-Participating 401(k) Employees Becoming 401(k)
Employees Eligible Employees Eligible Within 4 Months
Prepare Email Text Prepare Email Text

Functionality also exists in the application that allows a user to send a group email to all
employees or all supervisors.

Employee performance appraisals can be tracked for each year.

Clear Filter

»| 2014 |[WAKEFIELD; RONALD [IORIO; PAUL A = |Vvictor B =




Over 40 custom reports were created to provide the client with information distributed
to employees, supervisors, and other departments relating to employee benefits and
PTO, used to reconcile benefit plan carrier billings, used to identify missing information
in the source system and data anomalies within the application, etc.

Benefits

Blank Medical Dental or Vision Plan

|

.

Employee Benefit Summary

.
\

Benefit Summary for Selected Pay Freq

| |
\ \

Benefit Summary for Selected Employee(s)

Employee Benefit Summary (All By Employee)

-

Life Insurance Summary

|

/

Life Insurance Summary for Selected Pay Freq

Employees Eligible for 401(k)

| |
\ \

|

Employees Becoming 401(k) Eligible w/i 4 Mths

-

Non-Participating 401(k) Eligible Employees

|
\

Profit Sharing Summary

/
\

Car Allowance Summary

/
\

|

United Way Summary

y

FSA Summary

’
\

Vision Summary

.
\

Dental Summary

/
\

Medical Summary

|

y

Performance Appraisal Dates

.
\

Performance Appraisal Dates By PA Supervisor

y




PTO

PTO Status Other Than Taken/Taken w/o Pay

.

\

PTO Report for Selected Status and Period

7

\

PTO Summary (All By Employee)

/

\

PTO Summary (All By Supervisor)

.

\

PTO Planned/Used (All

By Employee)

/
\

PTO Planned/Used (All By Supervisor)

y

\

PTO Summary/Detail (All By Employee)

|
\

PTO Summary/Detail (All By Supervisor)

/

\

PTO Used/Scheduled in Excess of Earned

/
\

Expiring Vacation Time

/

\

Employee PTO Notes

/

\

\

Sick Time Taken in Excess

f

Outstanding Addt'l Vacation Time

y

\

Miscellaneous

Active Employees, Offices, and Supervisors

1
\

Birthday List by Office

(
\

Employee Documentation By Year

(
\

Current Supervisors

1
\

Completed benefit enrollment, PTO, and Performance Appraisal forms can be scanned
and attached to the employee record, by year.

' Select Year I
Clear Filter

Print Current ' Email Current
5/1/2014

Double-click to view or add attachments.
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Attachments (Double-click to open)
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