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Benefits Administration 
Total allocated time: 1 hour and 20 minutes, including questions 
 
Session Objective 
Provide an overview of benefit and retirement administration capabilities, including configuring 
programs and plans, defining eligibility criteria, onboarding and enrolling employees, monitoring 
enrollment periods and ongoing eligibility, processing enrollments, notification options, 
employee self-service, and benefit limits. 
 
Assumptions: Employee benefit/retirement program/plan eligibility is based on employee type, 
classification, hours worked or FTE, and anticipated or actual length of appointment. Qualified 
change events include birth of a baby, marriage, etc. Cyclic/academic employees are paid over 
nine months. 
 
Items to Demonstrate 

1. Demonstrate how to set up/create a new benefit or retirement program/plan and associate 
the plan(s) to employees, considering eligibility criteria for the different programs (e.g. 
medical/health, required and voluntary retirement, etc.). 

2. Show how to automatically monitor and capture employees who are newly eligible for 
benefits and/or retirement programs, and employees with a change in employment status 
that impacts benefits and/or retirement eligibility. Demonstrate tools for benefits 
administrators to track eligibility, changes in eligibility, changes in retirement status, and 
trending reports. Include: 

a. Verification tools to determine appropriate offers/changes were made and ability 
for benefits administrators to override automatic processes to make corrections or 
adjustments. 

b. Tracking tools for benefits administrators to see if a selection has or has not been 
made within deadline, with associated default options. 

3. Show how to provide an online enrollment experience for the following circumstances. 
(Include how employees and benefits administrators can be notified of the enrollment 
window and deadlines.) 

a. The onboarding of new employees for benefit and/or retirement programs. If an 
employee fails to make election, the automatic enrollment into default programs. 

b. A change in employment to existing employees which may trigger eligibility or 
loss of eligibility for a program/plan. This could include an employee changing 
from a civil service position to an administrative professional position, or a 
faculty member having a change in FTE from 75% to 45%. 

c. Simulate an annual open enrollment period. 
d. Simulate a special open enrollment period for qualified change events, with 

required “proof” documentation. 
e. Discuss/Demonstrate how the above changes would automatically trigger payroll 

premiums when enrollment is complete. 
4. Display benefit plan and retirement effective dates, as well as termination dates for the 

employee and each of the employee’s dependents to: 
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a. Allow benefits administrators to make changes to employee records due to 
corrections/errors, and communicate to both benefits administrators and 
employees. 

b. Document and save historical information (including eligibility determinations 
and employee/retiree status, program changes, benefit types, employee 
participation, notifications of changes, etc.). 

5. Discuss/Demonstrate how to provide dependent tracking and maintenance to include how 
one individual cannot be enrolled on two employees plan at the same time. Also show 
how to track and store proof of dependent documentation. 

6. Demonstrate tracking and notification of leave status/usage to maintain eligibility for 
employer-paid benefits, and to collect associated employee premiums. 

7. Show how to track and calculate the employee/employer contribution to the employee’s 
retirement plan and adjust the contributions as necessary to ensure annual contributions 
will not exceed the IRS annual limits. 

8. Discuss/Demonstrate how to communicate enrollment to outside vendors/agencies. 
9. Demonstrate benefit maintenance and premium collection for cyclic/academic employees 

over summer break, with ability for benefits administrator to override automatic 
processes as corrections or adjustments. 

 
Q&A Session 
 
  


